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A
Accountability, ensuring individual, 102
Accounting

accrual basis, 193, 201–2
administration in, 204
audits in, 248–49
cash basis, 193, 201, 202
double-entry, 194
forms in, 171, 173
fund, 202
modifi ed accrual/cash basis, 193
services in, 29
terminology in, 193–95

Accounts payable (A/P), 193–95
job description in, 179–80

Accounts receivable (A/R), 193, 203
job description in, 178

Accredited Association Management 
Company (AAMC), 21

ACCREDITED MANAGEMENT ORGANIZATION® 
(AMO®), 21

ACCREDITED RESIDENTIAL MANAGER® 
(ARM®), 21

Accrual basis accounting, 193, 201–2
Additional insured, 263
Additional offi cers, 91
Administrative assistant’s services, 28
Administrative forms, 171, 172
Advertising liability, 263
Agendas, 93, 95–97

implementing, 97
personal, 84
publishing, 96–97

Agreed amount endorsement, 262
Alarms, 237
All-inclusive coverage, 258
All-inclusive management service, 19
All risk or special form insurance, 262
Alternative Dispute Resolution (ADR), 

139
Amendments, 61

declaration, 58
governing document, 67–68

American Bar Association, 54
American Institute of Certifi ed Public 

Accountants (AICPA), 201, 202
American Resort Development 

Association (ARDA), 9
Americans with Disabilities Act (1990) 

(ADA), 69, 246
Ampleman v. Scheweppe, 246n, 247n
Annual audits, overseeing, 90
Annual meetings, 98–99

checklist for, 100
preparation for, 98–99

Apartment corporation, 6
Arbitration, 143
Architectural control committee, 117–18
Articles of incorporation, 59–60, 65, 

244
Assessments, 57, 204–9

collection of, in timely manner, 85
individual, 205
personal, 205
regular, 204–5
special, 205, 216

Index

IRE-CONDO-07-1101-Index.indd   285IRE-CONDO-07-1101-Index.indd   285 12/19/07   9:54:29 AM12/19/07   9:54:29 AM



286  Community Associations: A Guide to Successful Management

Assets, 194
Association

communicating with, 136
maintaining correspondence, 89
name of, 60
preserve history, 89

Association forms, 171, 176–77
Association governance, 53–80

articles of incorporation, 59–60
bylaws, 60–61
document amendments, 67–68
governing documents, 55–68

hierarchy of, 65
public offering statement, 65
resolutions, 64
rules and regulations, 61–64
state statutes, 54–55
uniform acts, 54

Association management
pricing of, 26–27
professional, 13

Association management agreement, 
33–45

agent in
assumes no liability, 39
compensation for, 39
not required to advance funds, 37
not responsible for maintenance 

of individual units, 36
services of, 33–36

applicable law and partial invalidity 
in, 43

approving annual budget in, 41
attendance at board meetings in, 

37–38
authority of, 33
binding on successors and assigns 

in, 44
board member to deal with agent in, 

38
bonding of employees in, 37
building compliance in, 38–39
collection of assessments in, 34
completeness of, 43
delivery of notices in, 44
deposit of collections in, 37
disposition of funds in, 37
employment of personnel in, 35

expenses of any litigation in, 40
force majeure in, 43
headings in, 43
indemnifi cation survives termination 

in, 42
liability insurance in, 40
limitation in

of agent’s authority and 
responsibility, 38

on expenditures by agent, 36
maintenance of common elements 

in, 35
management services in, 39
notices in

to agent, 44
to association, 44

obligations of association in, 39
payment in

of employment taxes, 35
of expenses, 36, 37

preparation of annual budget in, 
34–35

providing for initial deposit and 
contingency reserve in, 41

records in
of income and expenditures, 34
of insurance, 36

relationship of agent to, 42
responsibility for payments in, 42
rights cumulative, no waiver in, 43
save agent harmless in

from labor law violations, 40
from liability suits, 40

signatures in, 44–45
structural changes in, 38
submission of annual report in, 35
termination in

by agent for cause, 41
by association, cancellation fee, 

41–42
term of, 33
utilities and services contracts in, 36

Association Management Specialist 
(AMS), 21, 188

Association manager’s binder, 168
Association meetings, 28
Association of Professional Reserve 

Analysts (APRA), 214
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Associations
history of, 1–3
reasons for changing management 

fi rms, 17–18
Association statement preparation, 29
Attorney, role of, 243–44
Audits, 212–13
Automated Clearing House (ACH) 

agreement, 211
Automatic bank debit, 211

B
Balance sheet, 194
Balconies, 228
Bank accounts, 203
Banking, 209–12
Bankruptcy, 209
Bidding process, importance of 

relationships in, 31–32
Bids

contract, 155
proposals, 233

Blanket endorsement, 261
Blanket fi delity bond, 235
Board and committee volunteers, 

109–34
acknowledgment of, 127
attributes of, 161–62
community-building skills of, 123–26
community leader responsibilities 

and rights in, 110–23
completing turnover checklist, 

132–34
job descriptions of, 162
leadership of, 110
morays, 112–15
powers and duties of, 111–12
rights of, 115–16
skills of, 111

Board of directors, 5, 6, 57, 60, 81–108, 
110

agendas of, 95–97
amending governing documents 

and, 68
annual meetings of, 98–99
business judgment rule, 103–5, 113
code of behavior for, 103
commitment of, 84–85

communications with, 136–37
confl icts of interest in, 106
designated liaison in, 136
development rules and regulations 

by, 61
effective, 102
evaluating performance in, 102
in facilitating association meetings, 

92–102
fi duciary responsibility of, 85–86
meetings of, 92–102

conference-call, 101–2
effective, 99–102
minutes of, 97–98
productive, 102–8

members of, 82–86
characteristics of, 8
comparison of effective and 

ineffective, 83
effective, 82–83
ineffective, 83–84
personal qualities of, 82–84

productive, 102–8
professional advisors to, 106–8
strategic planning in, 105–6
titles and job descriptions of, 86–92

Bond
blanket fi delity, 235
for employees, 37

Bookkeeping, 192–217
accounting terms in, 193–95
assessments, 204–9
audits, 212–13
banking, 209–12
infl ows and outfl ows of money, 

195–204
reserve planning, 214–17
taxes, 213–14

Breach of contract, 245
Brennan, Molly, 79
Brochures, 20–21
Budget and fi nance committee, 118
Budgets, 196, 198–99

making predictions, 199–201
operating, 231
preparation of, 29, 90

Budget variance statement, 194
Budget worksheet, preparing initial, 196
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Builder/declarant, transition from, to 
self-governed membership 
community, 130–34

Building Offi cials and Code 
Administrators (BOCA) 
International codes, 238

Buildings
insurance coverage of, 258
ordinance coverage of, 262

Bulletin boards, 138
Business

conducting, in transparent manner, 
114

guiding declarants’ practices, 131
Business judgment rule, 103–5, 113
Bylaws, 6, 60–61, 65, 244

C
Calendar, holiday, 137
Candor, creating climate of, 102
Canvassing, encouraging, for board 

and committee members, 
131–32

Capital expenditures, 204
Capital improvement supervision, 28
Cardiopulmonary resuscitation (CPR), 

238
Cash, 203
Cash basis accounting, 193, 201, 202
Cash disbursements, 203
Cash fl ow statement, 194
Certifi cations, 188
Certifi ed Manager of Community 

Associations (CMCA), 188
CERTIFIED PROPERTY MANAGER® (CPM®), 

21, 188
Certifi ed Public Accountant (CPA), 

212–13
Chart of accounts, 193, 195–98
Checklist

for annual meetings, 100
board and committee volunteer 

turnover, 132–34
informative, 21–24
insurance responsibility, 254–58
liability-minimizing, 249, 250–52
transitions, 183–85

Check scanning, 211–12

Children, 70
Civil Rights Act, Title VIII of, 69–72
Claims-made coverage, 264
Closed-circuit television, 237
Code of behavior, 103
Collections, 205–9

Internet-based, 211
Color-coding fi les, 170
Commercial general liability (CGL) 

policy, 262
Commitment of board of directors, 

84–85
Committee chairs, 92

guidelines for, 122–23
Committees, 116–23

architectural control, 117–18
budget and fi nance, 118
covenants, 119
effective use of, 101
encouraging canvassing for members 

of, 131–32
establishing, 113
guidelines for members of, 123
insurance, 118
landscape and grounds, 120–21
maintenance, 121–22, 219
newsletter/communications, 119–20
presidential appointment of, 87
rules and regulations, 118–19
social and recreational, 120
standing, 116–17
types of, 116–17
welcoming, 119

Common areas, 58–59
common and limited, 58–59
exclusive, 56
exclusive use, 58
glass in, 228
limited, 58

Common elements, 6, 204, 219
limited, 219

Common interest development (CID), 
3, 19

management of, 140, 242
Communication, 135–58

with association, 136
with board, 136–37
defi ned, 135
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delivering diffi cult, 151–55
effective, 156–58
electronic, 136–37
enforcement, 151–53
face-to-face, 137
legal, 154–55
with members, 137–39
need for good, 110
of needs, 128
resolving confl icts among members, 

139–43
role of language in, 126
strengthening tools of, 143–51
timing, 139
understanding and being 

understood, 155–59
Community

customizing, 62
meaning of, 124–25

Community associations
advantages of, 3
annual operating revenue for, 4
boards of, 4
characteristics of, 3–4
disadvantages of, 3–4
estimated real estate value of all 

homes in, 4
future of, 9–10
relationship between manager and, 

243
types of, 4, 14–16

Community Associations Institute 
(CAI), 4, 21, 112

Community-building skills, 123–26
Community management, 1
Community managers

services for, 25
travel time for, 16, 28

Completed operations, products 
liability coverage and, 
235

Compliance
changing of management fi rms and 

issues, 17–18
ensuring, with governing 

documents, 131
Compliance enforcement letters, 

152–53

Comprehensive general liability (CGL) 
insurance, 235, 262

Computer security systems, 237
Conditions in insurance contract, 253
Condo-hotels, 4, 7–8
Condominiums, 1, 4, 6

advantages of, 15
disadvantages of, 15
marina, 8–9
mixed-use, 8

Conference-call board meetings, 
101–2

Confl ict resolution, 139
among members, 139–43
tactics in, 141–42

Confl icts of interest, 106
Construction defects, 239–41
Contingent liability, 262
Continuum of leadership, ensuring 

future, 128
Contracts

bids for, 155
decision process in negotiating, 232
elements in, 234
follow-up in, 235
insurance, 249, 253–54
negotiating, 232–35

Contractual liability, 263
Cooperatives, 4, 6
Copiers, 189–90
Cost accounting forms, 25
Cost per unit and/or percent of 

budget, 30
Coupons, 210
Covenants, conditions and restrictions 

(CC&Rs), 218, 244, 245, 249, 
254, 266

making understandable, 114–15
Covenants committee, 119
Coverage

bare walls, 261
types of, 261

Covered loss, 253
Cross liability, 263
Crown Management, Inc. v. Superior 

Ct., 246n
Current liabilities, 194
Custodial maintenance, 230
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D
Data, historical, 167
Debate, managing, 94
Debt collections, 18, 246
Decisions, 67

appealing, 114
in contract negotiations, 232
making good, 85

Declarant, 14
guiding business practices, 131

Declaration (conditions, covenants, 
and restrictions), 65

amending, 58
Declaration of covenants, conditions, 

and restrictions (CC&Rs), 
55–56, 152

segments of, 56–58
Declarations in insurance contract, 253
Deductible in insurance contract, 254
Deed of restrictions, 56
Deferred maintenance, 228
Delinquencies as reason for changing 

management fi rms, 18
Demolition, 262
Designated board liaison, 136
Designations, 188
Developers, 9, 10
Difference in conditions, 265
Directors. See also Board of directors

consultation of, 29
indemnifi cation of, 61
meetings of, 60

Directors and offi cers liability, 264–65
Disabilities, members with, 71–72
Disaster planning, 236–41
Disbursements, 29
Discrimination, neighbor-to-neighbor, 

70
Dispute management, member, 

140–41
Doka v. Greencastle Lakes Community 

Association Inc., 70
Doorways, public, 228
Double-entry accounting, 194
Douglass, Joseph D., 164
Due process, 65–67
Dues, 204
Duty to warn, 246

E
Earthquake insurance, 265
Elections, conducting open, fair, and 

well-publicized, 113
Electrical timers, 228
Electronic communication, 136–37
Electronic fi les, 167–68
Elevator lockouts, 237
Emergency lights and generators, 238
Emergency maintenance, 230–31
Emergency planning, 236–41
Enforcement, 65–67
Enforcement communications, 151–53
Equity, 194
Errors and omissions (E&O) insurance, 

248
Estimated rate sheet, 47
Evacuation plans, 238–39
Exclusions in insurance contract, 253
Exclusive common area, 56
Exclusive use common area, 58
Executive services, 28–29
Executive summary, 215
Expenses, 193
Extended replacement cost coverage, 

261

F
Face-to-face communication, 137
Facts in newsletters, 144
Fair Debt Collection Practices Act 

(FDCPA), 246
Fair Housing Act (1968), 69–72, 247

violations of, 246
Fax machines, 189–90
Federal Housing Administration (FHA), 2
Federal matters, 69
Federal National Mortgage Association 

(FNMA), 266
Fees

establishing fair, 24–32
lack of minimum structure, 19

Fencing, 228
Fidelity insurance, 265–66
Fiduciary duties

of board of directors, 85–86
breach of, 247
fulfi lling, 112–13
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Files, 167
color-coding, 170
electronic, 167–68
paper, 167–68

Financial condition, reporting, 90
Financial reports as reason for changing 

management fi rms, 18
Financial statements, 194, 201–4

reviewing, 90
Fire alarms, 237–38
Flood insurance, 266
Floor plans, 166
Follow-up for contracts, 235
Foreclosures, 209

initiating proceedings, 114
Forms, 170–71

administrative, 171, 172
association, 171, 176–77
cost accounting, 25–31
maintenance, 171, 174–75
reasonable accommodation request, 

73–76
records request, 155

Fotheringham, Vial, 242
Front door fl yers, 138
Full management, 163

fee for, 177
Fund accounting, 202

G
Garcia, Maria, 219
Gated communities, 3
General aggregate coverage, 264
General ledger, 194
Generally accepted accounting 

principles (GAAP), 195
General overhead, 30
Geographic boundaries, marketing of 

services and, 16
Governing documents, 3, 55–68, 81, 

204
amendments to, 67–68
declaration of covenants, conditions, 

and restrictions, 55–58
ensuring compliance with, 131
hierarchy of, 65
plat map, 55
understanding association’s, 113

Gross costs, 25
Growth management plans, 10
Guaranteed replacement cost (GRC) 

coverage, 261–62
Guards, 237

H
Hamad v. Woodcrest Condominium 

Association, 247n
Harassment, 84
Harker, Kevin, 242
Headlines in newsletters, 144
Hearing process, 66–67
Heating, ventilation, and air 

conditioning (HVAC) systems, 
231

Hindman, Thomas, 61–63
Hirsh de Haan, Ellen, 70
Historical data, 167
Holiday calendar, 137
Homeowners, allowing access to 

appropriate community 
records, 114

Homeowners Association Act, 54
Homeowners associations (HOAs), 4, 5

advantages of, 15–16
disadvantages of, 15–16

Horizontal property, 2
Horizontal Property Act (1958), 2
Host liquor liability, 263
Hotel del Coronado (San Diego), 7
Housing and Urban Development, U.S. 

Department of (HUD), 2
Condominium/Cooperative Study, 2

I
Income and Expense Analysis for 

Condominiums, 21
Increased cost of construction, 262
Indemnifi cation, 248

of directors, 61
of offi cers, 61

Indemnity, principle of, 253
Independent contractors liability, 263
Individual assessments, 205
Infl ows of money, 195–204
Information, avoiding burying of, 145
Informative checklists, 21–24
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Informative contract, using, 32, 33–45
Inspection, 20, 24, 25
Inspection report, initial, 229
Institute of Real Estate Management 

(IREM®), 21
Insurable interest, 253
Insurance, 57, 234–35, 248

comprehensive and commercial 
general liability, 262

directors and offi cers liability, 
264–65

earthquake, 265
errors and omissions (E&O), 248
fi delity, 265–66
fl ood, 266
liability limit, 263–64
primary liability coverage, 262–63
property coverage options, 261–62
property damage liability, 245
types of, 258
workers’ compensation, 266

Insurance committee, 118
Insurance contract, 249, 253–54

deductible, 254
parts of, 253–54
principle of indemnity, 253

Insurance practices, 249–56
contract, 249, 253–54

Insurance responsibility checklist, 
254–58

Insuring agreements in insurance 
contract, 253

Intercom systems, 236
Internet-based collections, 211
Intimidation, 84
Investment

developing strategies, 90
reserve funds and, 215–16

J
Job descriptions

accounts payable, 179–80
accounts receivable, 178
volunteer, 162

K
Kanka, Megan, 77
Karlsrud v. Pell Revocable Trust, 71

Keep It Simple, Stupid (KISS) 
approach, 62

KlaasKids Foundation, 78
Kouzes, James, 82

L
LaGoye v. Civtoria Wood Condominium 

Association, 247n
Landscape and grounds committee, 

120–21
Language, role of, 126
Large-scale planned communities, 4
Large-scale planned community 

associations, 5
Leaders, strategies to fi nd, 127–28
Leadership

dealing with toxic, 129–30
development of training, 128–29
volunteer, 110

The Leadership Challenge (Kouzes and 
Posner), 82

Leadership teams, strategies and tactics 
to help, 126–28

Lead sources, 16–17
developing good, 13–14

Ledger, general, 194
Legal communications, 154–55
Legal issues, 242–49

areas of liability, 244–47
role of attorney, 243–44

Liabilities, 194
current, 194
long-term, 194
minimizing, 247–49
premises, 245
property damage, 245

Liability
advertising, 263
contingent, 262
contractual, 263
cross, 263
directors and offi cers, 264–65
host liquor, 263
independent contractors, 263
nonowned or hired auto, 263
premises, 245
product, 235
property damage, 245
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Liability insurance, 262
Liability limit, 263–64
Liability-minimizing checklist, 249, 

250–52
Libel, 246, 247
Liens, 5, 209, 243
Life-safety systems, 237–39
Lifesaving techniques and equipment, 

238
Lighting, 236
Light poles, 228
Limited common area, 58–59
Limited common elements, 219, 254
Loans, 216–17
Location, name of, 60
Lock box, 210–11
Long-distance management 

relationships, 16
Long-term liabilities, 194
Loss, covered, 253
Lot, 5

M
Maintenance

custodial, 230
deferred, 228
emergency, 230–31
monitoring, 219
preventive, 228–32
repair and, 57
reviewing, 227–31
seasonal, 231

Maintenance administrators, 219
Maintenance committees, 121–22, 

219
Maintenance coordination and 

tracking, 218–32
establishing rules, 218–20
knowing property’s needs, 220–32

Maintenance fees, 204
Maintenance forms, 171, 174–75
Maintenance requests

responsibility for, 219
tracking of, 220

Major life activities, 71
Management, 57, 159–91

self- versus professional, 159–64
Management agreement, 17

Management contract indemnifi cation 
provisions, 247–48

Management fi rms, associations 
reasons for changing, 17–18

Management offi ce, 164–82
organization of, 164–65
policies and procedures, 165–71
staffi ng, 171, 175

Managers, relationship between 
community association and, 
243

Marina condominiums, 4, 8–9
Marketing, 30
Marketing association management 

services, 13–20
community type, 14–16
geographic boundaries, 16
lead sources, 16–17
pitfalls, 19–20
reasons for fi rm change, 17–18

Maryland Condominium Act, 54
Maryland Contract Lien Act, 54
Maryland Cooperative Housing Act, 54
Maryland Homeowners Association 

Act, 54
Matson, Eric, 92
Mediation, 142–43
Medical payments, 263
Meeting minutes, 97–98
Meeting requirements, 60
Meetings, making productive, 94
Megan’s Law, 77–79
Member dispute management, 140–41
Members

communication with, 137–39
resolving confl icts among, 139–43

Members-at-large, 91
Membership, 56–57
Members with disabilities, 71–72
Menu-driven services, 163
Menu of services, 32, 46, 163
Meute v. City of El Paso, 246n
Micromanagers, 84
Minimum fee structure, establishing, 19
Mixed-use condominiums, 4, 8
Modifi ed accrual/cash basis 

accounting, 193
Mold, toxic, 239–41
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Money
collecting due, 114
infl ows of, 195–204
outfl ows of, 195–204

Monthly billing, 29
Morays, 112–15
Mutual benefi t corporation, 59

N
National Automated Clearing House 

Association (NACHA), 211
National Conference of Commissioners 

on Uniform State Laws, 54
National Flood Insurance Program 

(NFIP), 266
National Housing Act (1961), 2
Negativism, avoiding, 14
Neighborliness, fostering, 113
Neighbor-to-neighbor discrimination, 

70
News, sharing, 145–46
Newsletter/communications committee, 

119–20
Newsletters, 138, 143–47
No minimum fee structure, 19
Nonowned or hired auto liability, 263
Norlund, Robert, 214, 215
Notice of second violation, 66

O
Occurrence coverage, 264
Offi ce hours per month, 28
Offi cers

of the association, 60–61
indemnifi cation of, 61

On-site staff, 163
Open dissent, fostering culture of, 102
Operating budget, 231
Outfl ows of money, 195–204
Outside infl uences, importance of, 

125–26
Overhead, 30

general, 30
Over-the-air reception devices, 72

P
Paper fi les, 167–68
Parcel numbers, 56

Parliamentary procedures, 87, 93–95
agenda in, 93
handling motions in, 93–94
methods of voting in, 93
quorum in, 93

Patios, 228
Payroll, 29
Peckham v. Milroy, 62
Personal agendas, 84
Personal assessments, 205
Personal injury, 263
Phone systems, 189
Photographs for newsletters, 146
Physical or mental impairment, 71
Pietrowski v. Dufrane, 62
Planned community associations, 

large-scale, 5
Planned unit developments (PUDs), 4, 5

advantages of, 15–16
disadvantages of, 15–16

Plat map, 55, 65
Portfolio of roles, utilizing fl uid, 102
Posner, Barry, 82
Postage meters, 190
Premises liability, 245
Premium, 253
Presentation

detailing your services, 32
making, 32–48
management transition, 48–52
selling your services, 48
tailoring your services, 48
using informative contract, 32, 33–45

President, 87–88
acting as spokesperson, 88
appointing committees, 87
executing contracts, 87–88
performing day-to-day 

administration, 88
preparing meeting agendas, 87
presiding over meetings, 87

Preventive maintenance, 228–32
Primary building systems, 231
Products liability coverage, completed 

operations and, 235
Professional advisors, 106–8
Professional association management, 

13
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Professional Community Association 
Manager (PCAM), 21, 188

Professional community management, 
128–30

self-management versus, 159–64
Professional community managers, 

182–91
duties of, 185–87
misconceptions about duties of, 

187–88
Profi t, 30

contingencies and, 30
Profi t and loss statement, 194
Promotional tools, 20–24

brochures, 20–21
informative checklists, 21–24
Web sites, 20–21

Proof of notice affi davit, 88
Proofreading, 145
Property

description of, 56
knowing needs of, 220–32
sustaining or improving values of, 85
use of, 57

Property coverage, 258
Property damage insurance, vehicle-

related injury and, 235
Property damage liability, 245
Property damage liability insurance, 245
Property insurance, 258, 261
Protective covenants, 57–58
Public area lighting fi xtures, 228
Public doorways, 228
Public offering statement, 65
Puerto Rican Horizontal Property Act 

(1962), 2

Q
Quorum, 93

R
Real-world cases, 246–47
Reasonable accommodation request 

forms, 73–76
Reasonable arrangements, devising 

appropriate, 114
Receipts accounted for days per 

month, 29

Records request forms, 155
Records retention, 168–70
Records review, 153–55
Reeves v. Carrollsburg Condominium, 

70
Regular accounting audits, 248–49
Regular assessments, 204–5
Relationships, importance of, in 

bidding process, 31–32
Replacement cost coverage, 261
Request for proposal (RFP), 19, 20
Requests from associations, 17
Reserve funds and investing, 215–16
Reserve planning, 214–17
Reserve study, 214–15

preparing, 220
worksheet for, 221–27

Resident involvement, 236
Resident statement preparation, 29
Resolutions, 64, 65
Resort associations, 4, 9
Revenues, 193
Risk management, 249
Risks, speculative, 253
Riss v. Angel, 104
Robert’s Rules of Order for 

Parliamentary Procedure, 
87, 93

Rules and regulations, 61–64, 65
development guidelines, 61–63
development outline, 63–64
establishing, 218–20

Rules and regulations committee, 
118–19

S
Satellite dishes, 72, 76

exceptions, 72, 76
Satellite rule creation, 76–77
Schematic, 231
Schwindt, Dave, 220
Seasonal maintenance, 231
Seasonal planning, 231–32
Secretary, 88–89

giving notice of mailings, 88–89
keeping meeting minutes, 88–89
maintaining association 

correspondence, 89
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Secretary (Continued)
maintaining membership lists, 88–89
preserving association history, 89

Security systems, 236–37
Self-governed membership community, 

transition from builder/
declarant to, 130–34

Self-management, 160–62
professional management versus, 

159–64
Service contract record, 233
Services

cost of adequate, 25–31
detailing your, 32
selling your, 48
tailoring your, 48

Severability of interest, 263
Sexual predators, 77–79
Shared vision, 82
Sick associations, 19
Single-contact policy, 136
Site visits, 19, 28
Slander, 246
Slaughter, Jim, 94
Social and recreational committee, 120
Softening strategies, 151–52
Southall, Mark, 202
Special assessments, 205, 216
Speculative risks, 253
Staff, 171, 175

alternatives to, 175, 179
on-site, 163

Standard features, 261
Standard policies and procedures, 248
Standing committees, 116–17
Statement duplication, 29
Statement review, 28–29
State statutes, 54–55
Story ideas, being on lookout for, 145
Strategic planning, 105–6

meetings for, 126–27
Strichartz, James L., 59–60
Structures, insurance coverage, 258
Sub-associations, 5
Subtotal before overhead and profi t, 30
Sundberg, Kris, 209
Support equipment, 189–91
Surveys, 147–49

T
Taxes, 213–14
Tax fi lings, overseeing, 90
Team approach organizational strategy, 

166
Technology, 191
Telephone, 137
Television, closed-circuit, 237
Third-party sources, 17
Time, devoting, 85
Timing, determining, for agenda, 96
Titles and job descriptions, 86–92
Total cost, 28
Total monthly cost, 30
Townhouses, 4, 6

advantages of, 15
disadvantages of, 15

Toxic mold, 239–41
Tracking. See also Maintenance 

coordination and tracking
of maintenance requests, 220

Trade associations, 244
Transition procedures memo, 48, 49
Transitions, 180–82

checklist for, 183–85
Trash enclosures, 228
Travel expense, 28
Travel time, 28
Treasurer, 89

association, 192
developing investment strategies, 

90
job description of, 89–90
overseeing annual audits, 90
overseeing tax fi lings, 90
preparing budgets, 90
reporting fi nancial condition, 90
reviewing fi nancial statements, 90

Troubleshooting, 79–80
Trust, creating climate of, 102
Turnovers, 180–82

completing checklist, 132–34
Typeface for newsletters, 146
Typographical errors, 145

U
Underground wiring, 228
Uniform acts, 54
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Uniform Common Interest Ownership 
Act (UCIOA) (1982), 54

Uniform Condominium Act (UCA) 
(1977), 54

Uniform Planned Community Act 
(UPCA) (1980), 54

Units, description of, 56

V
Vehicle-related injury, property damage 

insurance and, 235
Vice president, 90–91
Voicemail, 137
Voice over Internet protocol (VoIP), 189
Voting, methods of, 93

W
Washington Condominium Act, 54
Washington Horizontal Property 

Regimes Act, 54

Washington Non-Profi t Corporation 
Act, 54

Web sites, 20–21, 138, 149–51
benefi ts of, 149–50
contents of, 150–51
creation of, 151

Welcoming committee, 119
Wellington Green Homeowners’ Assoc. 

v. Parsons, 246n
White space for newsletters, 

146
Whtye v. United States, 247n
Workers’ compensation insurance, 

235, 266
Worksheet

budget, 196
reserve study, 221–27

Written notice of violation, 66
Wrongful act, 264
Wuntch, Barry, 213
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