Maggannie Property Management LLC

CONDO ASSOCIATION - SERVICE PACKAGES

PROPERTY

· Survey the entire property at least once every two weeks, photos may be taken.
· Comprehensively walk the property once every 4 to 6 weeks to rectify any homeowners’ violations.
· Deliver any necessary letters to owners as well as tenants requesting compliance.
· Schedule any routine maintenance needed, cost not to exceed limits set by the Board of Directors
· Notify the Board of Directors of any major problems with recommendations.
OWNERS

· Collect all rents and homeowner fees.

· Pay all common bills from homeowner fees.
· Act as a liaison between the Board of Directors and the Unit Owners & Tenants. 

· Answer questions, problems and complaints of unit owners and tenants verbally but written documentation must follow.
· Regularly check for violations of the Documents, Rules and Regulations, and take enforcement action as directed by the Board of Directors. 
· Provide 24-hour emergency access, 365 days a year. 

COMMON CHARGES

· Will be collected by due dates set by the Board of Directors 
· Delinquent accounts are sent notices each month and by the 3rd month they are automatically turned over to an Attorney for collection
· Common Charges are deposited into the Associations Operating Account. 
MAINTENANCE & REPAIRS

· Schedule and supervise all maintenance; including grounds keeping, janitorial, pool care, etc.
· Supervision of all maintenance contracts 

· 24/7 emergency services 

VENDORS/SUB-CONTRACTORS

· Solicit vendors or work with current vendors if the Board of Directors prefers.
· Obtain, analyze and present to the Board of Directors bids for any major work to be performed. 
· The Board of Directors will choose the final vendor or contractor and the Association will be billed directly by such contractor.

· Ensure that contracts and agreements between the Association and subcontractors are performed in accordance with the agreed upon terms.   
· Review and monitor the performance of service contractors, and recommend changes to provide better performance, greater efficiency and/or lower maintenance cost. 
· Supervise and/or inspect a contractors' work before payment is made for a job. 
FINANCES

· Provide monthly management reports to the Board of Directors. 
· Provide monthly financial reports to the Board of Directors
BOARD OF DIRECTORS

· Attend your Board of Directors meetings when requested, up to one each month, (Not to exceed two hours) 
· Assist with organizing meetings and agendas
· Assist with transitioning new board members into office.
· Assist with budget setting.
