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Ms. Mary Parker 

President       September 1, 2015 

Board of Directors 

Old Mill  Homeowners Association 

Burke, VA   

 

Sent Electronically 

 

Dear Ms. Parker, 

 

Thank you for the opportunity to provide the Old Mill  Homeowners Association with a proposal of 

management services. 

 

At National Realty Partners, LLC, AAMC® we take great pride in everything we do.  We are truly 

dedicated to our associates and our customers and we strive to exceed their expectations each day. 

 

Our primary goal is to enhance home values through sound fiscal and operational systems. We approach 

the management of every community we work with as if we own a home there. In other words, weôll 

manage your association with an ownerôs mindset. 

 

Our Mission  

Our mission is to provide service excellence for our customers while professionally and profitably 

managing real estate assets with the goal of enhancing value through; 

 

ü Exceptional associates 

ü Outstanding customer service 

ü Superior  product quality 

 

We believe we are able to achieve these goals through the process of recruiting and hiring the very best 

people in the industry.  We are able to retain these fine people by adhering to our core Values and Beliefs, 

our Vision and Mission statements, as well as our commitment to training and benefits programs.  

 

I have outlined below a list of our management services for your review and consideration.  These 

services are described in greater detail within this RFP response and our service contracts. 
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Proactive Management 

Certified and licensed managers (DPOR and CAI) 

Annual Membership meeting and Board meeting 

attendance 

Annual Membership Meeting preparation and 

coordination 

Weekly site inspections  

On-going Reserve Fund Analysis 

 

 Enhanced Architectural review with violation 

inspections and enforcement available under separate 

agreement.  See details pages 18, 36-42,  66-67 

 

Work Order processing & tracking via web site* 

 

Accounting / Financial Management 

Assessment Payments  

V Credit card* 

V Auto debit 

V Bill pay 

V Lockbox 

V Delinquent Account management   

V Legal Liaison 

 

Financial Reporting ï monthly, to include reconciled 

bank statements 

V Balance Sheet 

V Operating Statement 

V G/L 

V Photo copies of all checks  

Accounts Payable 

Accounts Receivable 

Annual Budget preparation 

Association audit ï coordinate with Auditor 

Coordinate Tax preparation with Auditor 

 

Resale Disclosure Packets 

 

 

Association Insurance review 

V Master Policy to include association  

property and liability 

V Board D&O  coverage for wrongful acts 

by the Board or association 

V Fidelity  coverage for theft of money or 

property by oneôs own agent or 

personnel 

 

Full contract review during Transition period 

and on-going annual reviews 

 

On-going Reserve Study monitoring and 

analysis 

 

24/7/365 on call services for emergencies ï 

true answering service with an ñon call 

managerò ï no pagers or ñphone treesò 

 

Contracting Process  

V Full contract review 

V RFPôs  

V Administer service contracts 

V Cost comparisonôs (per unit or spec 
analysis) 

V Special projects 

 

DPOR Annual Registration 

 

Web site creation and management* 

 

Document storage (electronic and hard copy, 

onsite in our office) 

 

*= via NRP website services department, 

separate agreement 
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As you will soon discover, there is quite a bit of information contained within this proposal.  Of course, it 

is always helpful to discuss these services in person; we would appreciate the opportunity to meet with 

you at your convenience.   

 

Once again, we greatly appreciate the opportunity to introduce ourselves to your association.  We are 

excited about the prospect of bringing our management services to you. 

 

Best regards, 

 

 

 

 

Jim Foley, CMCA®, AMS 

President/Partner 
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Full Service Management Fee 

 

Full Service Management shall include the services of a Portfolio Manager, 

as well as those services listed in the full services management contract. 

 

The Monthly Fee; 

For full service management of the Old Mill  Homeowners Association (Old Mill ) 

shall be $2,000.00 per month. 

 

Optional Enhanced Architectural Inspection Service  
With the exception of creating and adhering to a sound financial management plan, this area of 

association governance is arguably the most important factor regarding maintaining and or 

enhancing home values.  Given the location and upscale nature of the Old Mill  association we 

believe Annual Maintenance and Architectural Violations enforcement would be best handled by 

NRPôs Architectural Department.  These services are further described on pages 18, 36-42, 66, 

67 of our proposal and shall be $375.00 per month. 

 

Total monthly fee with optional Enhanced Architectural Service $2,375.00 

 

 

Staffing; 

A Portfolio Manager and his/her NRP Main Office management and accounting support staff 

will  be assigned to your community, the standard payroll and benefits associated with these 

employees shall be borne by NRP. 

 

Additional Expenses; 

See Schedule ñAò addendum to the contract (page 65 of the proposal) for a complete list of 

routine and non-routine additional charges. 

 

Contract Renewal Terms / No Cause kick out terms: 
Management fees for subsequent renewal year(s) of the contract will increase by multiplying the total 

annual cost of the contract, at the time of the renewal, by the BLS Washington/Baltimore CPI plus 1.5%. 

 

In the event the CPI figure is negative, the increase shall be 1.5%.   

All other terms of the contract shall remain in effect. 

 
NRP believes in delivering a great product at a fair price.  To that end, we offer a 60 day ñno causeò kick 

out if our services do not meet your expectations.  If we cannot fix the problem, you do not need to give 

us a reason; simply give us notice and weôll part ways professionally and amicably. 
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Company Description 
 

National Realty Partners (NRP) manages over 80 residential communities and commercial 

properties ï approximately 11,000 homes in the Washington, D.C. metro area.   Our managers 

average less than 8 properties within their portfolio, well below the industry average. 

 

NRP provides a wide range of property management services ï full service management, 

financial services management, architectural administration, delinquency control, budget 

development, website services, long range planning, analysis of reserve studies, consultative 

services, and more.  

 

NRPôs full service HOA and Condominium portfolio currently includes 75 full service 

management clients and 10 Financial Services clients.  Thirty two (32) of our Full Service clients 

are condominium style communities and the rest are HOAôs.  As previously mentioned, many of 

these clients have long histories with the company.   

 

Our Team consists of over 35 employees including 4 managers with a PCAM designation, 5 

CMCA managers (3 with AMS designations), 3 Architectural Specialists, a 9 member 

accounting staff, 1 commercial manager, 1 legal liaison, 5 support staff and 1 I.T. person. 

 

As a matter of reference, the PCAM designation is the highest level of accreditation one can 

achieve in the association management industry.  As of August 2014 there were less than 2,700 

accredited PCAMôs in the United States and we have 4 on our team. 
 

Average tenure for managers with NRP is 6.4 years, considering NRP is celebrating 10 years in 

business this year, this is a remarkable statistic.  Average CIC management experience for NRP 

managers is 10.7 years 

 

NRP earned the latest version of the AAMC designation in 2010. 

 

First and foremost, NRPôs goal is to provide professional services ï responsively, courteously, 

and efficiently.  To this end, NRP has and will continue to enlist our industryôs most experienced 

and motivated professionals.  Our goals include working directly with your Board of Directors to 

maintain and enhance your propertyôs value through proactive management practices.   

  



 8 

 

The primary purpose and responsibility of every community association is to protect, preserve 

and enhance the value of the property owned, individually and collectively, by its members, 

while operating in accordance with their governing documents.  The key to accomplishing this is 

to have an experienced and caring management company capable of working with and 

guiding the Board of Directors in a proactive manner. 

 

Our management team believes the best way to achieve this goal is to;  

 

ü First:  Be responsive to the needs of the associationôs Board of Directors. 

 

ü Second:  Provide sound financial planning and operational expertise in an effort to 

maximize conditions within your association and maintain adequate reserves for 

current and future operation, maintenance and replacement needs. 

 

ü Third :  To assist the residents of your association in a proactive manner.   

 

NRP consists of a vibrant team of highly motivated people.  We are keenly focused on providing 

superior customer service and understand our mission involves caring for peopleôs homeséé 

a very personal endeavor.   

 

Our company history and business philosophy 
 

NRP, a limited liability partnership headquartered in Herndon, Virginia, is actually a merger of 

two companies with long histories in the community association management industry.   

 

Our President, Jim Foley, completed our most significant merger/acquisition in March of 2008, 

which included the addition of our newest partner and CFO, Betsy Johns.  Betsyôs company, 

AMSi, opened its doors in 1981, with Betsy as its President.  NRP still manages most of AMSiôs 

original client base established during the1980ôs!    

 

Regarding business partnerships/agreements between NRP and other service professionals, NRP 

will make every effort to avoid an appearance of conflict of interest.  As a result, NRP does not 

employ, or have a vested interest in, any vendor or contractor that it may present to the 

Board of Directors for your community for consideration of services. 

 

NRP does make every effort to foster healthy, long term working relationships with many 

service providers by making sure they are treated fairly and paid on time.  We treat our vendors 

and contractors as we treat our customers; professionally and fairly.  As a result they tend to 

offer our company top notch service at a fair price. 

 

We hope the descriptions included in this RFP response, as well as the attached documents, 

provide you with the information you need in order to make an informed decision.   

 

We are very pleased to have been given the opportunity to bid the operations and financial 

services contract for your association and look forward to discussing our services with you. 
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PRESS RELEASE 
 

National Realty Partners, LLC, AAMC ® 

Earns Top Industry Professional Designation 
 

 

January 1, 2010 

 

National Realty Partners (NRP) recently joined the elite group of community association 

management companies who have earned the Accredited Association Management Company 

(AAMC®) designation from Community Association Institute (CAI). NRP is one of only 150 

management companies nationwide who have earned the highest level of professional 

recognition in the community association field. 

 

CAI is a national organization dedicated to fostering vibrant, responsive, competent community 

associations. Some 50 million Americans live in the nationôs estimated 280,000 association-

governed communities. 

 

To earn the AAMC® distinction, management companies need three years of experience in 

community association management and at least 50 percent of their managers must have earned 

professional designations. 

 

For more information about CAI go to www.caionline.org. 
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Biographical Profiles 
 

 

Jim Foley ï President/Partner  
 

National Realty Partners (NRP) is a full service real estate company with an emphasis placed on 

managing condominium and home owner associations, as well as acquiring and/or managing commercial 

and retail properties.    

 

NRP was founded in 2005 with one employee and a big goal; to be recognized by our associates, 

residents, tenants and competitors as the premiere home owner association management company in the 

industry.  Over the years, NRP has proven to be a trustworthy performer.  The companyôs growth has 

been consistent, improving every year since inception.  As of this writing, with a Team of more than 

thirty people, NRP manages approximately 11,000 homes throughout the Northern Virginia and 

Washington, D.C. 

 

Jimôs career in property management began in 1986 when he joined the R & B Realty Group as Leasing 

Manager of its 1,524 unit property, Oakwood Alexandria.  Over the next four years Jim managed a 

succession of luxury apartment communities which included properties in Northern Virginia and Chicago, 

IL. 

 

In 1991, Jim accepted a position as a Regional Community Manager with Gates Hudson & Associates, an 

established Multi-Family Property Management Company operating in the metro Washington, D.C. area. 

His responsibilities included day to day operations of approximately 2,100 apartments within seven 

communities.  The portfolio included all income classifications ranging from subsidized housing to Class 

ñAò communities.   

 

Jim joined Summit Properties, a South East based REIT, as a Regional Manager in 1995.  This new 

position afforded Jim not only the opportunity to manage a portfolio of Class ñAò communities, but to 

also become involved in real estate development as it relates to the construction of Class ñAò Multi-

Family Housing communities.   

 

In 1998 Jim became Vice President of the Mid-Atlantic Division, overseeing approximately 5,500 

apartment homes.  He reported directly to the President on all aspects of operations concerning a portfolio 

of eighteen apartment communities.  During this time, Jim also volunteered as a mentor for students 

attending the Property Management School at Virginia Tech. in Blacksburg, Va. 

 

Jim attended The University of Hawaii, majoring in Travel Industry Management.  His first position was 

held at The Mayflower, a 4 star luxury hotel in the heart of the central business district of Washington, 

D.C.  Jim left the Mayflower Hotel, as the Front Office Manager, to pursue a career in the Real Estate 

Industry in the spring of 1986. 
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Betsy Johns - CFO / Partner 

 
Betsy Johns is a partner and CFO with National Realty Partners LLC (NRP), located in 

Herndon, VA.  NRP manages homeowner and condominium associations, as well as commercial 

and retail properties, throughout Northern Virginia.   

 

Betsy is the former founder, sole owner and president of AMSi which merged with NRP in 2008.  

For the past 31 years as a business owner, she has provided management services to both 

commercial and residential associations in the Commonwealth of Virginia and District of 

Columbia.  

 

Ms. Johns has served her industry as a volunteer throughout her career.  For the past several 

years she has served as one of two volunteer founders for the Herndon Community Association 

Coalition (HCAC).  Their primary purpose is to work in partnership with the Town of Herndon 

to enact and enforce ordinances that are beneficial to the Town and to the communities.  

Quarterly meetings are held with the community leaders, Town Council, and Town staff, along 

with the two volunteer professionals, including Ms. Johns.  The professionals keep the group 

updated on the latest changes in the industry, laws, etc. and discuss issues and concerns of the 

communities in a roundtable format.  Seminars are given by the two volunteer professionals 

concerning relevant topics and are often televised and recorded for future broadcasts. 

 

In addition to her work with the HCAC, Ms. Johns has remained actively involved with the 

Community Associations Institute (CAI) where she co-chaired and is an ongoing member of the 

Washington D.C. chapterós education committee, is a frequent speaker on the Fairfax County 

Cable TV program, ñYour Community, Your Callò, writes for various industry publications, and 

teaches programs to community leaders and professionals in the industry.   

 

She was one of the first women accepted at The College of the Holy Cross in Worcester, MA, 

receiving degrees in economics and accounting.  She served in leadership positions that came 

with challenge, such as student body Treasurer and Captain of the first womenôs crew team. 

Following graduation, she became one of the first women on the professional staff of one of the 

ñBig 8ò CPA firms, on the auditing staff, followed by a transfer to the consulting staff.  During 

these early work years, she became involved with her own homeowners association as a 

volunteer which led finally to the opening of her own management firm. 

 

With her extensive financial background and many years serving as a fiduciary for her clients, 

Ms. Johns was appointed and now serves on the Board of Directors of MainStreet Bank. 
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National Realty Partners 

Organizational Chart 

 
 

  

Jim Foley 
Partner/ President 

Betsy Johns 
Partner / CFO 

Libby Lane  
Director of  Client  
Financial Services 

Bo Russell, CPA 
Director of Corporate 

Financial Services 

G/L Oversight and Audit 
Support 

(1) 

A/R and A/P 

(4) 

Legal Liaison 

(1) 

H.R. Director 
Portfolio Managers 

(9) 

Onsite Managers 

(2) 

 

Assistant Managers 

(2) 

 

Onsite Maintenance 

(5) 

 

Marilu Martinez 
Architectural Department 

Architectural Inspectors 

(3) 

Lili Martinez 

Office Manager 

Administrative Assistants 

(4) 
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Points to consider, when reviewing RFP responsesé 

 
1. At a minimum, every common interest community Board should have three contractors 

help them manage the affairs of the community > your auditor, your attorney and your 
management company.  Use all three entities to keep an ñeyeò on the others.  They will 
help you achieve and maintain your fiduciary responsibilities.  They are each equally 
important. 
 

2. All management companies, based in Virginia, must be licensed and are required to 
have their companyôs financial statements reviewed or audited by an independent 
CPA annually ï this is required by Virginia Code Section 54.1-2346.  Is your 
management company based in Virginia??  If so, have they complied with this 
requirement?   
 

3. Make sure at least two Board Members have signature authority on all bank 
accounts. The management company should also have signature authority (but cannot 
sign checks without written pre-authorization as stated in your approved budget and/ or 
meeting minutes).  Make sure you get copies of every check written, every month. 
 

4. Make sure they reconcile your Financial Statements with your original bank 
statements (make sure you get copies every month).  This is very important.  It is very 
easy to doctor bank statements, so make sure they use originals to verify all of the 
financial transactions in your Balance Sheet, General Ledger and Operating Statements. 
 

5. Ask how many associates the management company employs vs. # of clients.  
a) Healthy employee to client ratios  

ü 1 accounting team member for every 8 - 10 communities  
ü 8 - 10 (maximum) communities per manager 

 
6. You want a management company that offers thoughtful, professional advice.  Stay up 

to date on legislative changes. 
 

7. Scrutinize the Schedule A list of additional fees. 
a) Onsite staff?  Who is their employer?  What are the associated costs?   
b) Misc. Charges ï example >  is postage charged at cost?  Or, is it marked up? 

 
8. Make sure your insurance covers all of your cash plus three months operating expenses  

(Fidelity Insurance), your Board of Directors, management and appointed committee 
members (D & O insurance) and the property (replacement cost).   
 

9. As a board member, you are part of a management team operating a legal entity; you 
have fiduciary responsibilities just like any company officer.   
 

10. Selecting a new community management company is a big decision; ask for advice 
from your attorney and your auditor! 
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Section I  

  
Accreditations, Team Building  

& Personnel Management 
 

Company Accreditations / Certifications > NRP earned the new AAMC designation in 2010. 

 

We provide a staff of over 35 employees including 4 managers with a PCAM designation, 5 

CMCA managers (3 with AMS designations), 3 Architectural Specialists, a 9 member 

accounting staff, 1 commercial manager, 1 legal liaison, 5 support staff and 1 I.T. person. 

 

As a matter of reference concerning manager accreditations; the PCAM  designation is the 

highest level of accreditation one can achieve in the Common Interest Community (CIC) 

management industry.  As of August 2014 there were less than 2,700 accredited PCAMôs in 

the United States and we have 4 on our team. 

 

NRP portfolio managers average 7.6 communities within their portfolios.  All portfolios are a 

mix of HOA and Condominium Associations. 

 

The Community Associations Institute (CAI) has made great strides in recent years to improve 

the manager licensing effort and has worked diligently to increase customer and industry 

awareness through a multitude of educational events for managers and Board Members.  This is 

an area which our firm is particularly passionate about.  We commit countless hours and funds to 

this effort on an annual basis. 

 

NRP strongly encourages each of our clients and their respective onsite managers to become 

involved in CAI.  The educational programs offered through CAI (and numerous law firms) have 

greatly benefitted  Board Members, Managers, our partners in the industry (contractors, lenders, 

realtors) and home owners.   

 

Team Building 

Achieving success is difficult without the right people.  To that end, National Realty Partners 

utilizes a proprietary system of identifying, recruiting and hiring the very best people available. 

 

We call this system ñSuccess by Selectionò.  
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The Success by Selection process is based on three components and an extensive interview 

process; 

 

¶  Understanding what kind of person you are looking for in terms of educational background, 

work  experience and personality type is critical when selecting new associates.  Our 

Personality Assessment surveys and background checks are designed to look past the 

ñscriptò each candidate typically brings to the interview process.  This allows us to vet 

candidates more thoroughly and determine exactly ñwhoò it is we are considering for 

employment. 

 

¶  Determining and understanding the qualifications of each employment candidate is critical as 

well.   Our interview process includes a method designed to further determine the true 

candidate and  eliminate the candidateôs ability to script the interview. 

 

¶  Evaluating how closely the requirements of the job match the candidateôs abilities and natural 
 preferences.  In other words, we answer the question; ñDid we match the person to the job 

 requirements, or the job to a person?ò Obviously, an individual whose talents and skill set 

closely match the requirements of the job has a greater chance of succeeding.  The final step in 

the Success by Selection process includes a group review performed by senior NRP associates. 

 

Characteristics / Preferred Personality Traits of a Community Manager 

 
ü First, as a leader, the onsite manager must consider his or her reputation as the most important 

asset they possess and consistently take the necessary steps to conduct him or herself in a 

professional and business-like manner at all times.  

 

ü Second, this individual must be a thoughtful and proactive leader, one who is willing to lead by 

example and praise team members publicly, while counseling for deficiencies privately. 

 

ü Third, this individual must have strong verbal and written communication skills.  Clear, concise 

communications will minimize errors and maximize efficiencies. 

 

ü Fourth, this individual will possess the ability to identify, vet and engage top notch vendors and 

contractors at a fair price. 

 

ü Fifth, this individualôs personality should reflect what we call ñfirm diplomacyò.  He or she will 

understand that their job is to provide service, not to please everyone at any cost, but to treat all 

consistently, professionally and in accordance with your communityôs governing documents, 

local, state and federal law. 

 

Compensation, Training & Benefits 

At NRP we are well aware of the fact that our most valuable assets are the employees 

that care directly for our customers.  As far as our customers are concerned, the ñfront 

lineò employee is far more important than any other employee of NRP, which is why 

they need to be the best.   Itôs not rocket science, itôs common sense.  Therefore, we 

spend a great deal of time and resources making sure our associates are properly 

trained, certified and hold the appropriate accreditations.    
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At NRP, we believe our associates (Team Members) are our most valuable asset.  Our Team 

Social Committee schedules and holds numerous Team Building events throughout the year.   

 

Here are just a few of the Team Building events we sponsor every year; 

 

 

¶ Team tubing down the 

Antietam River every summer, 

with BBQ and Zip Line  

¶ Pancake Cook off (Partners 

cook breakfast for the Team) 

¶ Various Holiday Events 

¶ Bowling Night 

¶ Massage day 

 

 

¶ Komen Breast Cancer Walk 

¶ Toys for Tots 

¶ Sponsoring families in need 

¶ Recognition events/awards ï 

Superior Customer Service, 

Sharpen The Saw (Covey) and 

Innovation Awards 

¶ Race for Hope 

 

 

Benefits 
NRP employees, listed below is our current benefits package.  Reimbursable benefits 

available to all NRP employees (paid by the Association for dedicated onsite staff) include; 

 

V Health Insurance (Aetna ï HMO and PPO, Dental, Vision and AFLAC Plans 

available)  

V 401K available upon hire.  Our present benefits package includes a 50% matching 

401K contribution of up to 6% of the annual salary from NRP to our employees.  This 

contribution is paid in monthly installments and is subject to change. 

V Wellness Plan - $200.00 per year for wellness related expenses (examples: smoking 

cessation, gym membership). 

V 2 weeksô vacation after 6 months, 3 weeks after 5 years. 

V 8 Holidays (64 hours), 2 personal holidays (16 hours). 

V Training expenses related to association management and / or maintenance 

 programs, Board approval required. 

V LTD policy & $25,000 Life Insurance policy  

V CAI / DPOR membership, required licensing, training classes and certification 

expenses. 

 

*All rates and plans are subject to change; however NRP has Health Insurance rates 

confirmed through June 2016.  

 

Interaction with the Board of Directors and Volunteer Committees  
NRPôs Community Manager works closely with members of the Board and with committees recognized 

by the Board on matters of interest to the association. 

 

Board of Directors   
NRPôs Community Manager will provide a Board package to each Board member prior to each regularly 

scheduled Board meeting, and will follow through on the decisions of the Board made at each meeting.  

Each Board package is intended to provide sufficient information for each item on the Boardôs meeting 

agenda.  The purpose of the Board package is to facilitate informed decision making, and each Board 

package will also keep the Board informed on all active issues which appear on the agenda.   Board 

packets shall include, but may not be limited too; 

ü Monthly General Ledger, Operating Statement, Balance Sheet 

ü Copies of reconciled original bank statements and all checks written on the association account 

ü Collections and Delinquency reports 

ü Budget vs. Actual Expense Variance report 
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ü Water Meter reading report 

ü Summary of activities ï pending items, completed items 

ü Capital Improvement project (Reserve Items) update 

 

Architectural Review Committee (ARC) and Covenants Enforcement 
With the exception of creating and adhering to a sound financial management plan, this area of 

association governance is arguably the most important factor regarding maintaining and or 

enhancing home values.  

 

Along with your manager, NRP has a dedicated staff of architectural administrators who handle matters 

that fall within the scope of responsibility of a clientôs Architectural Review Committee (ARC).   

 

We take the ARC inspection process very seriously.  We handle these issues differently than most other 

association management companies.  We actually split the function into three distinct categories; 

 

1. Common Area concerns ï such as; safety issues, maintenance issues, etc.  Our managers are 

expected to visit each property within their portfolio multiple times each month and take 

action on these types of concerns. (no extra charge for these services) 

 

2. Minor Owner violations  ï including, but no limited too, trash cans, lawn care, balconies and 

other minor exterior architectural violations.  We typically use ñdoor hangerò notices as the 

initial means of contact for these violations.  This is a nice way to say ñHi, weôve made a 

note of this violation, please take care of itò.  If that notice is ignored and we need to be 

more direct in our approach, we send a violation letter and react accordingly thereafter; the 

cost of violation letters is outlined in the attached Schedule A list of fees.  

 

3. Enhanced Covenants Inspection Service (see ñSchedule Bò attached) ï Enforcement of 

architectural violations associated with exterior maintenance and or covenants violations, etc. 

that the home owner is directly responsible for.  These inspections are very detailed and 

carefully documented (both photographically and in Excel Spreadsheet format).  The 

inspection service includes the initial inspection, consultation with home owners, a grace 

period to complete the work, a follow up inspection and (if needed) Hearing notices and court 

testimony.  The process from start to finish (assuming no legal action) can take up to five or 

six months.  

 

A far greater focus and dedication to detail, documentation, tracking and follow up must be 

made when dealing with unit (or home) owner violation notices that may someday be 

contested in a court of law.  These inspections are handled by our Architectural 

Department.  There is a separate contract and charge for this service, please see the attached 

ñSchedule Bò ï Enhanced Covenants Inspection Servicesò.   We do have some condo 

communities request this service in the past, but this is not typical.   

 

As stated above, the basic full service agreement (or management contract) would include violation 

notices sent by your manager as he or she inspects the community.  The best way to describe the 

differences between the two types of inspection services would be to say that the manager would focus on 

those ñpesky issuesò typically found in the common areas, such as trash can violations and other minor 

infractions.  And, the NRP ARCH Team would focus on the major types of architectural or maintenance 

violations found on the homes within your association.   

So, to summarize, itôs essentially common area issues vs. home owner issues.  We believe itôs very 

important that the manager give their immediate attention to common area violations and allow the NRP 

ARCH team to work directly with the home owners on the ñlarger violation issuesò associated individual 

homes.   
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Architectural Design Change Requests 

Our Arch Team will review incoming applications, check each application to confirm the completeness of 

the application, and forward the completed applications to your Architectural Review Committee (ARC).   

 

Once the ARC has made a decision on a given application, the decision is forwarded to the staff at NRP, 

and appropriate correspondence is created and forwarded to the applicant.   

 

Vendor Management / Contract Management / Personnel management 
      

Inspect what you Expect!  
Achieving the goals you desire as a manager of properties and people depends on three things; 

 

ü Be proactive, plan ahead for the ñneedsò of your personnel and community 

ü Communicate the related tasks to properly trained and equipped personnel in a clear and 

concise fashion 

ü And finally, ñInspect what you expect!ò   

 

FAQ ï ñDo you have any financial relationship with any contractors/vendors who provide 

services to properties you manage?ò 

 

No.  At NRP, we believe it is a conflict of interest for us to provide non-management services in 

house or by related companies.  Keeping our independence assures a fair competitive bidding 

environment and is in the best interests of our clients. 

  

 FAQ ï ñPlease describe the property manager role vs. the extent and timing of association 

 Board involvement in managing contractors. ñ 

 

The Board of Directors for any common interest community is expected to chart the course 

they believe is most beneficial for their community, while adhering to their fiduciary 

responsibilities.  Their role is to delegate, not execute.  The managerôs role is twofold; advise 

the Board and execute the directives given by the Board, while making timely progress reports.   

 

Of course, the manager is never permitted to circumvent (or disregard) the law, established 

procedure or the governing documents, regardless of who gives the directive. 

 
The Contracting Process   
 
NRP will routinely leverage our purchasing power to obtain optimum performance at a fair price. 

 

Our contracting process includes specification writing, developing a request for proposal (RFP) or 

contract solicitation, proposal analysis, reference checks, contract negotiations, and communications 

with the Board.   

  

Specifications (Scope of Work), a Schedule of Fees and Payments, and a Contractorôs Certificate(s) of 

Insurance are all parts of the basic contract. 

 

Details on logistical concerns, specific services to be rendered and milestone dates in the larger projects 

where progress payments are required need to be part of contract negotiations, and specific language on 

these matters should be included in the formal contract itself.  NRP typically solicits three or more 

proposals, when possible and practical.    
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Reserve Study 
 
It is recommended that Common Interest Communities complete a Reserve Study upon Transition from 

the Developer and then engage a certified Reserve Specialist to update the Reserve Study every five years 

thereafter.  As with any contractor, NRP prefers to utilize the services of multiple providers in order to 

avoid complacency on the part of the contractor.   Of course, we do certain contractors that historically 

have performed better than others; these are the vendors that we would refer to your association. 

  

Managing Capital / Reserve Funds  
 
Each year, the Reserve Study must be analyzed by your management team and the Board and updated for 

activity and any significant deviations.  This is typically done in conjunction with the Budget process.  

The reserve study requirements are compared to actual conditions (taking into consideration current 

projects, etc.) and, if necessary, adjustments are made to the budget.   

 

Example; if the Reserve Study (completed several years ago) projected the need for  new asphalt in a 

given year and the new asphalt was actually installed earlier than anticipated; the amount of reserve funds 

budgeted would be adjusted accordingly. 

 

Investment of Reserve Funds 
 

At NRP, we understand clearly that the first responsibility of the Board of Directors is to protect the funds 

of the association.  The investment of funds by the Board should be handled in accordance with the 

associationôs investment resolution, which should outline the investment process and establish guidelines 

for the managing agent to facilitate the process.  We also work to protect the association funds by 

monitoring FDIC limits and taking part in the CDARS program.   

 

In addition, we have a custom CD rate arrangement with MainStreet Bank.  We will periodically 

complete a CD interest rate survey.  We share our findings with MainStreet Bank, who in turn will meet 

or exceed the highest rate in the comparison study. 
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Section II 

 

Accounting and Finance 
 
NRP utilizes state of the art association management software for our financial management departments.    

 

Our accounting team adheres to strict internal controls that exceed industry standards.  The financial 

reports we produce are the culmination of a month long process of scrutiny for accuracy, compliance with 

Board authority, variance analysis, and reconciliation.  Further, we have a seasoned staff of accounting 

specialists, which includes former auditors.  

 

You will see a consistent pattern in the way we make staff assignments.  At NRP, we do not subscribe to 

the ñmanagement factoryò approach.  Our goal is to deliver personal services in a timely manner.  For 

these reasons we assign an individual to each task area within our accounting department for your 

community.  

 

We believe your community should have a specialist in each area of the financial services department 

available to you.  Your accounting support team will include individuals that specialize in legal, audit 

support, accounts receivable, accounts payable and financial services. In addition, youôll have direct 

access to our Director of Financial Services and our CFO.   Each time one of the members of your 

community contacts our office our receptionist will identify the need and direct the customer to the 

appropriate person on our team.   

 

This approach is key to our goal of consistently delivering superior customer service and helps to 

strengthen our commitment to maintaining the integrity of our financial services. 

 

Accounts Receivable 

An associate will be assigned to handle your Accounts Receivable (A/R) services and will be introduced 

to the owners, via a letter, as their point of contact for their personal account.  The A/R associate will 

process all lock box payments, any payments delivered directly to the office, and any other miscellaneous 

transactions submitted by management or the Board.   In order to remain compliant with our insurance 

carriersô requirements, GAAP procedures and in an effort to maintain a safe work environment, we will 

not accept cash payments regardless of the amount. 

 

This associate is tasked to communicate, in a timely and professional manner, with your owners regarding 

their questions or to resolve their concerns.   

 

If an owner is seeking relief from any assessments or miscellaneous fees, we will forward the request to 

the manager and your Board.  We do not assume the authority for granting relief in these circumstances, 

rather we will defer to the Board for direction.   
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When an owner account becomes delinquent we will follow established operating procedures, which 

include the procedures described in the Association's Collections and Due Process resolutions.  Owners 

will be notified timely regarding delinquent assessment payments, pending legal action, late fees or 

outstanding interest assessments.   

 

Once an account warrants being turned over to the Association's attorney, NRPôs legal liaison will 

manage the account with your attorney, which quite often saves the association money.  The legal 

liaison will communicate with the attorney and monitor the caseôs progress.  The liaison will provide 

updated information to the attorney on a regular basis, and typically will serve as the witness/plaintiff on 

behalf of the Association in court. 

 

Accounts Payable 
Of all the various accounting departments, the accounts payable process is the area that probably best 

highlights our attention to detail and internal controls.  As previously stated, an accounts payable (A/P) 

associate will be assigned to your community.  In addition to this individual, there are two other layers of 

authority and scrutiny over the payment of your invoices.  These extra ñlayersò are designed to insure 

accuracy, proper authority and to comply with our internal controls.  As a result, we are better able 

to protect your funds and assure your financials accurately report the financial activity of your 

association.  

 

Financial Services Manager 

There will be a financial services manager assigned to your association who will serve as the main contact 

with the onsite manager, financial committee and Board members. The NRP manager will review the 

invoices, making sure the correct amount is approved for payment, assuring that any required supporting 

documentation is attached, and the correct coding is noted.  The invoices will then be submitted to the 

A/P associate for entry into the system and the check production.  All checks are signed by one or both of 

the NRP partners. 

 

Payroll Services ï if onsite personnel are required by the Association 
As with our own company payroll, we utilize an outside vendor (ADP) to run payroll and file required 

governmental reports for onsite personnel, the direct cost of which is passed on to the association.  We 

will record payroll information, as directed by the onsite manager, and submit for processing 

accordingly.  It is important to the integrity of our internal controls for your association that someone 

independent of the onsite staff be submitting instructions for payroll to the vendor.  For the same reason, 

any non standard payment instructions, such as annual bonuses or temporary help, will require additional 

documentation from the Board stating approval.   

 

We prefer that all associates utilize our direct deposit service for pay checks.  

 

General ledger and Financial Reporting 
The level of scrutiny regarding the general ledger and monthly reporting process and production is similar 

to that found in the A/P process.  The general ledger associate assigned to your association will prepare 

and post miscellaneous entries, post the entries transferred from the A/R and A/P systems, reconcile the 

bank statements, making sure to resolve any outstanding issues, and then run the draft financial 

statements. This draft is then reviewed by our Financial Services Director and/or the NRP manager as a 

last verification of accuracy.  In the event any variances or other noteworthy issues are found, we will 

notify the Board and onsite manager. 

 

The financial reports, along with the reconciled bank statements are forwarded electronically to the 

Board and onsite manager.  The reports package is flexible to the Board's liking within the wide choices 

offered by our software package. We have a standard template package we start off with that meets all of 

your RFP criteria.   In addition to the standard package, we will meet with the onsite manager to discuss 

other reports she may want throughout the month. 
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Accounting is kept on a semi accrual basis throughout the year.  In other words, we will process 

assessments on a full accrual basis and handle expenses as invoices are received and approved.  

 

In the final month of the year the associationôs books are brought to full accrual once all invoices for the 

current year are received and booked.  Prior to closing year end financials, preliminary financial reports 

are issued for both the year end and into the new year in order to keep the Board informed as to the 

associationôs financial status.   

 

The Budget Process 

NRPôs Budget Process is a Team effort.  Our CFO, your portfolio manager and the Board of Directors all 

take part in the creation of the Budget.  We initiate the budget process by setting up a comprehensive 

template that considers all aspects of the financial health of the association.   

 

Included in this template is a current year/year end projection.  It is critical that current year end 

projections be accurate, so we know whether there is income to carry forward to the new yearôs budget or 

a loss that must be recovered.   

 

ñWhen creating your budget, we will not simply add a certain % to this yearôs 
contracts to estimate next yearsô expense.  We actually obtain commitments from 

the vendors and hold them to it.ò 
 

At NRP, we do zero based budgeting.  We look at each individual line item and build a budget based 

on current conditions and the needs of the community.   We firmly believe your associationôs budget 

should accurately depict current conditions (both revenue and expense) and thoughtfully consider future 

needs. 

 

Each budget will include a ñFinancial Health Checkò to insure your community is properly accounting 

for Reserve for Replacement items, Operating Contingency Reserves and Retained Earnings. 

 

The budget process includes the same level of scrutiny and care as the other financial services we provide.  

Once the Board has set the date for the first budget meeting, NRP will set up the budget template, print 

the supporting work sheets, and then work with the onsite manager to project the current year results 

through the end of the year.  The reserve analysis will be reviewed and annual funding needs updated as 

needed. The cumulative equity position of the association will be considered as well, especially if there 

were any prior losses to be recovered.  

 

All of this data will feed the budget draft for the new year along with the budget submissions from 

committees, the Board and management.  The first draft is then presented to the collective group for 

consideration.  Once the budget is approved the payment coupons for the new year are prepared. 

 

Assessment Payments  

NRPôs top priority is the protection of your funds.  We take great pride in the stellar reputation we enjoy 

with all of our clientsô auditors.  While technology allows for so much, we must be constrained in what 

we offer by the legal parameters and security needs of our clients.  Many of our competitors offer 

payment services that do not pass scrutiny.  Therefore, if you do not see a service offered that you may 

require, we would be delighted to investigate the possibility of adding a new service if at all possible. 

 

We currently offer the following methods of payment; 

 

¶ A lockbox at the clientôs operating bank.  This service is made available to those owners 

that wish to make their assessment payments using a coupon booklet.  Lockbox activity is 

directly uploaded from the bank to our operating systems each business day. 
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¶ Credit card payment with website services 

¶ Direct debit payment. 

¶ EFT transfers (Bill Pay) 

¶ In the event of an unusual circumstance, NRP will accept payments by check in our main 

office on a limited basis, either in person or by mail.   

¶ For your associationôs protection, cash is never accepted.  

 

Banking 

NRP enjoys a terrific working relationship with our operating banks.  With the leverage of the of all 

our clients funds on deposit, in addition to our company deposits, we are able to negotiate a banking 

package very beneficial to our clients.  At the present time, our clients are not charged for service 

fees, lockbox fees, or any other banking costs.  In addition, your association will earn interest on all 

accounts including checking and receive custom CD rates based on a market survey of local banks with 

no investment account administration fees.   NRP currently works with Main Street Bank, a local Fairfax 

Bank, and Mutual of Omahaôs Community Association Banc.  Betsy Johns, CFO of NRP, is currently 

serving as a Director on the Main Street Bank Board of Directors.  

 

Financial Reporting 

 NRP issues monthly financial reports.  All income and expense items are coded as set forth in the 

approved budget. The reporting packet will include an Income Statement, a General Ledger, a Balance 

Sheet, an A/P Voucher Detail Statement, an A/P Cash Disbursement Report, an Investment Listing and 

reconciled bank statements.  Typically, financial reporting packages are completed and made available 

during the second half of the following month.  Meeting this ñstandardò is predicated on the timely receipt 

of bank statements.    

 

NRP will not issue financial statements until they have been reconciled  

with your original bank statements. 
 

Audit Process 

NRP will require that your association engage an auditor and will seek audit proposals for Board review 

and approval.  NRP advises that the winning proposal be specific as to the date on which the auditor will 

have a copy of the draft audit in the hands of the management company.  Auditors will spend time in 

NRPôs offices examining books and records.  NRP has ample work space for auditors during their time at 

NRP.  NRP is happy to assist the auditors in any reasonable way both during their time at NRP and at any 

later stage in the audit process.  NRP also works with auditors during the course of a fiscal year to make 

for a smoother audit process.   NRP makes every effort to stay current regarding GAAP and accounting 

operations. 

 

Technology / Operating Software 

NRP has utilized the Jenark Management Software to support our management operations since February 

of 2007.  We also rely on Microsoft Office software and IBM compatible hardware.  In addition, NRP 

employs a full time I.T. professional.  

 

Servers / Data Backup 

NRP utilizes a number of in house servers for backup and storage of all property management data.  This 

data includes, but is not limited to, scanned governing documents, accounting data, correspondence (e-

mail, letters, etc.), all contracts, historical data, contact information, etc.   

 

As of this writing, NRP computer systems hardware and software consists of Windows Small Business 

Server 2011, which includes the Exchange 2010 software. The server is running on a Dell Power Edge 

server with redundant NICs, Power Supplies & Hard Drives.  The Jenark system operates on a Windows 

Server with a 2013 OS.  
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Association Non-Routine and Routine Expenses 
 
Routine Charges ** / *  
Certified Mail  $20.00 per certification  

Copying and Printing  $0.20 per page 

Color Copies & Photos (photos for ARCH inspections/violations) $1.00 per page 

Coupon Booklets (no charge for auto debit)  $6.95 each 

Coupon Statements ï if needed  $3.50 each 

Delinquency Letters/Violation notices  $20.00 each 

Late notice Post Card  $3.50 

Envelopes / Labels for member mailings  .20  / .10 cents each respectively 

Membership Mailing  Hourly Rate 

Payroll processing (on-site personnel only)  5% of total cost to association 

Postage  At cost 

Storage  $5.00 per file box per month 

Mileage reimbursement **   IRS reimbursable fee per mile 

 

Non-Routine Charges ** / *  
Utility sub-meter management (manual or by calculation)  RUBS - $3.50/UNIT/MONTH 

Meter Reading ï if not billed through Utility Company  T&M  

 

Architectural & Covenants Violations Process   $100/hour T&M (non-Attachment B)  

Administrative/Accounting Support  $50.00 per hour 

Court Appearances  $100.00 per hour  

Manager  $100.00 per hour 

Senior Partner hourly rate  $200.00 per hour 

New Client Transition fee, excluding new developments  Equal to one monthôs management fee 

 

Non-Routine Charges **  / * 

 

Special projects  Examples; Oversight of construction 

contracts in excess of $50,000 (3% fee)  

   

   CICB Dispute Resolution $100/hour 

** = portal to portal   * = pricing subject to change 

 

 

Records Back Up 
NRP utilizes a Dell Power Edge server with redundant NICs, which is better described as a dual server 

performing continues back up.  In addition, NRP completes external hardware backups weekly and 

monthly.  We also perform hard copy back up on all Financial Documents.  

 

 

Records Retention Policy 

 

Permanently 
Audit Reports 

Federal and State Income Tax Returns 

Personal Property Returns 

Deeds 

Minutes of Board Meetings 

Budgets 

Other Property Records 

 

 

7 Years 
Bank Statements 

Deposit Tickets 

Canceled Checks 

Payroll Records 

General Ledgers 

Cash Receipts 

Cash Disbursements 

Journal 

 

 

3 to 5 years 
Bank Reconciliations 

Inactive Contracts 

Vendor Invoices 

Insurance Policies 
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Ongoing Services 

There are certain services that are ongoing throughout the year: 

 

ü All bank accounts are monitored monthly regarding FDIC insured limits. 

ü Investments are made according to the Board's approved resolution. 

ü Audit requests are addressed. 

ü Mortgage lender requests are answered. 

ü Annual governmental reports, such as 1099's are issued. 
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Section III  

 

Managing the Transition Process 

 
NRP is committed to each new community we manage and will endeavor to make the transition 

process as smooth as possible.   

 

We understand that this process is sometimes complicated.  However, we have procedures in 

place to ensure that all of the issues that are important to the association are addressed and all of 

your critical documents are accounted for.  A vast majority of the transition process will take 

place within the first thirty (30) days of contract commencement.  We have detailed 

checklists that are utilized to develop an inventory of the received information and if desired, we 

will provide an analysis of the documents, contracts and insurance as the basis of the transition 

plan.   

 

Upon notification that NRP is awarded the management contract, we will;  

¶ Send notice to the out-going management company requesting an owner listing, account 

balances, your Governing Documents, a sample Resale Disclosure Package and start up 

funds. 

 

Your new Community Manager and our accounting department will;  

¶ Review all operations contracts, documents and statements. 

¶ Ensure the day-to-day operations of the association continue smoothly. 

¶ We will request all necessary documentation from the prior company such as plats, plans, 

recorded documents, contracts, audits, and unit owner history.  

¶ The Managing Agent will provide training for Board Members and committee members, 

if needed, regarding responsibilities and duties as necessary to their respective positions. 

 

Some of the items that will be addressed early in the transition process include: introducing 

ourselves to each of your associationôs vendors and contractors, opening new bank accounts 

(when necessary), and working with the associationôs auditor and legal counsel to ensure that the 

associationôs finances are in order.   

 

We recommend that the Association consider our Transition Services Package which will 

commence 30 days prior to your current management companyôs departure. This will allow NRP 

sufficient time to contact all unit owners and review all of your recorded documents, establish 

bank accounts, familiarize and evaluate the financial status of the Association while your current 
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management company is still obligated to your association.  We will then report our findings to 

the Board.   
 

Transition Plan / Check list 

 

ü The Agent shall strive to make the transition process as smooth as possible, for the 

Association, by structuring a thoughtful transition plan with the Board of Directors.  The 

process will typically take 30 to 60 days to complete.  The immediate goals of the 

transition plan shall include; 

 

a. Secure the funds of the association 

b. Inform the membership in a professional and timely manner of the pending change in 

management 

c. Instruct membership regarding how to make assessment payments in the future 

d. Inform the members of managementsô contact information 

e. Obtain all owner unit files and unit owner transaction lists 

f. Identify and secure historical and operations documents required for the smooth 

operation of the community. 

 

ü VERIFY UNIT OWNERSHIP of all members through county records search. 

 

ü REVIEW AND SCAN ALL ASSOCIATION GOVERNING DOCUMENTS. The Agent 

(NRP), shall review and scan all of the Associationôs governing documents, as 

appropriate, including the Associationôs Declarations, By-Laws, Architectural Covenants 

and Restrictions, Resolutions and the rules and regulations  in a format that will allow the 

documents to be researched an edited, as necessary. 

 

ü ASSOCIATION RECORDS.  The Agent shall review and familiarize itself with the 

Board policy resolutions, rules and regulations, the Associationôs contracts and contract 

files, books of meeting minutes, general correspondence, correspondence related to 

exterior modifications and rules violations. 

 

ü FINANCIAL REVIEW.   The Agent shall review all of the Associations financial status 

reports to ensure compliance with the current audit standards and all subsystems are 

reconciled with the General Ledger and all other financial reports. 

 

a. Review past audits 

b. Input unit owner information 

c. Establish bank accounts 

d. Review previous years audit 

e. Review previous years General Ledger, compare to current year budget  

 

ü ANNUAL REGISTRATION / Annual Meeting.  The Agent shall review the 

Associationôs records to determine and verify the terms of each of the Board members.  

The Agent will also verify the corporation status of the Association and confirm that the 

annual registration with the CIC (Common Interest Community) Board is current. 

 

a. Confirm existence and Board approval of; 

i. Cost of Records Resolution 

ii. Complaint Resolution 

 

ü INSURANCE.  The Association must carry insurance coverage in accordance with the 

Association documents and CIC requirements of the POA Act.  The Agent shall review 

the Associationôs insurance policies to determine and verify that all policies are current 
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and written according to the Association Document, the Virginia Condo Act and the 

Virginia Property Owners Act requirements 

 

ü REVIEW OF PARKING AND TOWING POLICY.  The Agent shall review the current 

parking and towing policy to determine whether the current vendor is operating within 

the guidelines of the policy.  Agent will also advise the Board as to whether the existing 

policy needs to be amended or modified to include the services such as Fire lane painting. 

 

ü LANDLORD/TENANT REGISTRATION POLICY. The Agent shall review the 

Association documents and maintain records concerning owner occupied and investor 

(rental) units.  

 

ü GROUNDS MAINTENANCE.  The Agent shall review the existing contract and 

schedule a meeting on site with the contactor.  The Agent will request proposals for 

landscape enhancements, watering proposal options and recommendations for the 

landscape professionals. 

 

The Agent shall not provide the following services: 

 
The Agent shall not provide an audit of the Associations financial books, records and accounting 

procedures.  The Agent shall work with the Associationôs designated auditor. 

 

The Agent shall not prepare Federal and State income tax returns for the Association.  The Agent 

shall make information available to the tax preparer in a timely manner. 

 

The Agent shall not make investment decisions on the placement of Association money.   

 

The Association shall provide appropriate information to enable the Agent to carry 

out its obligations including but not limited to the following: 

 
Recorded plats, minutes of meetings, or such documents necessary for background information 

for proper management of Association business. 

 

All contracts, which have heretofore been entered into on behalf of the Association (e.g. 

insurance, landscaping & trash).   

 

The Annual budget for the Association approved by the Board of Directors. 

 

All Board actions affecting the administration, management and financial Operation of the 

Association (e.g., those relating to the amount of income, insurance and other expense items). 

 

The recorded Governing Documents of the Association. 

 

 

 
 

 

 
 



 30 

 

Sample Transition Letter - sent to new members  
 

         

July 10, 2013           

         

Dear XYZ  Homeowners,                                                                                                                                      

 

I hope this letter finds you well.   

 

As you have just read, the XYZ  Board of Directors has announced that National Realty Partners 

(NRP) have been selected as your associationôs property management company effective August 

1
st
, 2013. 

 

NRPôs clients include homeowner associations, condominium associations, cooperatives, as well 

as office and retail properties throughout Northern Virginia and Washington, D.C.    

 

NRP enjoys a solid reputation in the areas of customer service and project management.  We 

believe our success to date is a direct result of the commitment to our corporate values and 

beliefs;   

 

¶ We believe our associates are our most valuable assets, for the simple reason that they are 

responsible for taking care of you. 

¶ We believe in hiring and retaining the very best people in our industry;  we hire for 

attitude and train for skill. 

¶ We believe in integrity, fairness and in high professional and ethical standards.   

 

NRPôs primary goal is to enhance home values through sound fiscal and operational systems.  

We approach the management of every community we work with as if we own a home there.  In 

other words, weôll manage your associations with an ownerôs mindset.   

 

NRPôs goal over the coming months, and beyond, is to assist your Board of Directors in all 

aspects of governance concerning your community association.  We will strive to provide 

financial planning and operational expertise in an effort to maximize conditions within your 

association and maintain adequate reserves for current and future maintenance and replacement 

needs. 
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NRP works as a Team in order to better care for our customers.  You will always have one 

primary point of contact, your community manager, but know that there is a very qualified team 

working with her to make sure your needs are met.  The following individuals are part of The 

XYZ  Management Team; 

 

Kristine Caraway, PCAM, CMCA, AMS ï Portfolio Manager, KCaraway@NRPartnersllc.com 

Dalia Martinez, Assistant Manager and Administrative Assistant DMartinez@NRPartnersllc.com 

Krissy Meyer, Accounts Receivable Associate KMeyer@NRPartnersllc.com   

 

Your team members will also include a Director of Financial Services, a legal liaison, and an 

accounts payable clerk.  

 

Office Hours 

 

NRPôs office hours are Monday through Thursday 8:30 a.m. to 5:30 p.m. and Friday 8:30 to 

1:00.    

 

Please note the 1:00 p.m. closing time on Friday.  Due to our industry requirement regarding 

numerous night meetings with our clients, our team typically works more than 40 hours each 

week by Friday morning.  In order to help maintain a quality of life for our team members we 

close early on Friday; however we do have an on-call manager on duty 24 hours each day, 7 days 

per week, 365 days per year. 

 

After Hours Emergencies 

 

If you have an immediate life-threatening emergency, please call 911.  After hours emergencies 

will be monitored 24 hours a day, 7 days each week through our main office afterhours response 

service.  ñAfter hourôs emergenciesò will include life or property threatening situations only 

that fall under the XYZ  HOA authority.  If you have such an emergency after hours, call 703-

476-3639.  The answering service will forward only emergency calls to the manager on call.  All 

other calls will be handled during normal business hours. 

 

Holiday Closings 

 

We observe the following major holidays each year: 

ü New Year's Day 

ü Memorial Day 

ü Independence Day, July 4th 

ü Labor Day 

ü Thanksgiving Day 

ü Day after Thanksgiving 

ü Close at 1:00 PM Christmas Eve 

ü Christmas Day 

ü Close at 1:00 PM New Year's Eve 

 

 

 

Unit  Owner Assessment Payments 

 

All payments made by personal check must be mailed to the bank lockbox for internal control 

and security purposes.  All checks should be made payable to XYZ and mailed to: 

  

mailto:KCaraway@NRPartnersllc.com
mailto:DMartinez@NRPartnersllc.com
mailto:KMeyer@NRPartnersllc.com
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XYZ  

P.O. Box 3068 

Oakton, VA 22124 

 

The next payment is due October 1
st
, 2014. 

 

We will send you an invoice with a single coupon for the 4
th
 quarter 2014 assessment payment.  

You will receive an assessment payment coupon booklet for the 2015 in the month of December 

2014. If you wish to utilize your personal bank accounts ñBill Payò option, please direct those 

payments to the lock box address shown above making sure to include your XYZ  address and 

your NRP account number.  You will receive this account number with your October 1
st
 invoice, 

if you need it sooner, please contact Krissy Meyer via e-mail KMeyer@NRPartnersllc.com . 

 

You may also sign up to have your payment automatically drawn from your bank account; this 

process is commonly known as an ACH payment or Direct Debit.  There is no charge for this 

service.  If you wish to utilize this service, please complete the enclosed form and return it to the 

main NRP office, 365 Herndon Pkwy, #106, Herndon VA 20170.  Please include a voided 

check.  If you do not use checks, please contact your A/R Associate.   

 

Due to the change in management companies, any existing arrangements you may have for 

Direct Debit or òBill Payò services are no longer valid. 

 

We look forward to working with your XYZ Association Board of Directors and serving the 

owners and residents of your wonderful community. 

 

Best Regards,  

 

 

 

Jim Foley 

President 

National Realty Partners, LLC, AAMC 

365 Herndon Parkway, Suite 106 

Herndon, Va. 20170 

 

Enclosure:  Direct Debit Application Form 

 

 

 

 

 

 
 
 

mailto:KMeyer@NRPartnersllc.com
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Sample Transition Letter - sent to former management company  
 

Mr. John Smith 

Director 

ABC Condominium         October 24, 2014 

1234 Place Rd.  

Alexandria, VA 22314 

 

Via: U.S. Mail and E-mail 

 

 

Dear Mr. Smith, 

 

 

I hope this letter finds you well.   

 

I was given your name and contact information by the ABC Unit Owners Association President, Mr. 

Main. 

 

National Realty Partners, LLC (NRP) has been selected as the new management agent for the ABC Unit 

Owners Association Unit Owners Association effective January 1, 2015.  We will begin the transition 

effort December 1, 2014. 

 

I have listed below a checklist indicating the items we will need as soon as is reasonably possible in order 

to begin the transition process.  We would greatly appreciate receiving the following eight (8) items 

within the next five business days, preferably via e-mail:  

 

ü Federal Tax I.D. number and a copy of correspondence from the IRS confirming the EIN number, 

or a copy of the most recent tax returns.  

 

ü Current property address list in electronic format (e.g. MS Word or Excel), including each 

owner's, name, alternate mailing address, if applicable, phone numbers, and settlement date.  

 

ü The current assessment level for each unit owner.  

 

ü Approved operating budget for the 2015 fiscal year.  

 

ü Delinquency procedure, including approved late fees, the established ñlate dateò and the 
Collections Resolution.  

 

ü A complete copy of the Association's Resale Disclosure Packet.  
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ü Copy of the most recent bank statements (operations and investments) with names of signature 

authorities. 

 

Also needed immediately; a check for Operating Funds in the amount of $10,000 made payable to 

ABC Condo. 

 

I.  Items needed three weeks before Date of Transition 

 

A) Administrative  

i) Legal Documents (By-Laws, Declaration, Articles of Incorporation) 

ii)  All Minutes of Board Meetings, Annual Meetings, Special Meetings, etc. 

iii)  Board of Directorsô Listing (addresses and telephone numbers) 

iv) Annual Meeting Information 

v) All Board Resolutions 

vi) Community Calendar 

vii)   Deeds, Easements and Rights of Way 

 

B) Operational  

i) Service Contracts for all vendors  

ii)  Licenses & Permits 

iii)  Reserve Study and updates 

iv) Insurance Information 

(1) Property Insurance Files (includes agentôs name and telephone number) 

(2) Pending Insurance Claim File 

(3) Certificate of Insurance 

 

C) Financial 

i) Audit Files 

ii)  Tax Return Files 

iii)  Accounts Payable: 

(1) Utility Account Numbers 

(2) Copies of correspondence to vendors/contractors and utility companies advising of 

change in management company. 

(3) Vendor Files 

 

II.  Items needed two weeks after the Date of Transition 

 

A) Administrative  

i) Legal Correspondence 

ii)  Management Reports 

iii)  ARC 

(1) Architectural Inspection Sheets/Logs, Applications and Guidelines 

(2) Applications 

 

B) Operational 

i) Plats & Plans (if available) 

 

C) Financial 

i) Funds 

(1) Balance of Operating Funds 

(2) Check for Reserve Funds Held in Passbook Savings or Money Market Accounts 

(3) Certificates of Deposit (if any) 

(4) Treasury Bills (if any) 

ii)  Financial Statements for current year through date of transition 
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iii)  Accounts Receivable: 

(1) Delinquency List as of Date of Transition 

(2) Legal Collection Files (those which have been turned over to the Associationôs attorney 
for collection) 

(3) Unit Owner Files 

iv) Accounts Payable: 

(1) Open Invoices 

v) Investment Files 

 

 

Please advise us as soon as these items are available so we may arrange for them to be picked up.  

 

If you have any questions, please feel free to call me directly at 703-435-3800 or you may contact our 

Director of Financial Services (Libby Lane) via e-mail LLane@NRPartnersllc.com .   You may also 

contact Sheila McMullan, Portfolio Manager, if needed.  Sheila can be reached by calling 703-435-3800 

or via e-mail SMcMullan@NRPartnersllc .com 

 

Thank you in advance for your time and assistance.  

 

Sincerely,  

 

 

 

Jim Foley 

President / Partner 

National Realty Partners, LLC 

mailto:LLane@NRPartnersllc.com
mailto:SMcMullan@NRPartners.com
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Section IV  

Enhanced Architectural Inspection Service 

& Guideline Enforcement 
 

Our Team works with your Team to     

maximize community appearance and curb appeal,  

one of the key factors when determining property values. 

 

 
 

Consistent with your Governing Documents. 

Consistently applied. 

Consistently enforced. 

Homeowners 
Association 

Board of 
Directors 

Architectural 
Committee 

Architectural 

Inspection 
Team 

Architectural 
Dept. 

Manager 

Community 
Manager 
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Architectural Review Committee (ARC) and Covenants Enforcement 

 

With the exception of creating and adhering to a sound financial management plan, this area of 

association governance is arguably the most important factor regarding maintaining and or 

enhancing home values.  

 

Along with your portfolio manager and Arch Committee, NRP has a dedicated staff of architectural 

administrators who handle matters that fall within the scope of responsibility of a clientôs Architectural 

Review Committee (ARC).   

 

We take the ARC inspection process very seriously.  We handle these issues differently than most other 

association management companies.  We actually split the function into three distinct categories; 

 

1. Common Area concerns ï such as; safety issues, maintenance issues, etc.  Our portfolio 

managers are expected to visit each property within their portfolio multiple times each month.  

During these visits, the portfolio manager will tour the community with the onsite manager 

and verify that action has been taken on these types of concerns.  

 

2. Minor Owner violations  ï including, but not limited too, trash cans, lawn care, balconies 

and other minor exterior architectural violations.  We typically use ñdoor hangerò notices as 

the initial means of contact for these violations.  This is a nice way to say ñHi, weôve made a 

note of this violation, thank you in advance for correcting the matterò.  If that notice is 

ignored and we need to be more direct in our approach, we send a violation letter and react 

accordingly thereafter; the cost of violation letters is outlined in the attached Schedule A list 

of fees.  
 

3. Enhanced Covenants Inspection Service (see ñSchedule Bò attached) ï Enforcement of 

architectural violations associated with exterior maintenance and or covenants violations, etc. 

that the home owner is directly responsible for.  These inspections are coordinated with the 

Associationôs Board of Directors and are very detailed and carefully documented (both 

photographically and in Excel Spreadsheet format).  The inspection service includes the 

initial inspection, consultation with home owners, a grace period to complete the work (as 

directed by the Board), a follow up inspection and (if needed) Hearing notices and court 

testimony. 
 

Our Arch team will use their iPads to photograph an arch violation (based on UMCA By 

Laws and Board input), the photo is then sent via cell signal to our servers in the NRP main 

office.  At that point, a letter is automatically created with the photo and explanation of the 

violation.  The letter is automatically addressed using GPS technology and our system 

information and can be mailed out before the Arch Team returns to the office. 

 

A far greater focus and dedication to detail, documentation, tracking and follow up must be 

made when dealing with unit (or home) owner violation notices that may someday be 

contested in a court of law.  As stated above, these inspections are handled by our 
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Architectural Department  in close cooperation with the Board and Arch Committees.   

 

Items # 1 and 2 above are included in our Full Service Contract.  Item #3, Enhanced Covenants 

Service, is handled under a separate contract and there is an extra charge for this service. Please 

see the attached ñSchedule Bò ï Enhanced Covenants Inspection Servicesò.    
 

See pages 69-70 for a detailed Enhanced Arch Review & Enforcement contract for Old Mill .   

 

As stated above, the basic full service agreement (or management contract) would include violation 

notices sent by your manager as he or she inspects the community.  The best way to describe the 

differences between the two types of inspection services would be to say that the manager would focus on 

those ñpesky issuesò typically found in the common areas, such as trash can violations and other minor 

infractions.  And, the NRP ARCH Team would focus on the major types of architectural or maintenance 

violations found on the homes within your association.   

 

So, to summarize, itôs essentially common area issues vs. home owner issues.  We believe itôs very 

important that the manager give their immediate attention to common area violations and allow the NRP 

ARCH team to work directly with the home owners on the ñlarger violation issuesò associated individual 

homes.   

 

Architectural Design Change Requests 

Our Arch Team will review incoming applications, check each application to confirm the completeness of 

the application, and forward the completed applications to your Architectural Review Committee (ARC).  

Once the ARC has made a decision on a given application, the decision is forwarded to the staff at NRP, 

and appropriate correspondence is created and forwarded to the applicant.   
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Property Management Edition (PME)  

Work Order and Violations Software  

 

 
  


