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Stay Informed! Update/Add Your Contact Information 
 
Did you know the HOA community manager occasionally sends important information to          
residents via email?  
• Have you changed phone numbers or email address(es)?  

• Did you register your job email and have changed jobs?  
• Do you wish to add a spouse's contact information? 

• Would you like to add another email address? 

Our community manager keeps residents up-to-date on current community events, office        
closings, major Highland Village city notices such as Castlewood mosquito spraying, and            
notification of an amenity closed due to repairs or breakdowns. Reminders also go out about fun 
HOA community-wide events you and your family may want to attend. 
 
It's important to keep your phone and email contact information up-to-date with the community 
manager. This information is NOT shared with residents nor used for any solicitation purposes. All 
contact information is confidential between you and the community manager. 
 
To update contact information, or add another contact, email the community manager 
at: manager@castlewoodhoa.com. Please put your street address in the Subject line.  

OR  
Complete the form below and return to the dropbox at the Clubhouse. 

 

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

Name(s) __________________________________________________________________ 

 

Address: __________________________________________________________________ 

 

Email #1: __________________________________________________________________ 

 

Email #2: __________________________________________________________________ 

 

Email #3: __________________________________________________________________ 

 

Are there email address on your account that are no longer valid and need to be removed? If so list below.  

 

___________________________________________________________________________ 

 

Cell phone #1: ___________________________________________________ 

 

Cell phone #2: __________________________________________________ 

 



See Something--Say Something! 
 
Hey fellow residents! If you see something, say something. 
 
 
Every repair call costs the community--which is YOU. Let's work together to keep our community beautiful...free of litter, damage, and non-
working amenities. Our community manager conducts site drives of the property twice a month but emergencies and damage can occur at 
any time. If you observe damage, vandalism, or something just doesn't seem right please take a moment to report it.  
 
 
Let the HOA office know about damage to any of our amenities, common areas, walking trails, lighting, sprinkler system, or the main         
entrance. 
 
 
Non-emergency issues should be reported via email to: manager@castlewoodhoa.com. List the issue in the subject line. Examples are: 

• Non-working amenity lighting at the pool, playground, or tennis court. 

• Damage to playground equipment. 

• Damage to the soccer field.  

• Vandalism to any HOA amenity that would not cause harm if not addressed quickly. 
Emergency issues should be reported to the HOA after hours line at 972.236.6214. Emergency examples are: 

• A water leak on community common areas such as the Clubhouse, pool area, playground, or walking trails. 

• Sprinkler malfunctions in common areas where you notice the sprinklers are running continuously. 

• A broken gate at the pool or tennis court. 

• A leak or plumbing issue in the Clubhouse bathroom or kitchen. 
Damage (or vandalism) to any HOA property that could cause harm to someone if not quickly addressed. 
If you witness vandalism as it is occurring, please call the Highland Village Police Department and report it immediately. 
 
 
Thank you for being attentive to our community.  
 

mailto:manager@castlewoodhoa.com


 

 

New Office Hours  

The office is now open on Mondays and Thursdays 

from 9:00 am to 5:00 pm. The community manager is 

still available five days a week by email at                

jhansen@spectrumam.com.  

 

 

 

Mark your Calendar 

 

 

September BOD Meeting 

September 20, 2023 @ 6:00 

 

Pool Season ends                  

October 1, 2023  

 

Watch your mailbox for     

annual meeting notices in 

October  

 

Watch your mailbox for     

annual billing notices in early 

November  

 

Annual Meeting                    

December 10, 2023  

 

2024 Assessments Due       

January 1, 2023  

 

 

 

 

 

 

Assessment payments 

can no longer be made in 

the office. 

 

 Residents can mail 

checks using the envelope 

and payment slip            

provided by Spectrum OR 

pay online at 

www.spectrumam.com 

or on the Spectrum app.  

 



 

 

Clubhouse Reservation Reminders 
 
With Fall fast approaching, the holidays are not far behind! The holidays are always a popular time for people to reserve the 
Clubhouse for family gatherings and other events. For residents new to our community, and anyone wishing to make a    
Clubhouse reservation, please review the updated policy and reservation procedures on the HOA website.  
 
The Clubhouse Reservation Policies and the Reservation Request form can be found at www.castlewoodhoa.com, On 
the Community tab, click HOA Amenities, and select Amenity Reservations.  
 
Listed below are a few reservation policy highlights. Residents are encouraged to read the full policy on the HOA Community 
website. 

• The following fees apply to ALL reservations: 

• Monday through Thursday = $50 

• Friday/Saturday/Sunday = $75 

• Security deposit = $150 

• Reservations are limited to six (6) months in advance of the event date. 

• Residents must use the Reservation Request form to submit a single date request. 

• NO PHONE OR EMAIL RESERVATIONS ARE ACCEPTED. 

• A reservation is pending until the Community Manager emails confirmation to the resident. 

• If the Community Manager does NOT receive the signed Rental Agreement, deposit, and rental fee rom the resident 
 within 72 hours after the email Reservation Acknowledgement has been sent, the PENDING reservation will be     
 CANCELLED. 

• All date changes or cancellations must be made in writing via email to the community manager. 

• NO PHONE CANCELLATIONS OR CHANGES ARE ACCEPTED.  
 
With the recent changes to the Community Manager's on-site schedule, following the reservation request and cancellation 
policies becomes critical to ensure all residents have fair access to their requested dates, and nothing gets overlooked. Dates 
are honored in the date/time order they are received via the emailed reservation request. No other method of reservation is 
accepted.  
 
 
From time to time the HOA website experiences Internet glitches and the calendar may not be viewable for a short time. Be 
patient with the technology and check back to view the calendar. Please do not contact the community manager after hours 
requesting reservations or to check date availability.  
 
Thank you for your consideration.   
 

 

Access Cards 

Access cards can be picked on Mondays and Thursdays. To request 

a new access card, a replacement card, or to have an existing card 

reactivated please submit an access card request form. If payment 

is required, you will be mailed an invoice. Be sure to pay the       

invoice prior to coming to the clubhouse to collect your access 

card. Scan the QR code or visit the community website at 

www.castlewoodhoa.com select the CONTACT TAB/ ACCESS 

CARD REQUEST  
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Visit the           

community      

website for more       

information.  
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