Management Contract

(Puruant to Section 50 Unit Titles (Management) Act 2011)

Whereas

A
 the Owners Corporation of Units Plan No.XXX (”the Owners Corporation”) [.address] by ordinary resolution, resolve to enter into a management contract with ABCD Pty Ltd  (“ABCD”), and

B
ABCD agrees to provide management services to the Owners Corporation

It is hereby agreed that

1 This contract commences on [date]


2 The term of this contract is one calendar year.


3 This contract may be renewed by mutual agreement.


4 This contact terminates one calendar year from commencement unless renewed or a similar contract is entered into.


5 This contract may be terminated at any time by mutual agreement.


6 ABCD will provide the Agreed Services set out in Schedule A to this contract.


7 The Owner Corporation will pay ABCD an annual fee of $$$$, including GST, for the Agreed Services.  [Negotiate whether the payment will be in advance or arrears and whether there will be any discount for payment in advance.] 

8 This annual fee assumes that ABCD, as authorised distributors and representatives of CHU and SUU, will receive a rebate, discount or commission for the entering into or renewal of a contract of insurance with one or other of CHU or SUU.  If the Owners Corporation does not enter into or renew a contract of insurance with one or other of CHU or SUU, the Owners Corporation agrees to pay an one-off additional annual fee of [suggest 20% of the expected cost the coming years insurance.] $6500.00  

9 The Owners Corporation may request additional services (the Additional Services’) as set out in Schedule B to this contract.


10 ABCD will provide the Additional Services if and when requested.


11 The Owners Corporation will pay ABCD the fees set out in Schedule C to this contract for any Additional Services so provided 


12 For the avoidance of confusion, this contact is a contract for the provision of services and does not create an agency.  No authority is delegated to ABCD except that necessary for the provision of the Agreed Services and Additional Services, if any.


13 Notices may be delivered to ABCD by mail to [address], by facsimile to [number] or by email to [email address].


14 Notices may be delivered to the Owners Corporation by mail to Owners Corporation Units Plan No.?? at [address] or by email to [email address].
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Schedule A – Agreed Services

Accounting services

1. Establish and operate a bank accounts or accounts with an authorised deposit-taking institution in the ACT as required by the Agents Act 2003.

2. Keep books of account covering all income and expenditure and all assets and liabilities of the Owners Corporation as Required by Part 2.1(1)(f) of Schedule 2 of the Unit Titles (Management) Act 2011.

3. Prepare annual financial statements in accordance with the requirements of Part 2.2 of Schedule 2 of the Unit Title (Management) Act 2011.

4. Ensure the Owners Corporation’s liabilities under taxation legislation are met, including checking tax invoices, supplying ABN details, payment of PAYG, the preparation and lodgement of annual tax returns.

5. Prepare and distribute levy notices. 

6. Prepare and distribute invoices [if appropriate].

7. Send out reminder notices for all levies and rentals which have been outstanding for more than 30 days

8. Initiate debt recovery action for all levies and rentals which have been outstanding for more than 60 days.  Debt recovery costs may be debited to the Owners Corporation, but are to be recovered from the debtor.

9. Pay invoices on behalf of the Owners Corporation.

10. Reconcile the Owners Corporation’s bank account or accounts at least monthly.

11. Prepare the Administrative Fund budget ,Sinking Fund budget and any other Special Purpose Fund budget

12. Manage all Administrative, Sinking Fund and any other funds of the Owners Corporation.

13. Provide a monthly financial spreadsheet to the Treasurer, or provide the Treasurer with access to any accounting used by the Manager for him/her to produce financial statements sufficient for him/her to comply with section 43(f) of the Unit Titles (Manageemnt) Act 2011.

Insurance
1. Prepare and lodge routine insurance claims. The Manager warrants that it is able to do these tasks as an authorised representative or distributor of the insurers. Arrange insurance valuation as required.

2. Obtain quotes for insurance renewal as requested and subject to the FSRA (Financial Services Reform Act).

3. Renew insurances (according to instructions).

Secretarial
1. Maintain corporate register in accordance with section 113 of the Units Titles (Management) Act 2011 and provide access to that register in accordance with section 116 of the Act at the fee prescribed in the Regulations.

2. Provide Unit Title Certificate in accordance with section 119 of the Unit Titles (Management) Act 2001 at the fee determined by the Minister.

3. Record and retain notices required by section115 of the Unit Titles (Management) Act 2011.

4. Administer common seal when required by the Unit Tiles Act 2001 or the Unit Titles (Management) Act 2011.  Any other use of the common seal must be specifically authorised by the Executive Committee.
5. ‘Welcome Pack’/Introductory Letter sent to all new owners.  

6. Attend to routine communication via fax, email, verbal, letter, etc.

Meetings
1. Prepare and distribute notices of Annual General Meetings.

2. Attend Annual General Meetings held inside/outside office hours whenever the meetings are called.

3. Prepare and distribute minutes of Annual General Meetings.

Articles & Other
1. Answer queries from Executive Committee about the Articles and answer general enquiries.

2. Liaise with up to three nominated Executive Committee Members on various matter in relation to the Units Plan.

Schedule B – Additional Services*

General Meetings other than the Annual General Meeting

1. Prepare and distribute notices of General Meetings.

2. Attend General Meetings held during office hours.

3. Attend General Meetings held outside office hours.

4. Prepare and distribute minutes of General Meeting.

Insurance
1. Prepare and lodge non-routine insurance claims.   The Manager warrants that it is able to do these tasks as an authorised representative or distributor of the insurers. 

2. Claims administration and other activities involved in minimisation of loss, liaison with loss adjusters and other related activities.

3. This should be in the body of the contract and the quantum or a formulae for its calculation should be specified.

Other Services
1. Any other services requested by the Executive Committee (that are not agreed services) that can be provided by the Manager.

Schedule D – Additional Services Rates
	Item
	Charge (including/excluding GST)
	Unit

	Adjourned/other meeting charge during business hours
                                                                 after hours


	
	per hour (minmum1 hr)

	Attending property weekends/public holidays
	
	per hour

	Attending meetings at a venue other than agent’s office within office hours
	
	per hour

	Attending meetings outside office hours (weekdays)
	
	per hour

	Attending meetings outside office hours (weekends or public holidays)
	
	per hour

	Hourly rate for accounting staff
	
	per hour

	Hourly rate for administrative staff
	
	per hour

	Hourly rate for Principal/Director
	
	per hour

	Hourly rate for Senior Strata Manager
	
	per hour

	Hourly rate for Strata Manager
	
	per hour

	After hours call out
	
	per incident/event

	Section 75 certificates & requistions
	
	at cost

	Photocopying – standard 
                             colour
	
	Per copy

Per copy

	Postage – additional
	
	At cost

	Organising additional swipes/fobs/keys
	
	Hourly rate

	Word processing -
	
	Hourly rate

	BAS preparation including checking tax invoices. (Note that there is an acountant’s fee of about $88 per quarter in addition to this)
	
	


