
Procedure – Requesting Approval to Complete Site Improvements 
FINAL 5/29/24 

Purpose: To provide basic direction to shareholders on what is required to make changes to landscaping, architecture, 
building or structure, or general site improvements that are visible from the outside and require BOD approval. This 
procedure does not apply to renovations to structures that are not visible from the outside, except for Corporate 
Infrastructure. 

1) Shareholder to complete the architectural review form and submit to the Board of Directors (BOD) to request a 
review of their proposed improvement. 

 
2) The initial request to the BOD should include the following as a minimum: 

a. Completed review form (next page) which should include a detailed explanation of the proposed work. 
b. Plan details provided with the initial request should be to scale or include adequate information to convey 

the essence of the request and identify whether/how the improvement impacts Corporate infrastructure or 
common area landscaping and other features. 

 
For structures, hardscapes (patios, driveways), and landscaping 
Plan view – Plan or sketch The plan(s) or sketch should provide information relevant to the planned improvement. 
Existing site details should be provided so one can discern where the planned improvement is relative to known 
points like the existing structure(s), lot lines, road, utilities, etc. Sodding and planting grass only requires Board 
notification, as long as it does not impact abutters or Corporate Infrastructure. Tree planting or removal requires 
Board approval. 

 
For structures & hardscapes (patios, driveways) 
Cross section of the proposed improvement: This view depicts details of a section cut through the proposed 
improvement. This is where the thickness and grading (to identify areas of run off) of the proposed improvement is 
detailed and should include height relative to the existing ground. Multiple sections may be required depending on 
the improvement. 

 
For structures 
Elevation view of the proposed improvement: This view is what someone standing in front of the proposed 
improvement would see. This view is required when there is vertical height to the proposed improvement and 
generally required for structures. Front and side elevation views are required. 

 
3) The Board of Directors will assign the review to the Site Improvement Committee to complete an initial review of the 

submission. This review will denote any deficiencies (if any) and communicate those directly to the applicant (w/ 
copy to BOD) for updates and resubmission. If the initial submission is complete, the BOD will provide a written 
approval that is subject to conditions so the shareholder can make final arrangements with their contractor. A 
condition of the approval may require a presentation of the proposed improvement be made at a Board of Directors 
meeting to receive final approval. 

 
4) Final submission: Shall include all information in the initial submission along with an executed contract, all permits 

required by Collier County, certificate of liability insurance, copy of Florida Contractor License(s) as appropriate, 
Workers' Compensation Insurance or exemption certificate. An estimated time and duration of construction shall 
also be provided so the community can be informed. Work shall not proceed until all documentation has been 
received and final approval to commence work has been provided by the BOD. 

 
5) The final approved submission will be kept on file for future use by the BOD. 

 
(See Approved and Signed Procedure on 
website under “Committees”) 



RIVERBEND OF NAPLES MOBILE HOMEOWNER’S ASSOCIATION, INC. 
777 WALKERBILT RD. #42 

NAPLES, FL 34110 
 

ARCHITECTURAL REVIEW FORM  
(Request to change Landscaping, Architectural or Building structure) 

 
______________________________________, Owner of Unit # ________, hereby makes this request to the 
Board of Directors of Riverbend Mobile Homeowner’s Association, Inc. to make changes to the landscaping, 
architecture or building structure as described below: 

_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 

The unit Owner agrees to be responsible for all cost and expenses incurred in the installation and maintenance 
of the proposed changes, a description of which is attached to this request. 
 
PLEASE READ THE FOLLOWING CAREFULLY BEFORE SIGNING: 
1. Actual construction will be performed by a licensed contractor who is insured. All applicable codes and 

regulations will be followed and all necessary permits will be obtained at my/our expense. Copies of 
contractor’s license and insurance are attached to this application. Copies of permits must be submitted 
when requested. 

2. I/we have read all applicable sections of the By-laws and I/we understand same 
3. All maintenance of this Alteration/Modification will be performed at my/our expense. 
4. I/we understand that, should any legal, regulatory agency require, at any time in the future, modifications 

to this variance, they will be done at my/our expense. 
5. Any maintenance costs incurred by the Association, as a result of this variance, will be at my/our expense. 
6. This alteration/variance/modification is subject to all requirements of the By-laws, occupancy agreements 

and other applicable regulations at the Board of Directors’ discretion. 
7. I/we understand that it is my/our responsibility to advise future assigns and/or owners of the unit of this 

modification and their responsibility for the same. 

Major elective construction is restricted to the hours of 8:00 am to 5:30 pm Monday through Saturday. 
There is to be no construction on Sundays or holidays.  Renovations must be approved by the Board 
after review of the necessary permits prior to commencement of construction. There will be no port-o-
lets allowed on property, unless necessary.  No construction traffic or dumpsters blocking other 
owners’ driveways or within 2 feet of the seawall. 

 
____________________________   _______________________________________ 
DATE       UNIT OWNER 

------------------------------------------------------------------------------------------------------------------------------------------ 

The Board of Directors respectfully:  ________       ________ this request on ________________, 20____ 
            APPROVES       DENIES 

BOARD MEMBER SIGNATURE:  ______________________________________________                                       
 
COMMENTS:  ____________________________________________________________________________ 
 
_______________________________________________________________________________________ 
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