MANAGEMENT SERVICES

The following is the minimum service you can expect from our organization. A number of the things we do are the so-called “intangibles”, the pro-active things that make living easier for both the Board of Directors and the homeowners.

1. Collect dues, fees, rents and special assessments in the name of the Association, and deposit all funds into an expense free, secured custodial account set up for the Association.

2. Review all invoices before payment for accuracy, pay invoices when due, and take any allowable discounts. Act upon, with the approval of the Board of Directors, any areas where cost cutting can be achieved.

3. Store all records of the Association for up to three years in our facility.

4. Keep accurate and comprehensive records, and maintain an individual file for each owner to contain all correspondence and work requests made by each owner.

5. Furnish to the Board of Directors a monthly income and expense (cash flow) report complete with an itemized list of disbursements, operating account and replacement fund balances, list of delinquent homeowners and list of Architectural Control Violations.

6. Prepare, as needed, any information for attorneys, auditors, insurance personnel or accountants.

7. Review any delinquent owners each month and take whatever action possible to remedy those delinquencies.

8. Advise the Board of Directors of any legal action we should take to collect funds due the Association, or any other appropriate means of action.

9. Assist the treasurer in the preparation of an annual budget, along with line item explanations where needed, for approval by the Board of Directors.

10. Assist in the preparation of long range planning, for budgeting necessary reserves for large capital expenses, to avoid special assessments.

11. Assist in the specifications for projects such as grounds maintenance, painting, service contracts, etc., and obtain three bids for review and acceptance by the Board of Directors.

12. Review insurance policies, and obtain bids when needed, for adequate coverage necessary to protect the Association and its Board of Directors.

13. Handle all Architectural Control situations including making monthly inspections of the community, and making phone calls or sending out written violations when members are in noncompliance. 

14. Attend up to eight Board or Association meetings per year and the Annual Meeting, and assist in the efficient procedure of same if requested.

15. Have a live person answer our phone and make your property manager easily accessible during weekdays to all members of the community.

16. Provide a twenty-four hour telephone number in case of emergencies, and promptly respond to requests for assistance.

17. Receive complaints from owners and record these complaints. Report to the Board of Directors, as per guidelines furnished to us, as to the nature of the complaint and action taken. Telephone or write letters to any homeowner in violation of the Covenants, By-laws, or Rules and Regulations, as necessary.

18. Retain competent maintenance personnel or qualified contractors to perform various services to the common areas.

19. Supervise and communicate with contractors to maintain quality work, cost control and timely performance.

20. File any and all legal documents, and represent the Association in Magistrate Court when necessary.

21. Assist the Association in the writing or amending of the Covenants, By-laws, or Rules and Regulations.

22. Handle or assist in dispute resolution between members or contractors.

23. (Optional) Manage individual property for owners, if allowed, and keeping their property up to the standards of the community.

At Property Management of the South, we know that each community has its own special needs and interests. Therefore, each community is managed in a manner to serve an Association’s individual requirements.

