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In this time of budget restraints, everybody, including Condominiums are tightening their 
financial belts. For Condominiums, not hiring a Property Management Company is one 
way to save money.  But some Boards do not realize the amount of work and added li-

ability that self-management involves in operating their Condominium Corporation. 
Following are suggestions for those Condominiums who are contemplating becoming 

self-managed corporations. 
 

TIPS FOR SELF-MANAGED CONDOMINIUMS 
1. Communication is Critical  

a) Keep residents informed of the maintenance or other projects that might have an 
impact on their activities via e-mail blasts or flyers; 

b) Provide minutes and financial reports via e-mail and/or a hard copy in a binder in a 
central location;  

c) Periodically prepare a seasonal newsletter which includes board reports, friendly 
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reminders according to the time of 
year, welcome new residents/bid 
fond farewell to those moving, 
notes of congratulations and 
sympathy, up-coming activities 
and dates, photos of previous 
events, book reports, write-ups for 
trips, jokes, recipes, etc.;  

d) Prepare cover letters to explain 
documents including Periodic In-
formation Certificate, Notice of 
Change, Board approved budget, 
Reserve Fund Study and Form 15. 
This could help to minimize ques-
tions. 

 
2. Time and Energy are Essential 

The Board is the "manager”: it man-
ages and maintains the condominium 
community as follows: 

• prepares the budget;  

• drafts new rules and (if required) 
sends draft to their lawyer for review; 

• manages the daily tasks;  

• monitors and supervises regular main-
tenance of the buildings; landscaping 
and snow removal; sanitation, safety, 
security; 

• if required, the maintenance/upkeep 
of amenities such as the pool, hot tub, 
sauna, exercise room, kitchen, games 
room, washrooms, all-purpose room; 

• manages small projects; for example, 
prepares bids and supervises the 
work; 

• works with an engineer on major proj-
ects;  

• prepares and issues Status Certifi-
cates;  

• prepares and issues all notices for 
meetings, minutes, newsletters, e-mail 
blasts; 

• prepares/update then issues and files 
the paperwork required by the Con-
dominium Authority of Ontario (CAO) 

 

A dedicated Board working  
together as a team makes the  

tasks less daunting. 
 

3. Education Is A Must  

In addition to the mandatory CAO on-
line education course:  

• take the GHC-CCI courses and semi-
nars to keep abreast of the latest in-
formation; 

• read the GHC-CCI Condo News  
 

4. Accessibility and Timely Replies  

In the role of a director of a Condo-
minium Board: 

• expect to be contacted by owners and 
tenants via e-mails, phone calls, letters 
or in person  

• have a Maintenance Request Form for 
residents to use when requesting re-
pairs to areas that are the responsibil-
ity of the corporation such as to the 
common element and exclusive use 
common element  

• ask residents to fill in the form when 
making this request as it helps to keep 
track of work to be done and can be 
filed when the work has been com-
pleted for future reference 

• respond as quickly as possible to 
owners’/residents' questions, con-
cerns and inquiries keeping them "in 
the loop" for instance,  

(i) a quick reply saying “thank you 
for your concern/question, it has 
been forwarded to the appropri-
ate Board member”; 

(ii) if a discussion and decision are 
required let owner know when 
next Board meeting will be held; 

(iii) if discussion and approval were 
required at Board meeting, send 
decision to owner along with 
any qualifications after meeting; 

(iv) if contractors must be contacted 

and scheduled send information 
to owner, then keep owner in-
formed re any delays, etc.   

 
An open-door policy as well as 

ongoing communication is 
essential for a healthy 

environment within the 
community. 

 
5. Meet as a Board on a Regular 

Basis - Monthly (or as required) 

 
Be prepared to meet more 

frequently when and if required. 

 
6. Due Diligence is Absolutely 

Necessary  

Every director should read, under-
stand, and follow The Condominium 
Act,1998 and the Corporation’s govern-
ing documents. 

When in doubt, ask for advice. Con-
sult with your professionals:  lawyers, en-
gineers, and accountants.   

These professionals are an invaluable 
resource that should be consulted when 
their field of expertise is needed. 

 
7. Governance is an Underlying 

Factor to a Smooth-Running 
Corporation  

Enforce the rules in a way that treats 
everyone equally to maintain a fair at-
mosphere. 

Have a working knowledge of The 
Condominium Act, 1998, as well as 
the Corporation’s governing documents:  
Declaration, By-Laws, Rules. 

Remind owners that individual Board 
members cannot make decisions.  Deci-
sion-making is the responsibility of the 
Board of Directors.  

Board members should prepare and 
sign a confidentiality form requiring that 
contents and/or discussions from a Board 
of Directors meetings, aside those items 
that can rightfully released to the owners 
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who request copies of the Board min-
utes, should not be discussed outside of 
the board meeting. 

Board members should sign a conflict-
of-interest form.   Every Board meeting 
should include an agenda item near the 
beginning of each meeting requiring 
Board members to declare a conflict of 
interest regarding any items on the 
agenda.  This conflict should be noted in 
the minutes and when this item is tabled, 
the director should either remove 
him/herself from the meeting, or refrain 
from participating in the discussion and 
the vote on this item.   

The Board should establish a ‘conflict 
of interest’ policy which would be in-
cluded on their conflict-of-interest form. 

 
8. Environment is Very Important  

Foster a welcoming, caring 
community where everyone is 

respected and belongs! 
 

BUT, no matter  what has been said 
there are certain qualities every Self- 
Managed Board must possess, and they 
are: Honesty, Integrity, 
Commitment,Education and Knowl-
edge of the Condo Act, Declaration, 
and whatever rules and regulations 
your Condominium has. 

 
CONS OF  

SELF-MANAGEMENT 
The Board of Directors must deal with 

all the above issues, some of which can 
be difficult to manage or resolve.  
Whereas a professional Property Man-
ager would handle such situations.    

As a self–managed Board where the 
directors, for the most part, live in the 
complex or building, there may be times 
when personalities interfere and compli-
cate the management of a problem.  On 
the other hand, a Property Manager is re-
moved, both physically and emotionally, 
from the issue. 

Many of the tasks required for suc-
cessful self-management, such as getting 
quotes for projects, preparing budgets 
and financial statements, require a great 
deal of time and expertise.  Sometimes 
these skill sets are not available in the 
condominium community.  

More and more reporting require-
ments are required by the CAO, which re-
quire more administrative paperwork, 
record keeping and overall accountabil-
ity. 

Residents are becoming more de-
manding of their Directors, but do not 
want to take their turn to serve on the 
Board. 

People move in without knowing that 
condo life requires giving up some inde-
pendence for the ‘greater good’ of the 
community.  

 
continued…

http://www.condominiumfinancial.com
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FROM SELF- MANAGED TO 
PROFESSIONALLY MANAGED 

CORPORATIONS 
In writing this article, we asked several 

property management companies about 
their experience when taking over self-
managed condos. 

To be consistent, all were asked the 
same questions: 

1) Why did condos decide to switch to 
being managed? 

• Board members just got tired, 
moved away, or died, and they 
were unable to recruit replace-
ments.  

• Although some condos were in 
fairly good shape, some did have 
structural problems that jeopard-
ized the condominium community. 

2) What were the condo’s finances like?  

• In all situations, the finances were 
in big trouble (no audits and no 
Reserve Fund Studies).   

• There was no fiscal accountability; 
resulting in theft from both the 
operations and reserve fund ac-
counts by Board members.   

• In some cases, bills were not being 
paid, outstanding condo fees were 
not collected and Reserve Funds 
were not invested as dictated by 
the Condominium Act, 1998.  

3) Was it necessary to have an assess-
ment to bring things back to fiscal 
health? 

• Yes. In one case, two assessments 
had to be made. 

4) What were the reactions of the resi-
dents to moving to professional man-
agement? 

• Fortunately, in most cases, the res-
idents were happy to get things 
sorted out. Many did not even re-
alize what was going on.  But 
many still retained the attitude 

that they didn’t want to get in-
volved so attendance at AGM’s 
was still a problem and getting vol-
unteers for the Board was difficult. 

 
HIRING A PROPERTY 

MANAGEMENT COMPANY  
WHAT FITS YOUR NEEDS? 

Once a Board has made the decision 
to hire a management company, there 
are several issues that they will want to 
take into consideration.   

First, the Board of Directors will need 
to investigate what services are offered 
by management companies. What does 
an all-inclusive package include?  What 
are the types of packages offered by the 
company?  Can the Board design their 
own package?   

Next, the Board will need to decide 
which services they believe that they 
would like to have provided.  They should 
make a list of their needs and prioritize 
the most important tasks (in case they do 
not need or cannot afford an all-inclusive 
package). 

Now that the Board has some basic 
understanding of what a Property Man-
agement Company can provide, they will 
need to contact Property Management 
Companies and arrange interviews.   

After the Board has completed the in-
terviews, it now has the task of selecting 
the Property Management Company that 
best meets the Corporation’s needs – a 
good fit for the Board and condominium 
community. 

 
Below is a List of Tips to 
Consider when Making the 
Decision to Hire a Property 
Manager. 

There are many Companies out there, 
but as a Board you must look for one 
that fits your needs. 

1) Decide on your needs. 

2) Design your prospective around your 
needs.  

3) Pick out Companies and mail out your 
prospective. 

4) Set up interviews of companies that 
best meet your needs. 

5) Have predetermined interview ques-
tions such as: 

a) What do they charge?  Is their 
pricing ‘one-size fits all’ or do they 
allow for pricing according to a 
corporation’s identified needs? 

b) How many Condos do they man-
age? 

c) Do they attend the monthly Board 
meetings? Does this include tak-
ing/producing minutes? 

d) Do they do walk-abouts to iden-
tify issues in the common element 
that need to be addressed?  If so, 
how frequently” 

e) What is their turn-around for re-
sponses for requests for repairs?  

f) What is their response time in the 
case of an emergency? 

g) What information do they provide 
at meetings? 

h) Did they bring any examples of 
the information they provide to 
their clients? (You can ask them to 
bring samples.) 

i) Are their Managers certified? 

j) Will they provide names and num-
bers of clients they presently serve 
as references? 

k) How do they interact with Boards 
of Directors and individual own-
ers?  

l) Does their contract give you / and 
them a thirty day or 60-day notice 
to get out of the contract without 
cause? 
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Booth and the Property Managers who 
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