
Condomin ium Management
is  8 0 %P a p e r w o r k ,
Admini st rat ion and

C o m m u n i c a t i o n

Condomin ium 
Management is  1 0 %
P roper ty Inspect ion 

And Invest igat ion

Condominium 
Management is  1 0%

Maintenance  Contract ing 
and Legal

12 Membe r Boa rd  of  D i re c to rs
M a k e  P o l i c y  &  P r o c e d u r e s

Vo t e  o n  D e c i s i o n s
G i v e  D i r e c t i o n

P r e s i d e n t -  Chai rperson Execut ive Commit tee (4  
O ff icers)  & Legal

Vi c e - P r e s i d e n t -  Chai rperson  Maintenance 
C o m m i t t e e

Tr e a s u r e r -  Chai rperson Budget  & F inance 
C o m m i t t e e

S e c r e t a r y -  Keeper  o f  A l l  Cont racts  & Records,  
Minutes,  Commit tee Reports ,
Management  Repor ts  and Insurance

(8)  Directors

Pr o p er ty  A d m i n i s t r a t o r

A l l  d a y  t o  d a y  B u s i n e s s ,  A d m i n i s t r a t i v e ,  
C l e r i c a l  a n d  C o m m u n i c a t i o n  

t o  a n d  f r o m  A s s o c i a t i o n .

Requirements:   
Organizat ion,  Pr ior i t izat ion,  Superv isory  Sk i l ls ,  

Co-ord inat ion (Board,  Owner ,  Commit tee,  and Maint .
Personnel) ,  Computer  Prof ic iency,  

Communicat ion (wr i t ten,  phone/ fax,  personal ) ,  
Maintenance/Engineer ing Apt i tude,  

Record and Bookkeeping,  
Personal i ty  Compat ib i l i ty ,  

“Hands On”  and Conscient ious

St an di n g  C omm i tt ee s 
of  th e Bo ar d

P r i o r i t i z e  Ye a r l y  &  F u t u r e  P r o j e c t s ,  
R e s e a r c h  S c o p e  

a n d  C o s t ,  Ye a r l y  B u d g e t s ,  
P r e - Q u a l i f i c a t i o n  o f  C o n t r a c t o r s

Chai rperson not  necessar i ly  a  Board Member
but  must  have a  Board Member  as L ia ison between

commit tee and Board to  present  Mot ions.   
Commit tee membersh ip  to  inc lude un i t  owners.  

Th is  is  the on ly  dec is ive input  
Uni t  Owners have as to  the 

Management  of  the associat ion.
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Standing Committees

Association Voting Membership
700 Unit Owners

12 Member Board of Directors
P r e s i d e n t - Chairperson Executive Comm & Legal
V i c e - P r e s i d e n t - Chairperson  Maintenance Comm

Tr e a s u r e r - Chairperson Budget & Finance
S e c r e t a r y - Minutes, All Contracts & Recrds. & Ins.

(8) Directors

Property Administrator & Physical Office
Administrative, Clerical, Inspections,

Emergencies, Project Liaison

A t t o r n e y

Sales & Lease
C o o r d i n a t o r

A c c o u n t a n t

Insurance Agent

Unit Owners Board
Members

Engineer/
Consultants

Insurance
Agent

Accountant

Maintenance Personnel

Sales &
Leases

Suppliers

Sales &
Lease
Coord.

Attorney

Insurance

Executive &
Legal

Social &
Newsletter

12 Building
Reps.

Rules &
Regulations

Budget &
Finance

Landscaping
& Grounds

Sub-
Committees

Maintenance
Committee

Pools &
Clubhouse

Contract on As Need Basis Contract

Contract paid  through FEES Insurance Policy
Salaried

Employees

Committees

Renters Maintenance
Personnel
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