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Here are the most important 
points to include on an 
interview form that will help 
you effectively evaluate 
applicants.

Rate Employment Applicants on 
Key Criteria Before Hiring
No matter what industry you work in, finding and hiring good 
employees is difficult. While the economy has recovered, there are 
still many jobseekers who apply for jobs that they are unqualified for, 
just because they need employment. And a candidate who seemed 
like a good choice for your community might end up not having the 
experience or attitude that’s necessary to help manage an association.

Whether you’re interviewing potential managers or just day-to-day 
staff, conducting good interviews and then comparing and contrast-
ing the applicants based on criteria important to your community or 
management company is the key to successful hiring. But by the time 
you complete the interview process, you may not remember enough 
details of the applicants’ responses to make the best decision. So to 
ensure that you get all the information needed to evaluate applicants 
and make good hiring decisions, prepare a list of key criteria on 
which to rate applicants. And include that list in a form that you can 
use to guide your questioning during the interview and to promptly 
record your comments after the interview.

Like our Model Form: Use Interview Form to Make Hiring Decisions, 
your interview form should include the following most important 
points to help you effectively evaluate applicants. Adapt this interview 
form for your hiring situation.

How Interview Form Helps
Using an interview form can help you in the following ways:

Benefit #1: Serves as guide for conducting interview. If the inter-
view form lists the key criteria for rating the applicant, interviewers 
can use it as a reminder of the information needed. It will prompt 
them to ask each applicant all the necessary questions.

Benefit #2: Helps ensure consistent interview process. You want 
to make sure that interviewers evaluate all applicants for the same 
position consistently. To complete the form properly, interviewers 
must get the same information about each applicant. And if several 
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people meet with an applicant, you’ll be able to easily compare their evaluations 
because they’re on the same form.

Benefit #3: Saves time. If interviewers get all the needed information the first 
time, the applicant won’t have to return for another interview.

Benefit #4: Helps create database of applicants. You can save completed inter-
view forms to create an applicant database. This database could be invaluable 
if you have a similar opening later. For example, if several applicants who inter-
viewed for a manager position meet the requirements, you can save their forms 
for future consideration. Then next time you have a similar position available, 
you can review the forms and possibly contact one or more of the applicants.

Benefit #5: Helps prevent and defend against lawsuits. If an applicant claims 
that he or she wasn’t hired because of age, gender, or race discrimination, the 
forms may show that there was a valid nondiscriminatory reason for not hiring 
the applicant. The forms may also show that other applicants were more qual-
ified for the position. This may discourage the applicant from continuing the 
claim or help to defeat the claim in court.

Make Sure Form Includes Important Information
To make sure interviewers get the right information about applicants, your form 
should cover basic information. Here’s what to include on the checklist:

Identify applicant. The form should ask for the applicant’s name and contact 
information. If possible, interviewers should fill in this information before the 
interview and then confirm it at the interview [Form, Pt. A].

(continued on p. 3)
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Indicate applicant’s willingness to travel/relocate. If the form includes a 
box to indicate the applicant’s willingness to travel and/or relocate, interviewers 
will be reminded to describe any travel and relocation that the position entails 
[Form, Pt. A].

Specify position being filled. It’s critical that the form states the position appli-
cants are interviewing for. That prompts the interviewers to ask questions geared 
to the position [Form, Pt. B].

PRACTICAL POINTER: If you have position descriptions, tell interviewers to use 
them in conjunction with the form [Form, Pt. C]. They give the interviewer the pre-
cise qualifications required for the position, its responsibilities and duties, and what 
characteristics the applicant should have.

Give Interviewer Instructions
Include additional instructions for the interviewer, besides telling her to look 
at the appropriate position description. The instructions should explain that 
the form lists criteria to help the interviewers evaluate the applicant. Our form 
asks the interviewer to rate the applicant for each of these criteria by checking 
off the appropriate rating box. There are four rating boxes: applicant lacks the 
minimum requirements for the position, applicant meets them, applicant exceeds 
them, or the criterion isn’t applicable to the position. This format works better 
than a numerical rating, such as 1–10, because different interviewers are more 
likely to interpret it consistently. The form also leaves room for the interviewer to 
fill in comments on how he or she reached that particular rating.

Also, tell interviewers that their questions and evaluations should be based only 
on job-related criteria. And let them know that the hiring decision isn’t based 
solely on any one item on the form. If interviewers think that their comments 
alone will determine whether an applicant is hired, they may be afraid to com-
plete the form candidly [Form, Pt. C].

List Evaluation Criteria
Interviewers should use to following criteria to rate applicants:

Industry training. Applicants’ resumes will show their formal education, but 
may not indicate whether they have the industry training required. So interview-
ers should ask about it.

They should tailor their questions to the position. For example, they should 
ask applicants interviewing for a manager position whether they are licensed 
or registered with the state (if applicable), whether they’ve been certified by the 
National Board of Certification for Community Association Managers (NBC-
CAM) or hold designations offered by the Community Associations Institute 
(CAI) or similar accrediting organizations. The interviewer could also ask 
applicants whether they’re active in the local CAI chapters and what professional 
management development courses or conferences they’ve attended recently 
[Form, Pt. C, Q1].

Rate Applicants
(continued from p. 2)

(continued on p. 4)
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Make sure interviewers inquire only about membership in professional or trade 
organizations. Asking an applicant about membership in social organizations 
may be considered discrimination.

Prior work experience. You want interviewers to determine whether applicants 
have related work experience. Have interviewers refer to the job description and 
ask applicants whether they’ve performed the duties on it. For example, if the 
position is for a manager, the interviewer could ask applicants whether they’ve 
dealt extensively with local contractors and successfully handled problem resi-
dents [Form, Pt. C, Q2].

Growth potential. Have interviewers evaluate whether applicants have growth 
potential or are interested in a position with growth potential. Try to learn 
whether this job is something important for the applicant or simply another step 
in their career path. He suggests asking where applicants see themselves in five 
years and gauging the response for honesty and focus. For example, an applicant 
might say that in the future he would aspire to be a manager for multiple proper-
ties [Form, Pt. C, Q3].

Communication skills. You want interviewers to find out whether applicants 
have the oral or written skills needed for the position. They can do thus by con-
sidering how applicants present themselves. Do they answer questions directly 
or otherwise get their points across? Could they communicate adequately with 
other employees or outsiders they might have to deal with?

Interviewers should also review written work by applicants if writing skills are 
relevant to the position. Ask applicant to prepare a sample letter to bring to the 
interview to show how they might handle a specific problem. For example, ask 
the applicant to write a follow-up letter to a resident who repeatedly violates pet 
rules [Form, Pt. C, Q4].

Work ethic. You want interviewers to evaluate whether applicants have the 
required discipline and organizational skills, interviewers can ask applicants what 
time-management system they use on a daily basis or how they prioritize their 
daily activities. Listen to the way the applicant describes his past work achieve-
ments and projects. Does the applicant say things that show a willingness to work 
hard? Interviewers should determine whether the applicant describes his past work 
duties as a member of a team or seems to take all the credit [Form, Pt. C, Q5].

Overall assessment. It’s important to get an overall assessment of whether 
applicants are suitable for the position. In the comments section here, interview-
ers can summarize their thoughts on applicants, including whether to hire them, 
not hire them, or consider them further, and why. For example, an applicant may 
lack the desirable computer experience, but the interviewer could point out the 
applicant’s strong organizational skills and growth potential as a counterbal-
ance. Or if teamwork is encouraged at your community, and an applicant seems 
like a team player, the interviewer could comment on that [Form, Pt. C, Q6].

PRACTICAL POINTER: Don’t forget to have interviewers sign the form. After the 
form is completed, the interviewer should sign the form and date it. This is a record 
of who did the interview and when. Whoever makes the ultimate hiring decision can 
then compare each interviewer’s comments on each applicant. ♦

Rate Applicants
(continued from p. 3)
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MODEL  
FORM

Use Interview Form to Make Hiring Decisions
The following interview form includes the key criteria on which to rate an applicant 
for employment at your community. It also gives interviewers a chance to explain their 
answers in their own words. You can adapt the form for your hiring process.

PART A. APPLICANT INFORMATION

Name _________________________________________________________________________________________________________________

Tel.: Home ___________________________________  Work ______________________________  Cell _______________________________

email  ________________________________________________________________________________________________________________

Open to Relocation ❏ Yes ❏ No Open to Travel ❏ Yes ❏ No

PART B. POSITION TO BE FILLED: 

PART C. EVALUATION CRITERIA

Instructions: Below is a list of criteria to consider for each applicant. Use these criteria, in conjunction with the position 
description, as a guide in questioning the applicant and to evaluate each applicant. Check the rating box for each criterion that 
best assesses the applicant’s qualifications. Then explain the rating in the comments section. Ask only job-related questions, 
and base your evaluations solely on job-related factors.

The decision to hire an applicant will not be based solely on the criteria and ratings in this form. Additional factors such as 
references, availability, and testing will be used to make the final decision.

1. Industry Training. Does applicant have the industry training required for this position?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

2. Prior Work Experience. Does applicant have prior work experience, specialized skills, and abilities that are applicable to 
this position?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

3. Growth Potential. Does applicant appear to have the ability to assume more responsibility in the future?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

4. Communication Skills. Does applicant have the oral or written skills that are necessary for this position?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

5. Work Ethic. Does applicant have the discipline and organizational skills required for this position?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

6. Overall Assessment. Overall, is applicant suitable for this position?

❏ laCks miNimum requiremeNTs ❏ meeTs miNimum requiremeNTs ❏ exCeeds requiremeNTs ❏ N/a

CommeNTs __________________________________________________________________________________________________

iNTervieWer’s Name _____________________________________________________________________________ daTe of iNTervieW _________________________

iNTervieWer’s sigNaTure __________________________________________________________________________________________________________________

INTERVIEW EVALUATION
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IN THE NEWS

Survey: Crowds, Noise, and Neighborhood Safety 
Are Top Halloween Issues at HOAs
Following on the heels of Halloween, the Community Association Institute 
(CAI) released the findings of a research study that addressed the issues that pop 
up in planned communities on that holiday. According to the survey, 93 percent 
of respondents said their association hasn’t made any changes to its community 
policies regarding Halloween. However, 86 percent of those surveyed report their 
association doesn’t have special rules for the spooky day, and 83 percent report 
their community doesn’t have a policy for neighborhood trick-or-treating.

What are the challenges facing community associations on Oct. 31? Twenty-two 
percent of communities report they hire extra security and enlist the help of 
the neighborhood watch volunteers. In addition, 13 percent of respondents said 
increased noise is a concern, and 16 percent report growing crowds can affect 
neighborhood festivities.

Trick-or-treating is a Halloween custom for millions, and with 338,000 commu-
nity associations in the U.S., it can also be a challenging time for associations, 
said Tom Skiba, CAI chief executive officer, in a press release. “Our members 
work tirelessly to ensure the safety of their association residents and preserve the 
character of the community,” he noted.

So how do community associations celebrate the Halloween spirit? As commu-
nities search for ways to keep children safe and get a handle on traffic concerns, 
the survey found “trunk-or-treating” is becoming a widely popular alternative 
to walking from house to house. A tradition most commonly found in southern 
states, trunk-or-treating involves neighbors gathering at a church or community 
parking lot to decorate car trunks to welcome trick-or-treaters. The survey also 
found the most common neighborhood celebrations include parties, parades, 
and decoration and costume contests. ♦

Q&A

Ridding Community of Graffiti

Q Unfortunately, since the presidential election, there have been several 
incidences of graffiti in our community, referring to some of the politi-

cally charged campaign messages. We’ve never had a problem with any kind of 
vandalism in the past. What steps should we take now?

A Besides being unsightly, graffiti leads to other problems. It annoys mem-
bers, diminishes curb appeal, lowers the quality of life at your community, 

and invites additional crime. But a community that’s clean, well maintained, and 
free of graffiti sends the message that the association enforces its rules. And that 
makes for a safer community. That’s why it’s important to take the following five 
steps to rid your community of graffiti.

(continued on p. 7)



COMMUNITY ASSOCIATION MANAGEMENT INSIDER© 
7

JANUARY 2017

© 2017 by Vendome Group, LLC. Any reproduction is strictly prohibited. For more info call 800-519-3692 or visit www.CommunityAssociationInsider.com

Step #1: Make your community a less tempting target. As a first step, do 
everything you can to discourage anyone from scrawling graffiti at your commu-
nity. There are three effective measures: (1) providing adequate security at your 
community, with regular patrols of the grounds and common areas; (2) installing 
motion-sensitive lights or sprinklers at graffiti-prone areas that turn on when 
motion is detected; and (3) planting shrubs and vines in front of walls to make 
these blank spaces less tempting to attention-seeking graffiti artists.

Step #2: Clean up graffiti within 24 hours. Despite your efforts at preventing 
graffiti, it still might happen. When it does, clean up the graffiti right away—
within 24 hours if possible. The longer graffiti is left on a surface, the harder it is 
to remove—and the more it encourages further incidents and contributes to the 
problems described above.

Your cleaning options depend on the surface—such as wood, metal, brick, 
concrete, stucco, glass, or plastic—on which it appears, and what was used to 
make the graffiti, such as paint, markers, crayons, or scratching. Here are some 
cleanup suggestions:

✦ Replacing surface. You may have to replace some surfaces such as 
scratched glass.

✦ Painting over surface. You may be able to paint over some surfaces, partic-
ularly those that were already painted.

✦ Removing graffiti. Here are some examples of graffiti removal methods. 
You may have to use more than one.
• Apply cleaning solutions.
• Scrub or scrape the surface.
• Blast with sand or soda.

Step #3: Prosecute offenders and discipline members who create graffiti. If 
you catch members, guests, or anyone else scrawling graffiti at your community, 
call the police. Follow through by prosecuting the offenders. If the offender is 
a member, take disciplinary action against him, such as imposing a fine. This 
will send the message that you won’t tolerate even one instance of graffiti at the 
community.

Step #4: Consider protecting surfaces with anti-graffiti treatments. There 
are treatments, paints, and coatings that can protect painted and unpainted 
surfaces, such as brick, concrete, stucco, wood marble, metal, and tile from per-
manent damage from graffiti. Once applied, these treatments impose a barrier 
between graffiti and the original surface, and make cleaning graffiti much easi-
er—sometimes with hot water alone. These treatments are particularly effective 
for preventing permanent scratch marks on glass, plastic, or metal.

The cost of anti-graffiti treatments depends on whether you do it yourself or 
have a professional graffiti removal company perform the work, the type of 
surface to be treated, and how large an area you want to treat. The cost is often 
calculated on a per-square-foot basis.

Step #5: Participate in neighborhood watch. Ask your association’s attorney 
about whether it’s wise to join or form a neighborhood watch group with neigh-
bors in your community to band together to combat graffiti and improve the 
quality of life in the area. ♦

Q&A
(continued from p. 6)
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RECENT COURT RULINGS

➤  Member’s Settlement with Association 
Precluded Subsequent Lawsuit

FACTS: An association member complained to the community’s management 
company on three separate occasions that an unauthorized car was parked in his 
assigned parking space at the property. The manager told the member to call a 
towing company, but when the member contacted the company, he was told that 
an “authorized” representative of the community would have to request that the 
car be towed. However, the manager refused to call the towing company on the 
member’s behalf. The member sued the association, claiming that the incidents 
had been a “waste of his time” and had cost him $2,000.

The association and the member entered into a settlement agreement to resolve 
the issue, rather than going to court. In the agreement, in exchange for a $1,000 
credit to his association account, the member “released, acquitted, and forever 
discharged the association from all claims that were asserted or could have been 
asserted by him in connection with the dispute.”

Nonetheless, the member sued the association for, among other claims, a depri-
vation of property rights and misrepresentation, namely that the association had 
misrepresented the process that it follows to tow a “trespassing,” or an illegally 
parked vehicle, from a resident’s parking spot. The association asked a trial 
court for a judgment in its favor without a trial.

DECISION: An Illinois trial court ruled in favor of the association.

REASONING: The association argued, and the court agreed, that all of the mem-
ber’s claims, including those that were expressly asserted in the draft complaint 
and those that could have been asserted, were released through the agreement 
that was executed and signed by the parties. There was no genuine issue of fact 
that was left for the court to determine.

• Gorokhovsky v. Bldg. Group, November 2016

➤  Statutory Snow and Ice Liability Protection 
Didn’t Apply to Association

FACTS: A condominium member suffered injuries after slipping on the sidewalk 
outside her building. She sued the association and the association’s management 
company for negligence, alleging that a defective drainage condition and neg-
ligent maintenance of the premises where the defective drain led to pooling of 
water and an unnatural accumulation of ice caused her fall. The trial court ruled 
in favor of the association and the management company; it said that the Illinois 
state’s Snow and Ice Removal Act provided immunity to the defendants. But an 
Illinois appeals court disagreed. It reversed the lower court’s decision, ruling that 

(continued on p. 9)
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the immunity under the law did not bar the member’s lawsuit. The association 
and the management company appealed to the state’s highest court.

DECISION: The Illinois Supreme Court upheld the appeals court’s decision.

REASONING: The association and manager argued that the member’s slip-and-fall 
claim was barred by the immunity provided to residential owners and operators 
under the law who make an attempt to get rid of snow and ice. They asserted 
that because they had contracted with a company to remove snow and ice, they 
had made a good faith effort to safely maintain the sidewalks in the common 
areas in the community.

But the appeals court and Supreme Court of Illinois reasoned that the immunity 
conferred by the act did not apply to the member’s claims “for the simple reason 
that the complaint does not contain any allegations of negligence relating to 
snow or ice removal efforts.” The act requires that the snow or ice that causes 
a plaintiff’s injuries must be the result of the acts or omissions in defendants’ 
actual snow removal efforts,” rather than the result of a premises defect. But in 
this case, the member blamed the accumulated ice on an ongoing alleged defect 
in drainage around the area of the accident.

The purpose of the immunity is to reward those residential property owners who 
voluntarily undertake a duty where there otherwise would be none; the purpose 
wasn’t to encourage the failure to otherwise maintain the premises in a reason-
ably safe condition, said the appeals court.

“The immunity provided under the Act does not insulate defendants from the 
theory of liability in the instant case,” said the appeals court, “because the 
member’s theory of the case is not that defendants negligently undertook efforts 
to remove a natural accumulation of snow or ice from the sidewalk and thereby 
caused an unnatural accumulation of ice on the sidewalk; rather, the member’s 
theory is that the ice formed on the sidewalk in an unnatural way due to an 
otherwise defective condition of the property and that defendants were negligent 
in failing to make reasonable efforts to maintain the property to eliminate the 
danger created after reasonable notice of the condition.”

“The Act provides immunity to residential property owners from claims of 
liability for injuries allegedly caused by icy sidewalks that result from negligent 
snow and ice removal efforts, but it does not extend to immunize them from 
claims of liability for injuries allegedly caused by icy sidewalks that result from 
an otherwise negligent failure to maintain the premises,” the appeals court 
concluded. ♦

• Murphy-Hylton v. Lieberman Mgmt. Servs., December 2016

Recent Court Rulings
(continued from p. 8)
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FEATURE ARTICLES

FEATURES

• Make the Transition to Online Voting for Board Elections

• Strategically Pursue Construction Defect Claims

• Include Four Steps in Age-Restricted Community Resolution

• Put Plan in Place to Prevent and Deal with Fraud

• Handle Death of Member with Diplomacy and Efficiency

• Craft Detailed Records-Management Policy to Shield Association from Liability

• Keep Rules Flexible Without Forfeiting Future Rights

• How to Handle Requests for Assistance Animals

• Review Association Rules to Avoid Family Discrimination Lawsuit

• Protect Association from Negative Online Comments

• Set Expectations for Outside Contractor’s Conduct

• Employ Five-Part Strategy to Prevent Noise Complaints

• Use Targeted Sessions for Board Leadership Training

• Encourage Hesitant Community Members to Fill Vacant Board Seats

• Use Audit to Test Association’s Financial Health

REPAIRS & MAINTENANCE

• Ask for Member Input Before Upgrading Amenities

RISK MANAGEMENT

• Carefully Consider Warning Signs for Wild Animals in Community

• Use Bylaw to Ensure Funds Are Ready for Repairs, Replacements

• Help Member Enforce Restraining Order in Community

• Keep Conference Call Meetings Efficient and Confidential

• Ensure You Won’t Be on the Hook for Violence in Community

• Set Rules to Minimize Hot Tub Risks

• Hold Community Events without Risking Liquor Liability

• Make Sure Fining Bylaw Is Enforceable

• Avoid Falling Victim to Oil-Shorting Scams

ANNUAL INDEX

If you missed any 2016 issues of the INSIDER, just log on to our website, www.CommunityAssociationInsider.com. There, you 
can download PDFs of past issues from our Archive, or you can click on the article titles below:

(continued on p. 11)
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DEALING WITH …

DEALING WITH BOARDS

• Don’t Leave Annual Member Meeting Details for the Last Minute

DEALING WITH CONTRACTORS

• Ensure Right to Collect Legal Expenses from Contractor

• Ensure Work Is Up to Par Before Final Payment

DEALING WITH MEMBERS

• Keep Grip on Meeting Where You Allow Members to Speak

• Inform Member that Assessment Payment and Grievances Are Independent Issues

• Minimize Conflicts and Complaints When Adding New Amenity

• Set Policy for Garage Sale Participation

• Help Members Avoid Improving Prohibited Areas

DEPARTMENTS

Q & A

• Collecting Rent from Delinquent Members’ Tenants

• Banning Outspoken Board Member from Executive Sessions

• Determining Whether Condo Resident Is Protected by Debt Collection Law

• Determining Proper Party to Be Liable for Common Area Accident

• Is Required Use of Less Convenient, but Accessible Elevator Discriminatory?

• Ambivalence Toward Smoking Going Up in Flames

• Getting Disorganized Meetings Under Control

• Recovering Attorneys’ Fees for Case Against Law Firm

RECENT COURT RULINGS

• Adult Supervision Rule for Playground Was Discriminatory

• Property Manager Wasn’t Personally Liable for Alleged FHA Violation

• State Laws Determined Validity of Amendment to Declaration

• Allegedly Fraudulent Condo Sales Didn’t Excuse Assessment Nonpayment

• Board Members Were Liable Under Section 1983 Claim

• Association Had Authority to Fine Member for CC&R Violations

• Association Didn’t Have Right to Assess Litigation Costs Against Members

• Manager Had Duty to Enforce Pet Rules, Not Make Them

• No Requirement to Produce Records for ‘Improper Purpose’

• Trial Necessary to Determine Whether Parking Easement Includes Wall

• Subsequent Notices Not Required to Specify Rule Violation

• Covenants Include Hens as ‘Recognized’ Household Pets
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• Testimony About HOA’s Proper Notice of Delinquency Was Sufficient

• Association Must Follow Mortgage Foreclosure Rules

• Member Met ‘Vexatious’ Litigant Threshold

• Attorney’s Fees Must Be ‘Reasonable’ in Wrongful Foreclosure Action

• Renter Could Benefit from HOA Maintenance Contract

• HVAC Equipment Encroached on Common Area

• Jury Must Determine Whether Association Offered Reasonable Accommodation

• State Condo Law Controlled Purchase of Units

• Board Could Install Chairlift in Common Area

• Trial Needed to Determine Responsibility for Condominium Easement

• Board of Directors Not Liable for Maintenance Decisions

• Special Assessment for Roadwork Wasn’t Deceptive

• Association Recorded Improper Lien on Townhouses

IN THE NEWS

• HOA Advocate: Education Is Key to Board Members’ Success

• Florida HOA Members Will Have to Wait for Landscaping Legal Precedent

• HOA Ruling Puts Voters on Level Playing Field

• Survey: Association Member Satisfaction Stays Steady

• Results Are In: CAI Initiative Reveals Key Management Information

• Tax Measure Could Alleviate Homeowners’ Double Taxation Frustration

• Noise Disturbance by Club Isn’t Fun and Games for HOA

• Association Could Fall Into Debt Over Sinkhole

• NYC Co-op Accused of Denying Disabled Residents Emotional Support Animals

• Angry Association Homeowners Enlist News Channel

• Homeowners Up in Arms After New Management Enforces Rules

• NY Congressman’s FEMA Efforts Help Post-Disaster HOAs

MODEL TOOLS

• Member Comment During Board Meetings

• Create Right to Collect Delinquent Assessments Directly from Tenants

• Add Assignment of Rent Clause to Members’ Lease Agreements

• Annual Meeting Timeline

• Set Policy for Creating, Funding, and Managing Reserve Account

• Assessment Must Be Paid, Regardless of Grievance

• Keep Staff in Loop When Member Is in Danger

• Make Records Coordinator Attest to Records Destruction

• Streamline Association’s System for Records Storage, Retention, and Destruction
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• Pass Formal Board Resolution When Making Exceptions to Rules

• Prevent Hot Tub Injuries and Lawsuits

• Warn Member About Posting Damaging Comments Online

• Remind Members to Follow Community Noise Policy

• Draft Inclusive Fining Bylaw

• Host Community-Wide Garage Sale

• Announce Upcoming Member Survey

• Inform Members About Improvements on Association-Owned Areas

• Give Oil Delivery Checklist to Maintenance Staff ♦
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Create & Implement Sustainability Plans

SUSTAINABLE AFFORDABLE HOUSING MANAGEMENT
A Money-Saving Guide to Keeping Your Site  

Green, Healthy & Energy Efficient

By Carolyn Zezima, President, NYC Foodscape
Softcover (304 pages) and eBook (EPUB3 or PDF)

Use promo code SUSTAIN20 and SAVE $20!

This comprehensive guide helps owners and managers of affordable housing sites create  
and implement sustainability plans for their properties.

This NEW guide explains how to:
✦ Save money by reducing energy and water consumption;

✦ Get residents to adopt “green” practices, such as recycling & composting;

✦ Get incentives for sustainability initiatives, including major energy-saving improvements  
and retrofits

✦ Improve the health of residents by:

— Reducing their exposure to toxic paints, pesticides, cleaning products & other chemicals

— Improving their access to healthy food

— Creating a community garden

— Implementing a no-smoking policy

Learn more: www.VendomeRealEstateMedia.com/SAHM

NEW!
Print/eBook
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