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It is of critical importance that Property Managers, Strata & 

Community Manager and Managers/Supervisors of any type 

of real estate have adequate knowledge of the key 

components of managing real property and in particular the 

provisions outlined in the Registration (Strata Titles) Act and 

Regulations.  As most new development in the metropolitan 

areas, both commercial and residential, are in fact strata 

corporations this course is very timely.  

 

The Key areas of the Act for which familiarity is required relates 

to:  

1. Application of the unit entitlement in the calculation 

of maintenance contributions;  

2. Requirement for Annual Filing with the Commission of 

Strata Corporations;  

3. Procedures for facilitating Meetings;  

4. General knowledge relating to what is a strata lot and 

to be clearly able to distinguish what are the 

common areas;  

5. Knowledge of the process of amending by -laws; 

6. Procedures in respect of an application for Power of 

Sale certificate;  

7. Procedures in respect of an application to the Strata 

Appeals Tribunal;  

8. Procedures in respect of an application to the 

Commission of Strata Corporations for Dispute 

Resolution and Order  

9. Sufficient knowledge of the Act to guide and advise 

the Executive Committee.  

 

 



 

This course is designed to educate participants in some key 

areas of broad real property management and in particular, 

in the manner in which communities, with ownership of 

common facilities, should be managed.  

 

It will also provide general information on how to:  

¶ properly conduct meetings,  

¶ address physical defects and maintenance of buildings,  

¶ ensure that your building is compliant,  

¶ keep proper books of accounts, and  

¶ ensure your building is adequately and properly insured 

It is geared towards the following participants:  

 ̔ employees involved in managing properties of their 

companies;  

 ̔ proprietors who are, or intend to be, members of 

Executive Committees;  

 ̔ employees of a single strata corporation;  

 ̔ real estate practitioners who are required to attend this 

course as part of their Continuing Professional 

Development; and  

 ̔ any other member of the public who wishes to enhance 

his/her knowledge.  

 

This course is not  intended to be a course for registration and 

licensing with the Real Estate Board for the area of Property 

Management.  

 



 

 Total number of hours in the full course is 20 hours but 

participants can choose to participate in a module at a time.  

A. General Management and Communication within the 

Strata Corporation  

  Facilitator: Ms Tricia Harris; Length: 6 ½ hours  

 Cost: $15,000 (Real Estate Professionals ), or $18,000 (Other)  

 

¶ Addressing all written, email and telephone 

communication from: owners; residents and tenants; 

solicitors and conveyancers; strata inspectors and 

prospective purchasers; trades, utility and service 

providers; parish council and other statutory authorities;  

¶ Answer all ôover the counterõ inquiries; 

¶ Issue welcome letters and information packs to new 

owners within the corporation;  

¶ Issue By-laws to all tenants when notification is received 

of change of ownership;  

¶ Maintain tenancy register;  

¶ Inform the executive committee, owners and residents of 

pertinent issues affecting the strata corporation.  



 

Localized Dispute Resolution & Mediation  

¶ Receive complaints surrounding compliance with the 

strata By -laws; 

¶ Provide advice to residents and owners as to their rights 

and responsibilities surrounding the administration of the 

strata By -laws; 

¶ Mediate general disputes between owners, residents and 

suppliers; 

¶ Issue warning letters to residents who are breaching the 

strata By -laws; 

¶ Issue Notices to comply with By -laws; 

¶ Attend external mediation with the Commission of Strata 

Corporations where necessary;  

¶ Issue Notice of applications and orders to owners;  

¶ Prepare applications for the Strata Appeals Tribunal;  

¶ Where necessary attend Strata Appeals Tribunal Hearings 

regarding By -law disputes.  

 

Record Keeping  

¶ Ensure the corporationõs records are maintained in 

accordance with the Act and kept securely for a 

minimum 7 years, including:  

ʹ All written and electronic correspondence sent and 

received by the Strata Corporation;  

ʹ Keep and maintain the minute book of the Strata 

Corporation, including notices and minutes of all 

Executive Committee Meetings and Strata 

Corporation meetings;  

ʹ All proxy forms, voting papers used in general 

meetings and nominations to the executive 

committee;  



 

ʹ All accounting records and financial statements 

prepared on behalf of the Strata Corporation;  

ʹ Copies of all contracts entered into by the Strata 

Corporation.  

 

¶ Maintain the Strata Corporationõs register of proprietors 

¶ Facilitate the inspection of the Strata Corporationõs 

records (Books of Accounts) as mandated in the by -laws; 

¶ Maintain a schedule of the registered By -laws; 

¶ Maintain a copy of the registered Strata Plan;  

¶ Maintain and affix the common seal when required;  

¶ Maintain and keep up -to -date a tenancy register for the 

strata corporation;  

¶ Provide owners with an Annual Strata & Community 

Managerõs report. 

 

Meeting Procedures  

The following issues are relevant to ensuring proper meetings 

are kept:  

¶ Notices (proper notice period and form of Notice  

¶ Drafting Resolutions  

¶ Drafting Agenda  

¶ Components of the Minutes of a meeting (format, 

referencing Appendices etc.)  

¶ Format of Attendance Register  

¶ How to establish a quorum  

¶ Tabling Resolutions  

¶ Voting Procedures  

¶ Recording Resolutions  

 



 

The following actions are also critical and subject to the by -

laws: 

¶ Issue notices of Strata Corporation meetings to all 

owners;  

¶ Issue notices of Executive Committee meetings to 

members/owners;  

¶ If necessary, facilitate the Pre -AGM Executive Committee 

nomination process;  

¶ Facilitate any electronic voting procedure approved by 

the Strata Corporation for general meetings or Executive 

Committee meeting;  

¶ Ensure proxies received comply with the rules;  

¶ Ensure all meeting notices and agenda items for Strata 

Corporation and Executive Committee meetings comply 

with the Act;  

¶ It may be necessary to facilitate the writing of minutes in 

keeping with general guidelines of minute -taking and 

their distribution in accordance with the Act;  

¶ Action the resolutions of Executive Committee and Strata 

Corporationõs meetings. 

 

 



 

B.  Building Compliance  

Facilitator: Mr. Leonard Francis (NEPA)  

Length: 1 hour; Cost:  $3,000 (Real Estate Professionals ), or 

$3,600 (Other)  

 

¶ Arrange the Annual Fire Safety Inspection of all lots 

(smoke detectors and fire doors) where applicable;  

¶ Arrange for periodical maintenance and testing of fire 

apparatus (e.g. sprinkler systems and hydrants);  

¶ Arrange annual inspection of air -conditioning towers and 

cooling systems to ensure Compliance;  

¶ Ensure there are certificates of compliance for all major 

apparatus within the corporation (e.g. lifts, swimming 

pools);  

¶ Ensure maintenance logs are maintained;  

¶ Ensure all trades sent to site are appropriately licensed 

where necessary and possible, to perform assigned 

works; 

¶ Ensure, where necessary, all trades sent to site carry 

appropriate workers compensation and liability 

insurance.  

  

 



 

C.  Maintenance  

Facilitator: Mr. Ian Hall  

Length: 3 hours; Cost:  $7,000 (Real Estate Professionals ), or 

$8,400 (Other)  

 

A. Introduction  

 ̔ Objective of the course  

 ̔ Integrity of action  

 ̔ Keeping your word  

 

B. Proposal  

 ̔ Determine who are authorized to negotiate & Contract  

 ̔ Who you are  

 ̔ Accomplishments  

 

C. Contract  

 ̔ Who can bind the entity (authorized to contract)  

 ̔ Scope of responsibilities  

 ̔ Operating Standard/Measurements of Success  

 ̔ Number & frequency of meetings with Executive  

Management Committee.  

 ̔ Fees 

                     -  Bases 

                     -  Terms/periods  

                     -  Recurring challenges  

                     -  Fees outside the scope of the contract  

 ̔ Enforcement of Rules/Regulation  

                     -  Risks to staff. 

 ̔ Termination clause.  

 ̔ Preparation of budget.  



 

 ̔ Authorization to collect fees and pay debts of principal.  

                     -  Spending limits.  

                     -  Signing authorization  

 ̔ Scope & frequency of reports.  

 ̔  Filing of reports to relevant authorities.  

 

D. Budgeting  

 ̔  Review Bye -laws & Memorandum of Association  

 ̔  Collaboration in the preparation of the periodic budget  

 ̔  Frequency of review  

 ̔  Unscheduled expenses  

 

E. Collections & Spending  

 ̔  Operation of bank account  

 ̔  Collection of dues & assessments  

 ̔  Timely payment of bills.  

 ̔  Late & non -payment of dues  

 ̔  Insufficient funds in account  

 ̔  Priority of payments  

 ̔  Maintain detailed accounting records  

 ̔  Coordinate audits.  

 ̔  Establish & maintain a depreciation schedule.  

 

F. Meetings  

 ̔  Ownersõ Management/Executive Committee 

 ̔  AGM & other meetings  

 

G. Managing the Facility  

 ̔  On -site office/remote/combination  

 ̔  On -site staff/combination  

 ̔  Periodic administrative & financial reports  



 

 ̔  Proactive to preserve value  

 ̔  Maintain Aesthetics  

 ̔  Scheduled maintenance to ensure operating  

     efficiencies & preserve life expectancy of equipment  

 ̔  Maintain inventory.  

 ̔  Manage Services:  

- Security  

- Janitorial  

- Maintenance\Repairs\Refurbishing  

 ̔  Annual review of insurance coverage  

 ̔ Monitoring of electro -mechanical systems  

 ̔ Prepare and deliver periodic invoices to owners  

 ̔ Prepare aged delinquency reports  

 ̔ Establish performance standards for service providers  

 ̔ Monitor the expiration of contracts  

 ̔ Ensure compliance with terms of contracts  

 ̔ Inspect facilities on the agreed schedule  

 ̔ Collect, collate and review periodic reports from  

    maintenance personnel, cleaners and grounds -men  

 ̔ Recommendations to upgrade\change\repair  

    facilities & facilities  

 ̔ Recommend changes to service contracts  

 ̔  Recommend changes to reduce operating costs or  

     possible increased efficiency.  

 

H.   Capital upgrades & Project Management  

 ̔  Planning  

 ̔  Budgeting  

 ̔  Monitoring  

 

 



 

 I.   Negotiations  

 ̔  Contracts of service providers  

 ̔  Prices of equipment  

 ̔  Review of Insurance  

 

 

 

D.  Insurance Compliance  

Facilitator: Mr. Levar Smith   

Length: 1 hour; Cost:  $3,000 (Real Estate Professionals ), or 

$3,600 (Other)  

 

This Course will provide participants with an introduction to 

the basic concepts of insurance in order to aid with 

effecting and coordinating insurance for community -type 

properties.  

 

COURSE OUTLINE 

¶ Steps to procure insurance for various properties 

including community type properties;  

¶ Insurance coverage options for various properties 

including community -type properties;  

¶ Arranging valuation for Peril Insurance;  

¶ How to effect insurance and ensure that the required 

statutory insurance is in place;  

¶ Ensuring that proper protocols and controls are in place 

in the event of a loss;  

¶ How to notify insurers of issues of significance to the strata 

corporations such as fire certification and Workplace 

Health and Safety Compliance;  

¶ The importance of notifying insurers of changes to the 


