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SERRANO PARK HOA 
A step-by-step guide for homeowners to submit Architectural Review Requests 

 
Below you will find six different parts to help you navigate the process to successfully submit an 
Architectural Review Application and to receive your deposit back. 
 

1. What you will need to submit for an Architectural Review Request. 
2. How to locate the Applications. 
3. Paying the Architectural Application Deposit 
4. Submitting Architectural Review Requests 
5. Decision Notification and Status Check 
6. Notice of Completion (NOC) 

____________________________________________________________________________ 
 
Part 1: What you need to submit for an Architectural Review Request 
 

1. A completed application(s) with all the applicable fields completed with a detailed 
description of the project including materials used, and/or color information. This may 
also include any project related materials like paint samples, colored images of materials, 
or a Site Plan indicating the areas for review. In some instances, a neighbor’s (or multiple 
neighbors’) signature(s) is necessary for Approval. Ensure each application is completed 
thoroughly and project related materials are included to ensure an efficient approval 
process. 

a. Project related materials may include the following: paint samples, colored 
images of selected building materials, site plans, architectural building plan 
sets, landscape/planting plan, etc.  

 
2. Color photos of the existing conditions of your project are required otherwise your 

Request will be flagged as Incomplete. 
3. Application deposit (see Part 3: Paying the Architectural Application Deposit for details on 

how to submit a deposit). 
 
____________________________________________________________________________ 
 
Part 2: How to locate the Applications: 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net.   
 



 
2 

 

2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 
please click Create Account and follow the instructions.  

 

 
 
 

3. Once logged on, go to Community Information > Documents 
 

 
 

4. In the left pane, click on Architectural to show the various Applications in the right pane. 
Click on ‘+’ sign next to Architectural to show our community’s approved Color Schemes 
in a subfolder, and in the pane to the right, you will find each of the Applications as well. 
Select the appropriate Application(s) to download. 

 

 
 

Notes: Please be thorough and complete all required applications and paperwork, otherwise it will delay 
the process. 
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____________________________________________________________________________ 
 
Part 3: Paying the Architectural Application Deposit 
  
Two different forms of payment are accepted for the Architectural Review deposit: 

1. Online via Keystone Connection portal/resident portal, or 
2. A check payable to Serrano Park HOA 

a. The check can be mailed along with the application(s) to Keystone, or 
b. Dropped off along with the application(s) at Keystone’s office. 

 
Online Payment (Quickest and Easiest Option) 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net  

 
2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 

please click Create Account and follow the instructions.  
 

 
 
 

3. Go to Account Info > Architectural  
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4. Under Purchase Association Items, click the blue bubble to select the Arch. Application 
Deposit. 

 

 
 

5. Click Purchase Now 
 

 
 

6. A Purchase Detail window will appear. Complete each prompt to confirm the purchase of 
the deposit. Note: There is a processing fee. 
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7. A confirmation email will be sent to the address associated with your Keystone portal. 
The email contains a Confirmation #/Transaction ID, which will be needed for your 
online Architectural Application. 

____________________________________________________________________________ 
 
Part 4: Submitting Architectural Review Requests 
 
Option 1 - Online Submittal (Quickest and Easiest Option) 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net  
 

2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 
please click Create Account and follow the instructions.  
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3. Go to Account Info > Architectural and select Add ACC Request. Complete the online 

form. 
 
 

 
 
 
 

4. Scan and upload all completed Applications and Project paperwork required for your 
project. This includes current photos, paint samples, color images and materials, site 
plan, etc. (See Part 1: What you need to submit for more details.)   

 
 

 
 
 
 
 
 
 
 
 
 

Applications 

Project Files  
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5. Under Payment Method: If the deposit was paid via Keystone Connection portal/resident 
portal: 

a. Select Credit or Debit Card 
b. Type the Confirmation #/Transaction ID from your Keystone Architectural 

Deposit confirmation email into the Transaction ID #1 field. 
 

 
. 

 
 
Options 2 & 3 – Mail-In or Drop-Off (Slowest Options) 
 

1. Complete all necessary applications and paperwork required for your project. 
2. Make a check for $200 payable to Serrano Park HOA. 
3. Package the application, paperwork, and the check. 
4. Mail or Drop-off to: 

Keystone Pacific Property Management 
Attn: Architectural 
240 Commerce, Suite 200 
Irvine, CA 92602 
 

____________________________________________________________________________ 
 
Part 5: Decision Notification and Status Check 
 

 A project can commence once an approval is received (via email). 
 A letter from Keystone will be mailed to the homeowner after each decision. 
 There is no ‘Letter’ or ‘Notice” that needs to visible to neighbors for the project. 
 Any Architectural Request Denials can be appealed to the Board. 
 Periodically check the Keystone Connection portal/resident portal for status updates 

including information on Incompletes or Denials. Letters for Incomplete Applications or 
Denials will be mailed to your address. 
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Homeowners can check the status of Architecture Requests on the Keystone Connection 
Portal/resident portal: 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net  
 

2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 
please click Create Account and follow the instructions. (See Part I: What You Need to 
Submit section for details.) 
 

3. Go to Account Info > Architectural to track your request. 
 

 
 

4. Under Architecture Requests, the status of each submitted Application can be found 
here. Double-click Details to see all pertinent files for each project. 
 

 
 



 
9 

 

____________________________________________________________________________ 
 
Part 6: Notice of Completion (NOC) 
 
After project completion, a Notice of Completion form needs to be printed, signed, and sent with 
colored photos of the completed project, for a deposit refund. This is mandatory. A refund will 
NOT be issued without this form completed. 
 
There are two methods to submit a NOC: 

1. Electronic submittal through Keystone’s portal, or 
2. Either mailing or dropping off the completed form along with colored photos to Keystone.  

 
Electronic Submittal 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net  
 

2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 
please click Create Account and follow the instructions. (See Part 1: What You Need to 
Submit section for details.)  
 

3. Go to Account Info > Architectural. 
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4. Under Architectural Requests, click Add ACC Request. 
 

 
 

5. In the drop-down field, select *Notice of Completion 
 

 
 

 
6. Complete the required fields and upload the completed Notice of Completion form along 

with color photos of the completed project. Then click, Submit when completed. 
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Paper Submittal 
 

1. Go to the Keystone Connection Portal: http://www.keystoneconnection.net or 
http://www.serranopark.net  
 

2. Log in/Sign in the Keystone Connection portal/resident portal. If you do not have a log in, 
please click Create Account and follow the instructions. (See Part 1: What You Need to 
Submit section for details.) 
 

3. Go to Community Information > Documents, then select Architecture Guidelines in the 
left pane. Select Serrano Park Form – Notice of Completion. 

 
 

 
 
 

4. Download, print, and complete the Notice of Completion. Package the completed Notice 
of Completion and colored photos of your completed project. 
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5. Mail or Drop-off to: 
Keystone Pacific Property Management 
Attn: Architectural 
240 Commerce, Suite 200 
Irvine, CA 92602 
 

Architectural Deposit Refund 
 
Once the Architecture Committee has reviewed and approved the Notice of Completion: 

 You will receive a notice by mail from Keystone confirming approval. 
 Your deposit will be refunded within 30 days of receipt of letter.  
 The refund will come to you as a check to your current address on file with Keystone. 

 
If your Notice of Completion is not approved, you will receive a notice by mail from 
Keystone outlining the issue so that you can fix the issue and resubmit your Notice of 
Completion.  
 
All notices and letters will be posted to the Keystone Connection portal/resident portal. 
(See Part 5: Decisions and Status for details.) 
 
 


