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TYPES OF MANAGEMENT:

· Developer: In the early stages, the projected developer will usually control the management functions of the association.

· Management Consultant: Services provided on as “as-needed” basis.  Provides comprehensive management and financial services to associations of any size.
· On-site or In-House: The association employees a full or part time manager.
· Professional Management: Management companies offer a full range of services. Not all management companies provide the same level of services and not all associations require the same level of management services. 
· Self-Management:  The Board of Directors for the association handles 100% of all management functions for the community.
Community association board members are responsible for managing the assets of the community association.  Depending on the size of the community, it is often a multi-million dollar corporation.

Understanding and accepting the duties and responsibilities of the board is essential whether or not your association has professional management.  First and foremost, board members must know the association’s documents!  

Most every administrative act can be covered in a professional management agreement. Even though these duties may be delegated to a professional manager, accuracy is the board’s responsibility. The board cannot delegate its responsibilities or its decision-making authority.

Self-managed associations should establish written procedures detailing all duties and responsibilities in order to provide continuity in the basic operations of the community.  It is suggested that self-managed association budgets have a specific line item that funds board member education. This will maintain awareness to all members that the Board members are expected to be educated to manage the affairs of the association.  

TYPICAL COMMUNITY MANAGEMENT DUTIES AND RESPONSIBILITIES 

· Have knowledge of the governing documents for the community

· Board and homeowner    communications

· Prepare and handle correspondence

· Supervise and communicate with vendors who serve the association

· Be thoroughly familiar with the association's finances

· Prepare the annual and reserves budgets

· Annual review of insurance, know the requirements

· Attend board & annual meetings

· Type & print minutes and other board meeting materials 

· Develop and enforce rules

· Coordinate upkeep & maintenance

· Coordinate Architectural Control

· Regular property inspections   

· Secure bids to maintain property 

· Secure discounts & rebates 

· On call 24 hr/7 day for emergencies        

· Maintain all association records

· File management

· Assist and direct callers

· Mediation and alternative dispute   

      resolution

· Special mailings

· Delegate responsibilities

Bookkeeper Functions

· Accounts payable and accounts receivable 

· Invoice & collect assessments

· Receive invoices and prepare checks 

· Banking (operating & reserve funds)

· Track delinquent assessment accounts

· Establish uniform collection policy  & coordinate attorney collection process

· Generate financial statements and  

      delinquent account reports

· Help to facilitate annual CPA report,

      and file and pay taxes 

· Title and refinance processing

BOARD TIPS FOR  BOTH SELF AND PROFESSIONALLY MANAGED COMMUNITIES

FOCUS ON PRESERVING AND PROTECTING THE VALUE OF THE ASSET

PROMOTE COMMUNITY INVOLVEMENT

USE GOOD BUSINESS JUDGEMENT

WRITE AND ADOPT ADEQUATE BUDGETS

KNOW AND UPHOLD THE GOVERNING DOCUMENTS ESPECIALLY THE BY-LAWS AND USE RESTRICTIONS 

HAVE REASONABLE AND ENFORCEABLE RULES

BE PRO-ACTIVE

DO NOT PUT OFF UNTIL TOMORROW WHAT IS NEEDED TODAY

PRIORITIZE THEN TACKLE THE HARD ISSUES

SET ASIDE PERSONAL AGENDAS 

WORK FOR THE BETTERMENT OF THE COMMUNITY 

ALWAYS REVEAL THE TRUTH TO THE MEMBERS  

RECOGNIZE AND ACKNOWLEDGE VOLUNTEERS AND PARTICIPANTS

STAY INVOLVED IN YOUR COMMUNITY 

DO NOT ASSUME THAT WHICH IS BEYOND YOUR EXPERTISE.

READ MATERIALS OFFERED BY CAI
PROFESSIONAL MANAGEMENT

An experienced community manager helps board members as they can draw from the experience and contacts of the manager.  A manager is in place to insure controls, continuity and adequate and accurate records.  The community manager does the preliminary work necessary to enable the board to make good, objective business decisions.  The community manager is the source of continuity as board members constantly change.  The community manager is the best and sometimes the only source of the history and records of the community.  The routine procedures should be more reliable and consistent with professional management. 

The manager is an uninterested third party in not yielding to personalities and has

the ability to be objective and incisive in evaluating a homeowner's proposal or motives in order to recommend to the board the action or response to be taken.   The manager keeps communications and transactions more business like and less personal and is able to deal with the subject at hand hopefully without perceived ulterior motives.  

The manager is in touch with the trends in the community association industry and is better prepared to comply with regulations concerning association operations.  The value of a manager should not be underestimated.  Management fees are not always commensurate to the overall value of the guidance, contacts and expertise provided to the association's board and its members.

SELF-MANAGEMENT

The “Pro’s” is if your association has, and can keep, the people who have the time and expertise to perform all required functions saving management fees. Success all depends on the willingness and the motives of homeowners who become involved. 

The “Con’s” are the potential liability for the association and its members for wrong decisions that could far outweigh any management fees and not having the benefit of the experience, contacts and advice of a professional community manager. 

CAI’s excellent instruction manual Self-Management  is a very useful guide containing more than a dozen sample documents and information about budget development, managing finances, meetings, pets, developer transition and helpful information about the role of self-managing community associations.  Some small associations have professional management services and some large associations function very successfully with volunteer managers. Regardless of your situation, this guide will be extremely helpful. This book, along with a complete table of contents of other books relating to the business of community associations is available at www.caionline.org or 703-548-8600.

