CONDOMINIUM DOCUMENTATION CHECKLIST

Property:_____________________________________________________________________

___________________
Bylaws dated:___________________________________________

___________________
Audited financial report (most recent); dated:__________________

___________________
Monthly financial statement (most recent available)

___________________
Annual budget; dated:_____________________________________

___________________
Minutes of most recent management company  meeting; dated:_________________________

___________________
Minutes of most recent board of directors meeting dated: _________

___________________
Current insurance certificate dated:___________________________

___________________
Property management contract (dated and signed on last page) dated:__________________________________________________

___________________
Unit factor schedule with condo fees dated:____________________

___________________
Reserve fund study report dated:_____________________________

___________________
Reserve fund plan

___________________
Amount of reserve fund and financial details of deferred maintenance

___________________
Percentage of owner occupancy letter

___________________
Details of any structural deficiencies in the complex

___________________
Copy of any lease agreement or exclusive use agreement with respect to the possession of a portion of the common property, including a parking stall or storage unit

___________________
Copy of any recreational contract

___________________
Any other relevant details

___________________
Confirm with property manager all dated items to verify that they are the most recent

___________________
If titled parking, include a copy of title with condominium documents

