


















Schedule A 
 CONDOMINIUM MANAGEMENT SCOPE OF WORK 

 
It is understood that the MANAGING AGENT shall work within the standard operating procedures put 
forth by the CORPORATION and it’s BOARD.  
 
 
1.1 MEETINGS 
The MANAGING AGENT shall attend one regularly scheduled board meeting per month, and one 
regularly scheduled meeting of the members, including AGM’s and Special Meetings, per year.  

1.2 INSPECTION REPORT 
The MANAGING AGENT shall provide one full site inspection, with an inspection report and pictures, 
prepared every month and submit for the Board to review.  

1.3 BYLAWS 
The MANAGING AGENT shall enforce the Bylaws of the CORPORATION in accordance with the Act and 
the measures set forth in the Declaration and Bylaws of the CORPORATION. In addition to these, the 
MANAGING AGENT shall use their own standard operating procedures when assessing bylaw violations. 
The BOARD may give written direction to the MANAGING AGENT, for all matters regarding bylaw 
enforcement, so long as they do not contradict the Act, Bylaws or Declaration.  

1.4 FINANCIAL STATEMENTS 

MONTHLY: The MANAGING AGENT shall make available monthly profit and loss statements that can be 
accessed on the Resident Center by any member of the Board.   

QUARTERLY: The MANAGING AGENT shall prepare a budget report and balance sheet every quarter the 
Board to review.  

ANNUALLY: The MANAGING AGENT shall prepare an annual budget report for the current fiscal year, 
balance sheet showing the balances on the last day of the fiscal year, reserve fund statement for the 
fiscal year, and operating fund statement for the fiscal year.  

1.5 MAINTENANCE SCHEDULE  
The MANAGING AGENT shall prepare and oversee the maintenance schedule for the CORPORATION. 
The BOARD may, from time to time, make changes and amendments to the maintenance schedule.  

1.6 PROJECT MANAGEMENT  
The MANAGING AGENT may oversee maintenance, repairs and construction projects in or upon the 
Property and at the direction of the BOARD. The MANAGING AGENT shall utilize their project 
management experience and procedures, and deliver a project report at the end of each project. It is 
understood that Project Management is an additional service, and is billed at an additional rate.  
 
 
 



Schedule B 
 Fee Schedule  

 
The Fee schedule sets the pricing and charges that are payable, or may become payable during the term 
of the Agreement. They are made up of standard monthly charges, hourly rates, and set prices for 
specific tasks or jobs. It is understood that gst is applicable to all fees, and is not included in the fee.  
 
 
STANDARD MONTHLY CHARGE 
 
Condo Property Management  $1,200.00 
Bookkeeping & Accounting  $350.00 
 
 
ADDITIONAL SERVICES PROVIDED UPON REQUEST 
 
ADMINISTRATIVE 
Year End Budget Preparation   $340.00/ budget 
Meeting Minute Preparation   $255.00/ meeting 
Bylaw & Document Review   $120.00/ hr 
Amendment to bylaws    $100.00/ hr + materials & filing fee 
Lien Administration & Removal   $100.00/ hr + materials & filing fee 
Legal  Court prep and appearances;  
 Document or information review $100.00/ hr + materials & filing fee  
Full Property Inspection + report  $200.00/ inspection+ report 

For any additional inspections requested  
in addition to the monthly inspection.  

 
OTHER SERVICES 
Maintenance Contract Management  $100.00/ hr or 10- 20% of project value 
      (billing rate to be determined prior to work commencing) 

Property Manager on-site request;  
General standby rate &  
Basic Labour rate    $85.00/ hr 
 
Property Manager after-hours rate  $150.00/ hr 
Includes emergency callouts, minimum 1 hr 
 
Snow Removal- sidewalk & pathways  $______/ occurrence    
 
 
OTHER SERVICES AND RATES MAY BE DETERMINED AND AGREED TO IN WRITING 
 
DATES THAT THESE RATES APPLY TO: JANUARY 1, 2022-  DECEMBER 31, 2022 
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