PROPERTY MANAGEMENT SERVICES 

INTRODUCTION 
We are pleased to present to you the following proposal for the management of 

______________Coop/Condo (“the Property”). 

The proposal is divided into the following sections, each of which is designed to meet our understanding of your needs: 

1. Management Transfer  

2. Management Fees  
3. Maintenance  
4. Accounting 
5. Document Management
6. Business Services
7. Repairs and Projects  

8. Schedule of Fees  

9. Management Agreement  
MANAGEMENT TRANSFER 
The successful management of a property begins with a successful transition of control. TURF Company, Inc. will work closely with you to ensure efficient start-up and consistent delivery of service to the Property. Upon the awarding of the management contract, TURF Company, Inc. will implement a customized plan of transition, in accordance with your needs. On your request, TURF Company, Inc. will conduct a comprehensive inspection of the Property to assess needed repairs and level of services required, and to compile a Service Recommendation. 

TURF Company, Inc. will work to receive relevant records including contact information for the building’s occupants and the building’s service and utility providers. TURF Company, Inc. will set up record-keeping systems tailored to the needs of the Property. MANAGEMENT FEES  
Maintenance
TURF Company, Inc. will carefully oversee, and be responsible for, the maintenance needs of your building, including the common areas, all mechanical systems and the individual units. We will develop a personalized maintenance plan for you, which include those services you need to maximize the safe and efficient utilization of your building. TURF Company, Inc. will handle maintenance and repair requests, including emergencies. In case of any maintenance or emergency situation, qualified TURF Company, Inc. personnel may be reached by phone. Emergencies will be handled as quickly as possible. The safety of your building and occupants is our primary concern. 

All maintenance calls to TURF Company, Inc. will be answered promptly and resolved in a personal, expedient, and cost-effective manner. We will assess the problem and arrange for the work to be done by expert trades people. In addition, we will database all calls to identify trends that may indicate the existence of a more extensive underlying problem. The services include: 

· Single contact point for emergencies/repair/maintenance

· Periodic maintenance recommendations for Owner approval 

· Estimating cost of repairs and projects. 


Preventative maintenance and periodic routine inspections at Owner’s request, and on TURF Company, Inc.’s initiative, which may include: 

· Provide routine seasonal maintenance

· Review and evaluate security

· Assess apartments’ need for repairs or improvements (we always call tenant first)

· Evaluate building systems (where appropriate) to identify cost savings opportunities 
Accounting
TURF Company, Inc. can supply full accounting services for the Owner. In such a case, TURF Company, Inc. sets up a separate financial management system for the owner to track and report on all financial activities of the Owner. The Owner receives a full accounting of all activities both monthly (on the 15th of every month) and annually, and has access to a variety of financial reports that can be designed to owner Specifications. These reports can be sent to the Owner’s tax accountant to prepare the annual tax return.  

Common Charge Collection
One of the most important responsibilities of a managing agent is enabling the owners of a building to keep tight control of all costs. TURF Company, Inc. keeps a detailed record of all financial transactions related to its clients on a computer system that enables creation of financial reports that can contribute to preparation of the property’s tax returns and annual financial statements. TURF Company, Inc. will provide collection services of common charges from owners. We offer a standard collection process that ensures owner common charges are collected in full and accurately accounted for. Our standard collection procedure is based on the assumption that payments are due on the first of the month with a grace period through the fifth of the month or as otherwise set forth in the Condo’s Bylaws. Payments are typically made via checks payable to your Association, and delivered by shareholders via postal mail or drop-off to TURF Company, Inc. at 16 Court Street, Suite 2007, Brooklyn, NY 11241. These payments are deposited into the Condo Association’s bank account. Late-paying owners will first receive a letter if fees are not received timely; if late or non-payments persist, owners will be managed in accord with Board guidance. 
Bill Paying

At your request, TURF Company, Inc. will coordinate the payment of all invoices related to the operation of the property. The steps that will be followed include:  

· Verify validity of invoices 

· Prepare checks  

· Obtain owner approval on non-standard large payments over $2,000 (two thousand dollars) 

· Make payments 

TURF Company, Inc. will maintain detailed records of the obligations of the property, and report financial transactions monthly and annually.  
DOCUMENT MANAGEMENT 
In the course of managing a building, various legal matters may arise, including representing the Property’s and Owner’s interests at important community meetings (ex. Coop/Condo Association meetings), requiring a document repository for your important legal documents, including insurance policies, deed, etc., drafting rent demand notices, terminating tenancies, correcting minor violations, responding to government agency requirements, etc. 
BUSINESS SERVICES 
TURF Company, Inc. performs a range of services related to legal, governmental, regulatory, and financial issues for your property. Examples of such Services are:  

· Violation processing and clearing  

· Insurance renewals 

· Tenant application processing and background checking  

· Lease, rider, and related document drafting and execution  

· Responding to Governmental documentation requirements   

These Business Services often require a substantial amount of time and effort. For example, a sanitation violation may require:  

· Investigating the cause of the violation  

· Implementing remedies to prevent further violations  

· Contacting tenants and the Environmental Control Board to collect information  

· Drafting correspondence  

· Receiving and responding to Environmental Control Board responses  

· Appearing at hearings might include a separate fee that would be agreed upon before work was initiated

· Paying the violation  

· Verifying the violation has been cleared  

We will evaluate each issue individually and use the most cost-effective level of service to ensure we fully satisfy each job’s requirements.  

REPAIRS AND PROJECTS 
The Owner may request TURF Company, Inc. to perform a repair, installation, or construction project. TURF Company, Inc. will evaluate and manage the job – whether it is a one-day repair or a month-long project – from beginning to end. For larger projects, TURF Company, Inc. will obtain multiple bids from its network of contractors (or seek out additional contractors if the job so requires), and manage the job until it is completed in full. We treat each property as if it were our own, and therefore expect the highest quality work from each of our contractors. No repair or project is considered complete until it meets our own standard, and the Owner is satisfied with the work. TURF Company, Inc. will secure licensed and insured professionals to provide necessary services including but not limited to: painting and plaster work, electrical, plumbing, sewer repair and clog removal, roofing installation and repair, concrete and cement work, pointing, gardening/tree trimming, pest eradication, architectural planning and design, and engineering.  The services include:  

· Evaluate and estimate the scope and cost of potential repairs or projects.

· Make repairs on TURF Company, Inc.’s initiative if the estimated cost to the Owner is under $500.

· Propose and evaluate work on repairs or projects over $500. 

· Obtain multiple bids on projects whose estimated cost exceeds $2,500, and obtain owner approval on the scope and cost of each of these projects.

· Hire contractors to complete the approved repair or project. 

· Manage contractors, project plans, construction and repairs, and ensure the job is completed to both TURF Company, Inc.’s and the owner’s satisfaction.

· Managing larger projects might include a separate fee that would be agreed upon before work was initiated.
SCHEDULE OF FEES 
MANAGEMENT TRANSITION FEE:
To Be Negotiated.

MANAGEMENT AND ACCOUNTING: $XXX per month, payable monthly. 


BUSINESS SERVICES: Each business matter is separately evaluated. An estimate of the cost is provided to the Owner. If approved, the Owner will be billed upon satisfactory completion of each business project. 


REPAIRS AND PROJECTS: Each repair or project is individually evaluated. An estimate of the cost is provided to the Owner. If approved, the repair or project will be billed upon its satisfactory completion. For larger projects, a deposit may be required. TURF Company, Inc. reserves the right to initiate and make repairs whose cost to the Owner is within the discretionary amount authorized by this Agreement. These repairs will also be billed to the Owner upon satisfactory completion. 


REIMBURSABLE EXPENSES: (necessary out-of-pocket expenses to properly manage this agreement including, but not limited to postage, photocopying, transportation, etc.)
MANAGEMENT AGREEMENT 

THIS MANAGEMENT AGREEMENT (this “Agreement”), is made and entered into as of the first day of _________, 2010 (“Effective Date”) by and between TURF Company, Inc., a New York Company (“Manager”) having an address of 16 Court Street, Suite 2007, Brooklyn 11241; and which has responsibility for the common areas at (“the Property”). WHEREAS, Owner has common area responsibility for the Property which includes a; and Owner desires to engage the services of an independent management company to manage various aspects of the Property on behalf of Owner, all in accordance with the terms and provisions of the Property Management Proposal attached hereto. THEREFORE, in consideration of the premises and for other valuable consideration, including the mutual covenants hereinafter set forth, Owner and Manager agree as follows: 
1.
Engagement Section. Owner hereby appoints Manager as an independent contractor, and Manager hereby accepts such appointment, with sole and exclusive right to perform its obligations hereunder with due diligence, in an efficient and proper manner and in accordance with the terms and conditions of the Property Management Proposal attached hereto, and as set forth herein. This Agreement shall not create any employment relationship, either express or implied, nor any relationship of principal and agent, between Manager (or any Person employed by Manager) and Owner. 

2.
Term. The services of Manager hereunder shall commence on the Effective Date. Unless sooner terminated pursuant to Provision 3 hereof, this Agreement shall continue in full force and effect for a twelve (12) month term, and, thereafter shall automatically be extended for consecutive one year periods on the same terms as are contained herein.
3.
Termination Section. 
a) Automatic Termination. Notwithstanding anything contained herein to the contrary, this Agreement shall terminate on the date of the occurrence of any of the following events (except as to rights and obligations which shall have heretofore accrued): 

i) Sale or other transfer of the Property by Owner;  

ii) The dissolution or liquidation of Manager or inability to continue to serve as Manager.  

b) Termination by Owner. Owner shall have the right to terminate this Agreement with a 30 day written notice to Manager (except as to rights and obligations which shall have then accrued) or immediately if at any time upon the occurrence of any one or more of the following events:  

i) If Manager shall default under the terms of this Agreement, and written notice setting forth the details of such default shall be delivered to Manager, and Manager shall not cure such default within twenty (20) days after such notice, if such default shall be a failure to make a payment of money or within thirty (30) days after such notice, if such default shall be other than a failure to make a payment of money; or 

ii) If Manager shall file a voluntary petition in bankruptcy, or be adjudicated a bankrupt or insolvent. 

c) Termination by Manager. Manager shall have the right to terminate this Agreement (except as to rights and obligations which have then accrued) by giving 60 days advance written notice of termination to Owner and only in the event of a default by Owner in payment which continues for forty-five (45) days after written notice to Owner, or in the event of any other default by Owner which continues for thirty (30) days after written notice to Owner.  

d)
Management agrees that in the event this Agreement is terminated it will take all steps necessary to ensure a smooth transition to Owner’s new managing agent, including providing all reasonable cooperation in the delivery of Owner documents and property to the new managing agent in a reasonably prompt fashion.  This provision constitutes a material provision of this contact.

4.
Special Provisions. 
a) Manager will not raise the monthly recurring management fees without 60-days advance written notice to Owner.  Because our vendors can suddenly raise prices, manager reserves the right to raise the fees for services provided to Owner through such third party vendors. However, no fee increase shall be applied until Owner has been given written notice of and approved continued provision of such services at the increased fee.” 

b) This Agreement shall be construed and interpreted in accord with the laws of New York State. 

IN WITNESS WHEREOF, Owner and Manager have executed this Agreement as of the Effective Date.  

OWNER: __________________________for 

Date: 
MANAGER: _________________________ for TURF Company, Inc. 

Date:
  


