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ALTERATION / WORK REQUEST FORM 
 

I, ______________________________, Unit Owner of apartment _________________, hereby request permission 
to do alterations/work in my apartment unit as detailed below and agree that no work will commence until I have 
received a countersigned copy of this Alteration/Work Request form from the Association. 
 

If the proposed work includes the removal/relocation of any interior walls, a drawing must be attached to this 
document existing conditions and proposed changes.  
 

Proposed Start Date: ___________________________        Completion Date: __________________________ 
 

_____________________________________________        _(_____)__________________________________  
Contractor’s Name                Contractor’s Telephone Number  
 

Complete this section for the following cosmetic work and cleaning jobs only. 
(FOR ALL OTHER WORK, complete detailed Room-by-Room scope of work below.) 

CIRCLE Type of Work CHECK for entire Apartment Or SPECIFY Room(s) 

Painting Only   

Carpet Installation   

Refinishing Wood Floors 
(Water-base only permitted) 

  

Replacing glass in Windows 
(Frames may not be replaced) 

  

Single Kitchen Appliance Install 
Specify: 

  

Window Treatment Installation   

Window Washing   

Carpet Cleaning   

Apartment Cleaning Service   
 

DETAILED ROOM-BY-ROOM SCOPE OF WORK (Please Print Clearly) 
*** SEE PAGE TWO FOR REQUIREMENTS & RESTRICTIONS *** 

Kitchen: _____________________________________________________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
  

Master Bathroom: ______________________________________________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 

 

Second Bathroom: _____________________________________________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 

Third Bathroom: _______________________________________________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 

All Other Rooms (bedrooms & living room) & Terrace, please specify: ___________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
*Terrace enclosure and terrace flooring specifications/requirements are available from the Management Office. Due to exterior 
paint requirements, paint for terrace walls/floors must be purchased from Association.  
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*** SCOPE OF WORK REQUIREMENTS AND RESTRICTIONS*** 
The detailed scope of work must indicate any fixtures/appliances being removed and their replacement. It must 
also indicate that the fixtures/appliances will be replaced in their original location. Due to the location of the drain, 
stall showers may not be replaced with bathtubs. Approval on faucet types is required. The Association does not 
permit the relocation of wet fixtures (bathtubs, showers, toilets, sinks and dishwashers) beyond the walls of the 
original room layout. Due to the location of the kitchen exhaust system, stoves/ovens may not be moved from 
their original location. The Association further does not permit the installation of Jacuzzis/Whirlpools, washing 
machines, clothes dryers or garbage disposals. 
 

1. Prior to the commencement of work, I shall obtain from each contractor, a Certificate of Insurance reflecting 
comprehensive liability and property damage insurance with a minimum of $1,000,000 coverage. The 
Certificate of Insurance must name Winston Towers 200 Association, Inc., and Taylor Management Company, 
and the unit owner as “additional insureds.” The certificate holder should be Winston Towers 200 Association, 
Inc. A copy of the contractor’s Workman’s Compensation Insurance must be provided covering all contractors 
and subcontractors.  

 

For small jobs, at the discretion of the Association, by its Managing Agent, the Association may waive the 
requirement to be named as Additional Insureds, however, a Certificate of Insurance for the contractor(s) must 
be provided. I hold harmless the Association and its Managing Agent for any damage or injury in connection 
with this work. 
 

2. I agree, if required, to obtain Building Permit(s) from the Borough of Cliffside Park. 
 

3. I will ensure that my contractor(s) abide by the following regulations: 

 Contractors may only work in the building Monday-Friday (9:00 AM – 5:00pm PM) and Saturdays (11:00 AM – 
5:00 PM). There is no work on Sundays and/or Holidays. 

 Contractors must use the back service entrance/service elevator at all times. 

 Contractors must obtain daily parking passes and park in the visitor’s parking lot. In addition, they must 
obtain daily ID stickers which must be worn at all times. 

 The contractor may not disconnect the public announcement speaker in the apartment. If the contractor is 
found to have done so, I will be responsible for its immediate repair and associated costs along with a 
$250.00 fee which will be billed to me on my maintenance account. 

 Under no condition shall any bathroom or kitchen ventilation shaft be penetrated. 

 Shut-off valves are not permitted on bathtub/shower water lines. Only integral stops are permitted. 

 The use of jackhammers and other pneumatic tools are prohibited. 

 All rubbish, discarded appliances/fixtures, old carpeting, empty packing cartons, or other materials must be 
promptly removed from the building (no materials whatsoever may be left in the compactor rooms, 
basement or back service area.) 

 Contractors may not store any materials/equipment on the terrace or in any common areas of the building 
including the hallway or basement. 

 The contractor must take precautions to prevent dust and dirt from permeating into the hallway and other 
common areas of the building. Any debris in the hallway/common area caused by the contractor must be 
cleaned up immediately. The apartment door must be kept closed and sealed, if necessary. If the contractor 
causes the fire alarm to be activated due to dust/dirt in the hallway, I understand that there will be a $250.00 
fee which will be billed to me on my maintenance account. 

 Only water-base finish may be used on wood floors. 
 

4. I understand that, if necessary for the work, I will submit the water shut-off request in writing to the 
Management Office at least 48 hours beforehand and further understand that it will be permitted based on 
availability. 

 

5. I acknowledge that you may designate an architect and/or engineer to review the plans and specification for 
the work and subsequent to observe the work to insure that all work conforms to the plans and specifications 
previously approved and agree to pay the associated fees and expenses. I will provide access to these 
professionals, the Building Superintendent and the Managing Agent for inspections and will undertake to make 
all corrections specified as result of such inspections.  



Phone: (201) 224-7190 

Fax: (201) 224-0921 

Winston Towers 200 Association, Inc. 
 2/2003 

 

 

6. I agree that the Superintendent has the authority to order work suspended, in part or entirety, if he has reason 
to believe that any aspect of the work being done is unauthorized or unsafe or if he believes there is a failure to 
cooperate with the building’s regulations. The suspension shall continue until all responsible parties can agree 
to an acceptable solution.  

 

7. I agree that the contractor(s) that I engage to do repair work or renovation work in the apartment, shall be duly 
licensed with the applicable State or local authorities (i.e a plumber or an electrician) and shall indemnify, hold 
harmless and defend Winston Towers 200 Association, Inc. from any and all claims for injury or damage to 
person or property resulting from any of the actions by or the repairs or renovation work of the contractor(s). 

 

8. I agree that in no event shall the Association and/or its Managing Agent be liable for any injury, theft, damage 
or loss of property from any cause whatsoever or for any injury to any person in or entering the building or the 
apartment during the performance of the work. I hereby indemnify and hold harmless Winston Towers 200 
Association, Inc. and shall defend it from any and all claims for injuries or damages to person or property 
resulting from any of the actions by or the repairs or renovation work performed by me or my contractors in 
my units.  

 

9. I assume all risks of damage to the building and its mechanical and electrical systems, and to persons and 
property in the building which may results from or be attributable to the work being performed hereunder and 
all responsibility for maintenance and repair of any alterations and installation after completion. This risk of 
damage covers without limitation all work, whether directly or indirectly affected by the work, and the 
maintenance of plumbing, electrical and other equipment installed or altered pursuant hereto. If the structure 
or operation of the building, or any of its equipment is adversely affected by the work, I shall, when so advised, 
promptly remove the cause of the problem or, if there is any damage in any way whatsoever to the building, its 
machinery or equipment, I shall reimburse you for the cost or restoration and repairs. 

 

10. I, and my successor(s)-in-interest, shall assume full responsibility for the work and costs in connection with the 
maintenance, repair, restoration or replacement of any portion of the apartment affected by the work and for 
future repair and maintenance of the plumbing, electrical work associated with this alteration and any 
equipment installed as part of the work. I further agree that I, and my successor(s)-in-interest, shall bear any 
and all costs for any plumbing leaks or other conditions which cause damage to the common areas of the 
building or other apartments in the building, if such leakage or damage results from the work or the equipment 
installed as part of the work. I, and my successor(s)-in-interest release the Association, the Managing Agent, the 
Association’s agents and employees from any liability for damage to the portions of the Apartment affected by 
the work which may occur in the performance of building maintenance repairs.  

 

11. I understand and agree that if any of the work or improvements are done to the terrace, which I acknowledge is 
a limited common element, including but not limited to ceramic tile, wood decking or similar covering, and said 
improvement must be removed in order for the Association to make repair to the terrace, it shall be my 
responsibility and my successor(s)-in-interest responsibility to remove the Improvement and replace same, at 
me and my successor(s)-in-interest sole cost and expense. 

 

12. I recognize that by granting consent to the work, you do not profess to express any opinion as to the design, 
feasibility or efficiency of the work. 

 

13. Any changes to the proposed work outlined in this agreement must be submitted in writing for review and 
approval. 

 
_______________________________________  __________________________________________ 
Unit Owner’s Full Name (PRINT)    Unit Owner’s Signature 
 
Apartment Number: ______________________  Date: _____________________________________ 
 

-----------------------------------------------------------------------------------------------------  
Approved     /     Disapproved 

 
Winston Towers 200 Association, Inc. 
Property Manager as Agent for the Association by:  ____________________________________________ 
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CONTRACTOR WORKING HOURS 
 
 

MONDAY – FRIDAY   9:00 AM – 5:00 PM 
 

SATURDAY     11:00 AM – 5:00 PM 
 
 

CONTRACTORS ARE NOT PERMITTED TO WORK IN THE BUILDING ON SUNDAYS 
AND THE FOLLOWING HOLIDAYS: 

 
New Year’s Day 

Martin Luther King Day 
Presidents’ Day 

Passover 
Good Friday 

Memorial Day 
Independence Day 

Labor Day 
First Day of Rosh Hashanah 

Yom Kippur 
Thanksgiving Day 

Christmas Day 
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CERTIFICATES OF INSURANCE FOR 
WINSTON TOWERS 200 ASSOCIATION, INC 

ARE TO BE WORDED AS FOLLOWS: 
 
 
The Following are the requirements for Winston Towers 200 Association: 
 
Comprehensive General Liability 
Bodily Injury/Property Damage – Single limit of $1,000,000 with aggregate of $2,000,000 
Workers Compensation 
Minimum state statutory limits – owner must be included 
Comprehensive Automobile Liability 
Bodily Injury/Property Damage – Minimum $1,000,000 coverage 
Umbrella Liability 
Bodily Injury/Property Damage – Single Limit of $1,000,000 with aggregate of $1,000,000 
 
 

Description of Operations: 
Additional Insured: Winston Towers 200 Association Inc & Taylor Management 
Company 
 
 

Certificate Holder: 
 

Winston Towers 200 Association Inc. 
C/o Taylor Management Company 
80 South Jefferson Road, 2nd Floor 

Whippany NJ 07981 
 
Thank you, 
 
Kevin Guzman 
Community Administrator 
Email: kguzman@taylormgt.com  
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