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Submitting an Exterior Change Request  

  
Owners are required to obtain written approval from the ACC/ARC prior to making exterior 
modifications. The purpose of this is to ensure exterior modifications comply with the communitywide 
standard and association guidelines. The steps below will assist you with submitting your request to 
the ACC/ARC for review.    
  
There are two options for submitting these requests.   
  
Option I:  
  

1. Login to your account at www.tolleycm.com using one of the Log In options:  

 
  
  

  

  

  

http://www.tolleycm.com/
http://www.tolleycm.com/
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2. 2QFH�\RX¶YH�ORJJHG�LQ��please sHOHFW�³$&&�5HTXHVWV´�DV�VKRZQ�LQ�WKH�QH[W�LPDJH��� 
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3. Upon selecting ACC Requests, you will be taken to the next page where you can view 

existing ACC Requests or submit a new ACC Request.  
 
Click WKH�³$GG�$&&�5HTXHVW´�EXWWRQ�LQ�RUGHU�WR�EH�GLUHFWHG�WR�WKH�IRUP�� 
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4. Your name, address and community are auto-filled from your profile. However, you will need 

to add your contact information for each request you submit.  
  

 
  

5. Next, please indicate the start and completion date of the project.   
  
Note: If you are unable to complete the project within the allotted time, you must receive written 
approval to change the project dates. Please contact acc@tolleycm.com to request an extension.  
  

  
  
  

6. 6HOHFW�WKH�W\SH�RI�UHTXHVW�\RX¶UH�VXEPLWWLQJ��,I�\RX�GRQ¶W�VHH�DQ�RSWLRQ�IRU�\RXU�UHTXHVW�LQ�WKH�
drop-down ZLQGRZ��SOHDVH�HQWHU�WKH�W\SH�RI�UHTXHVW�XQGHU�³2WKHU�$&&�7\SH�´�� 
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7. 8VH�WKH�ER[�QH[W�WR�WKH�W\SH�RI�UHTXHVW�\RX¶UH�VXEPLWWLQJ�WR�GHVFULEH�WKH�SURMHFW��:H¶YH�

included descriptions for a few common requests on the left-hand side of the form that advise 
what should be included with each type of request. If more text space is required you can 
expand the box by clicking the edge of the box and dragging it out with your cursor.    
  

 
8. Attach any photos, documents or diagrams that you would like to include with your request.  
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9. Next, please review and check the boxes next to the important reminders.   

 
10. )LQDOO\��FOLFN�³6XEPLW´�LQ�RUGHU�WR�VHQG�\RXU�UHTXHVW�WR�WKH�$5&�$&&�IRU�UHYLHZ��8SRQ�

submission, you will be reverted to the ACC Requests page where you will now see your ACC 
Request as OPEN.  

 
 

 
 
Note: Your request is not considered submitted until you receive an email or phone call confirming 
your request has been received.  
 

 
11. Approval time frames vary based on the type of request and governing documents of your 

community.  
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12. Once a decision has been made, \RX�ZLOO�EH�QRWLILHG�RI�WKH�FRPPLWWHH¶V�GHFLVLRQ�YLD�HPDLO�
and a letter will also be mailed to you.   
  
Note: You can return to the ACC Request page to add comments and attachments or view the 
ĐŽŵŵŝƚƚĞĞ͛Ɛ�ĚĞĐŝƐŝŽŶ�ĂŶǇƚŝŵĞ͘�� 
  
Demonstration on how to add a comment to an ACC Request goes as follows:  
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Demonstration on how to upload an attachment to an ACC Request goes as follows:  
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To view existing details regarding your request, you will need to return to the ACC Requests 
SDJH��6HOHFW�³'HWDLOV´�DQG�D�ZLQGRZ�ZLOO�SRSXODWH�DV�VKRZQ�LQ�WKH�QH[W�LPDJH�� 
  

  
  

  

  
  
  

  

  

Use the  ba r located on the  
right - ha nd  side of the window t 
scroll d own   and view notes,  
attach ment s, and de tails   
pertaini ng t o yo u r request.   
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You can also download the information you submitted with the request along with the letter 
informing you of the $&&�$5&¶V�GHFLVLRQ�   
  

 
  
*** If you have issues with this process or have additional questions you may call Tolley 
Community Management at 770-517-1761 or email ACC@tolleycm.com.  
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Option II:  
  

1. Exterior modification requests can also be submitted via mail or email. The request form can 
be downloaded by accessing your online account via www.tolleycm.com. Upon logging in, 
VHOHFW�WKH�³'RFXPHQWV´�WDE�IURP�WKH�EDU�PHQX�DW�WKH�WRS�RI�WKH�SDJH�DV�VKRZQ�LQ�WKH�QH[W� 

 
2. 6FUROO�GRZQ�WR�WKH�'RFXPHQW�/LEUDU\�DQG�VHOHFW�³$&&�5HTXHVW�)RUPV�	�*XLGHOLQHV´��7KH 

ACC Request Form will be available for download and also any architectural guidelines your 
community has available for residents, if any.  
  

 
You can also call our office 770-517-1761 or email ACC@tolleycm.com and we will be happy 
to mail or email you the request form.  

image .     

  
  

  
  

http://www.tolleycm.com/
http://www.tolleycm.com/

