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November 25, 2020 

State of Hawaii 

MacDonald Ladd Development LLC 

1911 65th Ave W 

Tacoma, WA 98466 

Department of Natural Resources 

Land Division 

Re: Proposed Country Club Apartments 

To Whom It May Concern: 

~ 

·:,r~·, 
'J'-•r \ .-,c:..,_; 
.,..\:::-:> -t 
.- )t- . 
rn,-o 
0-:,-ii 
_,., IT1," 
:.:c tf)-;. .. 
-.r-_0 7 
2:So ~c-,;·~ 
-r-n 

'J) 

....... 
t::::> 
r--,:, 
c:-..:: 
~ c:., 
d,c 

N 
-I 

--0 
:::i:: -.. 

N 

MacDonald Ladd Development LLC, an affiliate of Southport Financial Services, and its 

principals appreciate the opportunity to submit this proposal to redevelop the former 

Country Club Condominium Hotel. 

Our plan is to rehab the existing improvements and convert its use from commercial to 

affordable housing for seniors. We believe this approach is the best use of the property 

while providing the greatest benefit to the State and Banyan Drive community. 

As long-term owners of affordable housing in Hilo and throughout the State of Hawaii, 

our team is uniquely qualified to successfully execute this complicated transition from 

commercial to residential use. 

Enclosed please find further details and responses. 

Thank you for your consideration. We look forward to working with you to achieve our 

shared goals. 

Ma',l~~ ih~., 

,f»· 
f'Paul . Fortino 

Manager 
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Executive Summary 

There is a dire need in Hawaii for new, permanent affordable housing for seniors, a 

demographic that is rapidly growing and perpetually rent burdened. 

We plan to submit an application to the Hawaii Housing Finance & Development 

Corporation (HHFDC) for 4% Low-Income Housing Tax Credits (LIHTCs) and Rental 

Housing Revolving Funds (RHRF) to acquire and rehab the Country Club Condominium 

Hotel and convert its use from commercial to affordable housing for seniors. 

Our plans call for 65 total units, inclusive of sixty (60) one bedrooms (1 x 1) and five (5) 

two bedrooms (2 x 1). 

We will set aside 95% of the units (60) for households earning at or below 60% of the 

Area Medium Income (AMI), 5% of the units (4) at 30% AMI leaving the remaining 

Common Area Unit (CAU) for an employee or qualified household. Additional set asides 

will include 100% units set aside for seniors. 

Property amenities will include a resident business center, fitness room, bicycle storage, 

pool, community garden, library, storage lockers and community rooms. 

The development schedule assumes a due diligence period of six (6) months and a 

financing/ closing period of approximately eighteen months (18). Following closing, 

there will be a construction and break even period of approximately eighteen (18) to 

twenty-four (24) months during which time the building will be Placed-in-Service with a 

LIHTC compliance and affordability period of sixty-one (61) years. 

The benefit to the community of the above plan will be multifold: millions of dollars in 

construction improvements, construction jobs, permanent jobs, rejuvenation of a 

blighted commercial building and new, affordable housing for seniors. 
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Proposed Country Club Apartments 

1. REPAIR. RENOVATION AND OPERATION PLAN 

a. Site Plan 

Please see enclosed site plan and floor plan 

b. Narrative 

The plan is to acquire and rehabilitate the former Country Club Condominium 

Hotel and convert its use into 65 permanent, affordable apartments for 

seniors. Financing will include Low-Income Housing Tax Credits (LIHTCs) and 

permanent and soft debt. 

We estimate it will take four (4) years to complete the redevelopment of the 

property, from predevelopment to closing; construction to fully leased-up. 

Our plan would invest millions of dollars into the Hilo economy and generate 

numerous construction and long-term jobs. 

Repositioning Country Club for affordable housing offers practical, holistic 

benefits to the State and Banyan Drive community. 

c. Special Management Area 

As the proposed use and operation will change from commercial to 

residential, the project will be subject to a SMA Use Permit Assessment. We 

will engage a permit expediter familiar with the Planning Department's SMA 

Use Permit Process. 

d. Design Standards 

The redevelopment of Country Club will include design features targeted at 

improving the life-safety needs of the project's population. Life-safety 

features will include, but not be limited to, installation of fire alarm system 

and electrical measures such as installation of GFCI outlets. Finishes and 
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green measures like photovoltaic panels, recycling stations, low flow 

plumbing fixtures and energy efficient appliances will reduce resident's overall 

cost of utilities. 

e. Phasing Plan 

Due Diligence - 6 months 

Secure Financing & Close - 18 Months 

Construction & Break Even - 18-24 Months 

Initial Restrictive Covenants - 15 years 

Extended Affordability Use - 46 Years 

f. Protection of Shoreline and Coastal Waters 

The Assessment Report notes the shoreline to be in fair condition with some 

erosion noted. We will work with their engineer to ensure shoreline 

reinforcement and protection for the duration of the lease. 

g. Illustrations & Other Info 

Please see enclosed proposed elevation 

h. Community Benefits 

With funding of the requested LIHTCs and RHRFs, Country Club Apartments 

will meet the following objectives and provide numerous benefits to the state, 

city and to Hawaii's low-income residents: 

- Add 65 new affordable housing units to Hawaii's affordable housing stock, 

and aid in achieving the state's legislative goal of adding 22,500 new 

affordable units by 2026; 
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- Complete the adaptive reuse of a difficult to develop commercial building 

from an eyesore into a vibrant, affordable housing community. 

While the creation of new affordable housing is the primary objective of 

Country Club Apartments, the adaptive reuse of the project will meet 

numerous other needs of the community. The project's existing structure was 

built in 1969 and is rapidly deteriorating. By transforming the site into a 

functional, operating residential property the community will benefit from the 

elimination of blight. The redevelopment of the site will also address key 

strategic objectives per the County of Hawaii's Consolidated Plan and Area 

Plan on Aging. 

Country Club is a dynamic project that will create 65 new affordable housing 

units in Hilo and revitalize a long-deteriorating site to the benefit of the 

community at large. 

i. Changes/differences from SOO Response 

We are not pursuing the acquisition and redevelopment of Uncle Billy's as 

adding elevators was deemed cost prohibitive. 
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Proposed Country Club Apartments 

ECONOMIC PROPOSAL 

a. 

b. 

Annual Minimum Lease Rent 

Annual Minimum Rents Period 

$650,000 Closing 

$0 per Annum Years 1-17 

5% Assessed Land Value per Annum Years 18-30 

To be Negotiated Years 31-65 

Lease Terms and Conditions 

TMK No. (3) 2-1-005: 020 - A fee interest in the improvements, personal 

property and appurtenant rights described in the RFP and a ground lease 

interest in the land on which such improvements are located 

Term - 65 years 

Price - Six Hindered Fifteen Thousand Dollars ($650,000) payable in cash at 

closing 

c. Lease Rent Waiver 

NA 

d. Other 

NA 
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Proposed Country Club Apartments 

3. BUSINESS PLAN 

a. Repair, Renovation and Operation Schedule 

Please see enclosed Draw Schedule and Operating Proforma 

b. Land Use Entitlements and Approvals/ Permits 

We will enter into a Regulatory Agreement and Declaration of Restrictive 

Covenants with HHFDC along with other Mortgage, Security, Financing 

and Subordination Agreements. 

We will engage a permit expediter familiar with the Planning Department's 

permit process. 

c. Project Cost Estimates 

Please see enclosed Construction Budget 

d. Financial Proforma 

Please see enclosed Development Proforma 

e. Market and Financial Feasibility Analysis 

Please see enclosed Comparable Market Analysis 

f. Financing Strategy and Preliminary Commitments 

As with past LIHTC developments, we plan to reach out to our many 

contacts in the equity and debt financing markets to obtain the best 

pricing for Country Club Apartments. No preliminary commitments are 

available at this time but we would be happy to provide soft Letters of 

Interest upon request. 



n g. Marketing and Leasing Plan 

Please see enclosed draft Marketing and Leasing Plan 

h. Method of Operation 

Please see enclosed draft Management Agreement 
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MARKETING AND MANAGEMENT PLAN 
COUNTRY CLUB APARTMENTS 

HILO,HI 

INTRODUCTION: A management plan provides the basis for successful leasing and 
operations of a multi-family housing community. The following is a management plan designed 
specifically for Country Club Apartments in Hilo, HI (THE COMMUNITY). The Community has 
been developed under the regulations of Hawaii Housing Finance and Development 
Corporation and received low income housing tax credits. This plan will describe and 
analyze the following characteristics that affect the operational success of The Community. 

A. The relationship existing between CAMBRIDGE MANAGEMENT, INC. the management 
agent (MANAGING AGENT} DPSP COUNTRY CLUB LLC the owner (OWNER}. 

B. Personnel policy and staffing requirements for THE COMMUNITY. 

C. The procedures to be followed to assure publicizing and achievement of continued 
occupancy in accordance with all applicable Fair Housing Policies and Laws. 

D. Procedures to be followed relative to RESIDENT eligibility and certifying and recertifying 
incomes. 

E. Procedures to be followed to assure maximum maintenance and repair of the 
improvements. 

F. Rent Collection policies and procedures to be utilized. 

G. The procedures to be followed to assure proper accounting and reporting information. 

H. Plan for RESIDENT management relations. 

PROPOSAL: The introduction of a management plan for this project will provide the basis for 
successful management and marketing for the OWNER and RESIDENTS. 

OBJECTIVES: Any intelligent management effort has at its roots a series of objectives that 
must be understood conceptually and ultimately implemented through a staff of personnel 
capable of achieving those objectives. The objectives that the MANAGING AGENT will consider 
relevant are the following: 

A. Sound management principles will be established to provide services related to 
marketing, finance, accounting, personnel and administration of the above. 

B. Implement and maintain an atmosphere of understanding and participation with all 
RESIDENTS. 

C. Create goodwill within THE COMMUNITY by intelligent screening of applicants, maintaining 
the grounds in a workmanlike manner and maintaining interior and exterior of buildings 
to assure the highest standards of excellence. 

D. The management plan will provide for the highest levels of occupancy possible and a 
low turnover rate to assure a strong financial base. 

IMPLEMENTATION: In order to properly satisfy the mentioned objectives the MANAGING 
AGENT, through consultation with the OWNER, has evaluated THE COMMUNITY to determine the 
interrelationships existing between the objectives. Those interrelationships include the 
adequacy and reasonableness of the site, physical structure, unit composition and rent roll, 
estimated operating expenses, market demand, on and off-site facilities, security arrangements, 
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debt services requirements, tenant eligibility criteria, sponsorship, facilities for tenants, services, 
physical hardware and demographic composition of THE COMMUNITY. The site is well located 
with respect to its proximity to forms of transportation. THE COMMUNITY has easy access to 
nearby city streets and state highways. Shopping of a neighborhood and community nature are 
within a moderate distance from THE COMMUNITY. There is ample open space and the 
developer has done a credible job of planning and design. 

ROLE OF OWNER AND MANAGING AGENT: The successful operation of this project has at 
its roots specific relationships existing between the OWNER and AGENT. This relationship is an 
understanding of the two functions with respect to the extent of authority the MANAGING AGENT 
will have over the operations. The MANAGING AGENT will have the authority to handle day-to­
day operations and report to the OWNER on a weekly and monthly basis. The MANAGING AGENT 
will carry out the following functions. 

A. Rent available apartment units to satisfactory RESIDENTS, after completion of credit 
checks and all LIHTC required forms. 

B .. CoUect monies from the RESIDENTS accordir,g to the stated rent schedule provided by 
( . the bWNER and (cieposifin the partnership. account thbse rr1cinles. (Colleclsecurity 
i depo~its"a,nd deppsit in a-~ep·~rate intere,~t .~earing trust ~ccount· Negotiate·anq collect 
I funds from-laundry a'nd concession income sources. : . i 

\ \ : ! \ ; ' ! \ \ I : ! ! 

C.' Maintain\the interior land exterior of THJ Co~MUNITY in a fwcirkmanlike man net including 
the groun'ds,,parking' areas,/gafoage enblosures,'etc. i : i ' 

\ : I ' . ,. _; / I \ \ i : : : 

D. Distribute! a set qf rules';nd'regulations:to all
1 
te~ants t~at'have b~en supplled and/or 

approved /'by OWNER. , • .. // , \ . : . 
, i , , • 1 · I 

E_; Create a; hierarchy: of management/ staff that' may include but is not limited to the 
i ' I ' I I 

following/ , , / 
/ ! ! \ i ' \ 

/a . . The P~esident of'the Company 1. ' i ' ' ' I ·, I ' \ . ! . 
• I ' , I \ _ ! I 

b. A Director of Property Management for \he We~t Coast 
!__ _.,: \. • l _ _/ \ __ _' l_; 

c. A Director of Property Management for !lie EasfCoast 

d. Regional Managers (REGIONAL MANAGER) who serve under the Directors to 
provide direction, instruction and support to the COMMUNITY MANAGERS 

e. COMMUNITY MANAGERS, who work in the offices at THE COMMUNITY to perform 
and supervise the leasing of the units, collection of the rents, and completion 
of the compliance paperwork and maintenance of THE COMMUNITY 

f. MAINTENANCE SUPERINTENDENTS, who work on site at THE COMMUNITY to 
perform and supervise the maintenance of THE COMMUNITY 

F. Hire on-site personnel which will be paid by THE COMMUNITY from allowable expenses 
and MANAGING AGENT will direct those employees. 

G. Inspect and report to the OWNER general conditions of THE COMMUNITY and if any 
defects exist, the MANAGING AGENT will establish liaison with a general contractor to 
repair any defects. 

H. Move-in and move-out RESIDENTS with a minimum of inconvenience to RESIDENTS. 

I. Receive, record and respond to RESIDENTS' complaints within a 24-hour period from the 
receipt of the complaint. 

2 
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J. 

K. 

L. 

M. 

N. 

Contract for the use of water, electricity, gas, fuel, oil, telephone and other services 
subject to approval by OWNER. 

Obtain prices from at least two insurance companies and place and keep enforced all 
forms of insurance needed to protect the OWNER as provided by law. 

Prepare an annual operating budget for approval by the OWNER at least 60-days prior to 
the beginning of the fiscal year. 

Make all deposits and disbursements and will report to the OWNER the extent and type of 
income and disbursements on a monthly basis measured against the budget. 

Keep a comprehensive system of accounts consistent with GAAP and provide the 
OWNER a trial balance, profit and loss statement, balance sheet, bank reconciliation, and 
a list of accounts receivable and payable on a monthly basis. 

0. Report to OWNER on a monthly basis any budget deviations and will respond to the 
OWNER directions. 

P. Use its best efforts to ensure that RESIDENTS comply with the lease and RESIDENTS will 
( be -inform_ ed at t

1
he time c,f their rental 

1
ot t_he rules anr. d regulati9nf governing -TH~ 

COMMUNITY. 1 '- I , i ' · 
. - ·--- , ' ' -'-·--··--- -. I '. _,-·----- -·• --- --- • \. ___ _,. -.. :-· - .. _. ·--"'' 

Q: Submit.to the OW~ER each'week a report which documents the occupancy, rehtal move-
, ' I I \ ' I " • I ' I ins, mOV\H>yts an,d traffic. i : ; 

1
1 \ 1 _ : 1 

R. Secure d1/IJNER a~proval foiall,
1

repairs f c;ont\ac\ual oblig,ati9ns in excess of $:1 ,000.00. 

s.: Effect em1ergenc~ reipairs~hich may ¢ndang~_r life or pr~perty, irrespective qt the cost 
limitation impose]' by this statement after making a good faith effort to receive OWNER 

I I , , i , \ I approva ., \ 
1 

, 1 
! ' \ : \ i 

/ \ I - ·, ! 
PE,RSONNELPOLICY '}ND BEN~FITS: MANAGING AGENT'S hiring will be consiste~t with the 
Eq~al Opportunity provi~ions and compe?s~ie employe~s not l~ss than the provisions of the 
Fair Labor Standards Act. . \ · / · '· · I . 1 '- ----- " ' . l.... , 

THE COMMUNITY staffing needs for this housing complex is to hire two..1£1. employees whose 
time will be divided between the maintenance and managerial duties. At least one{1l employee 
will reside on the premises in order to insure proper services to the RESIDENTS. 

One full-time employee. acting as COMMUNITY MANAGER, will perform the managerial duties, 
such as rental promotion, screening and processing, rent collection and working closely with the 
RESIDENTS to assist them. 

One full-time employee acting as the MAINTENANCE SUPERINTENDENT for this project, and will 
perform and/or oversee all required maintenance functions, including public area clean-up, 
grounds maintenance, unit repairs, decoration, maintenance repair trouble calls, and quarterly 
preventative maintenance inspections. 

Other Full time and Part time employees may be employed in accordance with the needs of THE 
COMMUNITY. 

Compensation payable to THE COMMUNITY employees will be paid from the Operating Account, 
and will be treated as project expenses. Such expenses will not exceed that, which normally is 
paid for the service performed. All bookkeeping, clerical, and other managerial personnel, plus 
all local, state and federal taxes incident to the employment of such personnel will be borne 

3 



solely by the MANAGING AGENT, and will not be paid out of the OWNER'S funds, or treated as n project expenses. 
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All personnel will receive annual training in Fair Housing Laws and Policies and are required to 
comply with the policies of the MANAGING AGENT. A copy of Fair Housing policy and instructions 
are attached. 

The ability of the management company to compensate its employees are dependent solely on 
the generation of a management fee. The management fee for this project includes 
administrative operations, supervision, accounting and over-all supervision from the MANAGING 
AGENT. All project employees are paid from THE COMMUNITY rental income. Employees 
working on THE COMMUNITY on a full-time and part-time basis are expenses of THE COMMUNITY. 

The following Affirmative Marketing Plan is to be implemented and followed. 

Objectives: 

A. THE COMMUNITY will be operated, maintained and rented in a manner, which is 
consistent with fe,deral housing policy go'-'.erning nondiscrimination·a,nd·accessibility,.as 

. clEltE3rmined unde\ thEl _i\f!1eric<1;ns with Dis~bilities Act; the IFairlj()usi_n'g ~_rnendments_Ac,t 
of 198~; the Arc~itectural 'Bartiers Act of 1,~68; Housing I arid Community Deyelopment 
Act of 1974; Civil Rights A6t of 1964; Civil Rights Act ofl 1968; and Age Discrimination 

\ ' i ' I l I ! \ ·, • ' I ! 

Act of 1975.\ i . J. ; ! , \ '·.. I · I · 

The Low~lncome !Housing,l:Jnifs and th~ ~ark~t Rate Hor
1 
sing Units in THE CbMMUNITY, 

plus the ~- ou_,. sinQ u_nits. fnc;luded in ~hy/ Speqial,N. eeds Ho

0 

u_ sing Set-Aside(~),·•·· will be 
rented to fllg1ble fESID~NTS. / \ \ .······ ..... • ! • 

, ' ; , , I , · , i I 
THE COMMU_NITY will, as amended, comply with the Housing and Urban Deyelopment 
Fair Hou,Sing Act !of1968; 'the Uniform Reio.catkin and Rbal, Property Acquisi\ion Act of 
1970; -~rid the St~wart B. MqKi~ney 

1
H~meless As?ist~ncelAct. i , 

THE COMMUNITY {,viii be op~rated, .maintained and rented in a manner which does not 
discriminate in m~king Housi'ng \Jr/its in The Comrnuhity ~vailable for occupa/icy on the --- ·- ,,-· ,.,.,. ·-...,,____ "---. ,_,,_,, , __ _,. ·- .•.. 
basis of race, creed, color, sex, national origin, familial status, religion, marital status, 
age or disability. 

THE COMMUNITY will be operated, maintained and rented in a manner, which does not 
discriminate against any RESIDENT or potential RESIDENT on the basis of that RESIDENT'S 
or potential RESIDENT'S sources of income provided such sources of income are not in 
contravention of any federal, state or local law. 

THE COMMUNITY will seek to obtain a RESIDENTS population, which represents the 
diversity of the community where each Building(s) in THE COMMUNITY is located. 

B. Generate traffic to produce lease levels necessary to meet production flow. 

C. Produce desired lease levels at the most economical possible Marketing and 
Operational expenses. 

Create a continuing positive image for the OWNER and the AGENT. 

D. Follow-up on results and adjust marketing resources as necessary. 

General Description: THE COMMUNITY consists of 62-units in one (1) apartment building 
including a common area unit. The units are well designed and constructed with large 
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kitchens and baths, dishwashers, microwaves, self-cleaning ovens and private patios or LJ decks with storage. 
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Pricing: Units are priced to attract eligible applicants with incomes at or below 60% of median 
income adjusted for family size. Additionally, 6% of the units will be set aside at 30% AMI. 

Target Market: The target market is limited in that income restrictions are imposed. Income 
targeting will be as shown above under Pricing. 

Product Positioning 
The primary benefits of a THE COMMUNITY are: 
* Convenience of location - close to neighborhood shopping and employment centers. 
* Quality construction. 
* Attractive design. 
* Large kitchens. 
* Washer/dryer hook-ups in all units. 
* Frost free refrigerator. 
* Self-cleaning oven. 1 ··· ·· 

I ,~ I ., , 

* D,ishw<1.sJ:i_er and garbaQe di!lROSal. ·. 
* Quality man~ge·ment. I '\ , 1 . 

1 
* C,orrimunity building wit[ kitchen for private use , 
* 9n Site Play A\ea, i / \ 

I , \ / I \ • 

Advertising Plan · , · \ ·, ' . ··. 1 ' 

y~~;fi~ecsept for Jev. 13lopirg the ~.dxert. isemenj p;°grarri\takes into: a~count ~ome key iisues. 

* I rico,me restnct1_ons , \ ·. / · · ····· ·· · ·.. I ! 1 · 
* Primary benef\fs listed under "Pr6

1
duct Positioning". 1 ' ! , 

* v.alue for the.Quality ! . 1 1 ' , 
* S'pec;i:;J,I Needs Housing! Set-Aside~ \ 

i . I '- · , . i . 1 
\ , / I 1_ i , \ ' I I ' 

All the advertising will include the Fair Housing logo and'·Fair Housing posters in English and 
Spanish will be posted at the rental office. Interpreters and bilingual leases are available to 
applicants. 

On an on-going basis the rental program will be as follows: 

A. Rentals on turnover will be accomplished through classified advertising and contact with 
community contacts, or names from a waiting list. 

B. THE COMMUNITY staff will include those positions previously described. 

C. All RESIDENTS will be instructed as to the use of the household equipment. The 
MANAGING AGENT will supply the RESIDENTS with written information regarding the proper 
use of refrigerators, ranges, disposals and fans, if necessary. Each type of equipment 
will be explained verbally by the COMMUNITY MANAGER to the RESIDENTS at the time of 
move-in. 

D. The MANAGING AGENT will establish and implement final and complete accounting 
records and procedures for invoice, purchase order, supply control and equipment 
utilization. 

E. The COMMUNITY MANAGER will submit to each new RESIDENT a work order form that they 
will fill out and return which will indicate any defects that have arisen since their move-in. 

5 



n 

0 

u 

The COMMUNITY MANAGER will contact immediately the involved sub-contractors in order 
to satisfy any defect problems. 

F. Thirty-days after each RESIDENT has moved into the apartment the COMMUNITY MANAGER 
will contact each RESIDENT individually to determine that he/she is fully aware of the 
proper operation of equipment and is implementing good housekeeping habits. 

G. The on-site office will be open Monday through Saturday from 9:00 a.m. to 6:00 p.m. and 
Sundays as needed. An emergency number will be posted on the office door in the 
manager's absence. 

RESIDENT ELIGIBILITY AND CERTIFICATION: The importance of selecting the proper 
RESIDENT within eligibility guidelines cannot be overemphasized. The REGIONAL MANAGER 
works alongside the COMMUNITY MANAGER to assure screening for responsible RESIDENTS 
through the interview process taking place during the applicant's appointment to rent. All 
applicants fill out an application which the COMMUNITY MANAGER verifies for its veracity. Credit 
checks and contacting the former landlord is done for all prospective RESIDENT prior to initial 
acceptance. 

Th~ COMMUNITY MANAG~ must Complete all recjuirep certification documehts requiredbf the 
applic.able monitoring agendes -for all RESIDENTS, which indidtes- income, dependents, -etc: 
Tht. income 'information I is i veri~~ prior to oc¢up~ncy by mai(inq income verific_ation: to the 
apphc;able sourpes. Ai re;cert1ficat10.n must be/ cpmpleted annl!ally to determ1ny whether 

co?tiri.ued el(gi~il/.ty i.··s appro.priate .. /A·. 11.manag. e. ts _are\a.w,a·r .. e of fa
1

~ily s.ize .. an. d compo'sitip .. n as it relates to unit size. I ' / / I : \ , ; : 
! ' \ ' I . ····· / I . ' ' . . . 

M11N,ENANCE l~ND Rf=PAI~ PRO?EDUR,ES1 Re~?gnizing a lo~g ~rr11;m~rtgage otjligation 
exI~ts, the nece~s1ty for rxcellent ma1ntena~ce,~t.;incl§tds'.at Th!! c,ommumty Is app~rent. The 
im~gE! of THE COMMUNITY and con;ifci(I of the RESIDENT, gu,ests a'nd,visitors makes it i;nardatory 
tha

1

t nianagem7ht iinple~ents a t~orqugh majntenance\ pr\lgra~ iriduding repairs, 9ecorating, 
lan.dscape maintenance and capit<\1I improvement 'programs, ' when necessary. · The 
m~intenance( program isl supervised, by th,~ REGIONAL M~NAGER!. Supplies and inve1tories are 
pure~~i.;ecl and maintain!Jcl through .,!hEJ ~ES,IONAL MANA~E~ expept for petty cash items and 
emergency repairs. Spot audits are conducted quarterly to verify inventory balances. 

As previously mentioned in the rent-up section of this management plan, units are thoroughly 
inspected prior to move-in. During move-out the COMMUNITY MANAGER inspects the unit and 
calculates the cost, if any of the necessary repairs which are the responsibility of the vacating 
RESIDENT. A deposit refund report is generated and submitted to the REGIONAL MANAGER for 
approval detailing the repair cost as well as any credits or charges for rent or other fees still 
pending. This report is then submitted to the main where it is mailed, along with a check for the 
return the security deposit, if applicable, to the RESIDENT no more than 14 days after unit has 
been vacated. 

The program for maintenance and repair will include but not be limited to the following: 

A. All public lights and clocks are to be operational at all times. 

B. All walks, drives, steps or outside areas are to be kept clean at all times. Pick-up of 
common areas is to be done daily. 

C. All recreation rooms, laundry rooms, lobbies, halls or interior public or private areas are 
to be kept clean at all times. 

D. All landscaping is to be kept in a healthy condition at all times. 

6 



0 

0 

CJ 

E. All vacant apartments are to be vented regularly - preferable weekly. Flushing of toilets 
and running tap faucets is accomplished every two weeks. 

F. Cleaning. 

1. Immediately upon vacating by a RESIDENT each apartment is to be thoroughly 
cleaned, including but not limited to, all floors, walls, drawers, cabinets, closets, 
sinks, shower stalls, toilets, counter tops, appliances, windows and drapes. 

2. All electrical appliances, bulbs and mechanical devices are to be tested for proper 
operation and malfunctions corrected immediately. 

3. Vinyl and tile floors are to be cleaned and polished and carpets are to be cleaned or 
vacuumed depending on need. 

4. Painting must be approved by the maintenance coordinator. Complete or touch-up 
painting will be done as needed. 

G. Landscaping will be mowed and trimmed, fertilized and watered as needed. 

H. Signs, mail box names, displays, etc. are to be maintained regularly . 
• •-··--···--- -,. ,,-----------------. 1--··----., 1-·-···----···-·-·-·--··, {"' -·····--·--. -·· ···-·-··--. 

I. PeriodicJnspections of vacant and occupied\units will be done an:nijally unless poor 
.. tioffse~eeiping habitsafesu,spected. The/Iaµer'will be ch~ckecrasneedecr·· 1 : . • 

J. Major ~pairs ex41uding ap~liances will 1be; ~oritracted. Th~ COMMUNITY MA~AGER will 
check tlif su~-cp~t,ractor}/ven~er list pr~vid!!d by office 11. nd contact the : R~GIONAL 

MANAGER\for d1reyliC>n_- .... , / / • \ ·.• i _ I • 
K. Prior to o;ccupanc;:y of a new RESIDENT,/the GOMMUNITY MANAGER ,will enter, and walk 

through the renovated unit \vith the n&w· RESID'ENT and after inspection the COMMUNITY 
MANAGE~ wi,U req'uire the''RE~IDENT tp s/gn-the \-noye-in form indicating the aJartment is 
satisfacts/ry,in all respects ~ndany d~fects are n~te~. i i : • 

L. Garbag~ removS:I i~ contr'acied on twice a Yieek pick ~P basis; howev~r. • project 
maintenance mu~t pick up al\ debri¥ d~ily and cleJr Qfrb~gei enclosures weekly .• 

·M. RESIDENTS are e'ncouraged 'at .'m6ve-in to report\maintenance problems imhiediately. 
Quarterly inspections reveal latent maintenance problems and they are corrected. 

RENT COLLECTION POLICIES AND PROCEDURES: All RESIDENTS will pay rent to the 
MANAGING AGENT by the first day of each month and the rent is considered delinquent by the 
second day of each month. Late fees will be charged to the RESIDENTS who have not paid their 
rent in full by close of business (6:00 pm) on the fifth of each month. If the RESIDENT has not 
paid by the sixth of the month, the MANAGING AGENT will issue a three-day pay or vacate notice. 
If the RESIDENT does not pay within the specified period, he\she must vacate by midnight of the 
third day following the notice. If a RESIDENT fails to vacate, the MANAGING AGENT institutes an 
unlawful detainer action. Normally this takes approximately 30-45 days to successfully 
accomplish; however it is rare that this type of legal action is necessary. 

If the RESIDENT is abusing property or causing undue noise or nuisance to neighbors, the 
MANAGING AGENT issues a 10 day notice to vacate for nuisance. If the RESIDENT fails to vacate 
within that time, an unlawful detainer action is issued. Normally, after the complaint regarding 
nuisance has been brought to the attention of the COMMUNITY MANAGER, he/she will discuss the 
complaint with the particular RESIDENT and resolve the issue. Again, it is rare to resort to 
unlawful detainer action. The pay or vacate and important notice forms are delivered personally 
and mailed to the tenant by the COMMUNITY MANAGER. The unlawful detainer action, if 
necessary, is served by the Sheriff with the COMMUNITY MANAGER in attendance, normally. 

7 



0 

0 

0 

A system of collection recording has been established. THE COMMUNITY MANAGER deposits all 
monies on a daily basis or uses a night depository bag and for each payment activity renders 
each RESIDENT a receipt. The receipt is tendered to the RESIDENT, at which time it is 
simultaneously recorded on the RESIDENT ledger card and the daily cash received sheet. Along 
with the bank deposit receipt the daily cash received sheet, which total must equal the total of 
the bank deposit, are transmitted to the MANAGING AGENT'S office daily. THE COMMUNITY 
MANAGER deposits rent in the operating bank account and security deposits in a separate bank 
trust account. The COMMUNITY MANAGER prepares and submits a report at the end of each 
month on all monies received, which must balance to all deposits made during the month. Daily 
cash sheets and month end reports are closely reviewed. Cash is not accepted. 

ACCOUNTING RECORDS: To properly project the future success of this project, the 
MANAGING AGENT will keep a comprehensive system of forms and accounts. One cannot 
project where "he is going" until he determines where "he has been." The accounting serves the 
purpose of recording the past successes of THE COMMUNITY, which reflect the management 
capability that has been exerted. The accounting responsibilities are well understood by the 
MANAGING AGENT and the timing of report submissions. The following is our approach in order 
to ;:issurethe.!Jest possib,le-accounting informatiori_. - .- - r·-- ---

1 .,___ / I ·, ! 
t ,, _____ - , , • ' ····-···-~ j ', ---~--.,·-··-- 1,_ __________ , ___ l '"·······--·-· 

A., A rental budget is' develop'ed yearly and cictual results are measured against the budget. 
'\ ' ] ; \ , / I I 1 ; I ' 

B. Prior t;\ accepta~ce of a \en13nt leasf 13 \,erification pf 'income will be dorrjpleted. 
Annually,\a recert,ification of1inqome fro'J1 all RfSI_DENTS wi

1
11 l:i_e completed. ! ! 

C.' The MAN1GING A~_ENT _wiWdeposit all ~PPiopri~te payroll iax~s,jri_c:l~,ding the Jmployees 
share, by ithe required due flates. / ! \ \ I , I : 

D. On or beifor13 Jaiuary 31_ cif each x~af the _MANAGING f-GEi:fr will prepare la Federal 
Unemployment Tax_ Return,, a W-2 form and a reconciliation of previdus: year's 
withholding taxes! : \ - : . : - I 

- .· : , _- _-- - . I : 
E. 1/Vithjn { 5 days a~er _the end\of eac~ n)'onth the M\NAGING;AGENT will furnish a statement 

of rental operatio_ns on a ca'~h basis/ The statement wi!I be accompanied qy a rental 
·._ - income analysis, rerital expense r~port, aged accdunts receivable and a list of accounts 

payable. 

F. The MANAGING AGENT will pro-rate move-ins and move-outs on a thirty-day base period 
and all rents are pro-rated to the first of each month. 

G. The MANAGING AGENT agrees to establish and retain records involving books of original 
entry, general ledger and subsidiaries, canceled checks and bank statements, rental and 
expense statements, legal documents and joint venture agreements. 

H. The OWNER will select the independent public accountant for year-end audits. The 
expense of the audit will be paid from project monies. 

All certifications and recertifications are kept on file in The Community office for easy audit 
verification by the MANAGING AGENT and auditors. Internal controls are extensive and have as 
their objective proper recording, collecting and retrieving of cash collected. A series of cross 
classification checks are implemented to assure a series of audit trails including occupancy 
reports by unit, income verifications, master tenant logs indicating actual rent paid and any 
difference from market rent indicated, project income ledger by unit, bank deposit slips, bank 
statements and payment received sheets. These various forms of documentation provide a 
basis upon which cash controls are highly integrated. 
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EVICTIONS FOR CAUSE AND DISPUTE RESOLUTION: If the RESIDENT is abusing 
property, causing undue noise or nuisance to neighbors or violating some other lease 
provision, the COMMUNITY MANAGER will take a series of actions. Normally, after the 
complaint regarding the violation has been brought to the attention of the COMMUNITY 
MANAGER, he/she will discuss the complaint with the particular RESIDENT and attempt to 
resolve the issue. If the issue is not resolved through this informal process, the 
COMMUNITY MANAGER issues the appropriate notice to vacate for lease violation. If the 
RESIDENT fails to vacate within that time, an unlawful detainer action is filed. It is rare to 
resort to unlawful detainer action for lease violations; management is usually successful 
in resolving the issue through warnings or voluntary termination of the lease. All legal 
and important notice forms are delivered personally and mailed to the RESIDENT by the 
COMMUNITY MANAGER. Normally, the unlawful detainer action, if necessary, is served by 
the Sheriff with the COMMUNITY MANAGER in attendance. 

A uniform procedure for handling and reviewing RESIDENT grievances has been 
established. This procedure assures that all RESIDENTS are treated fairly and equitably 
and-are· p·rovided an avenue for reasonable revlew of grievances. 'Any ;grievar1cemust 
fir~! qe pres~nie_d in w~ilirg or.~ei-bally to th~ 9,ffi~e of the ~A~AGINGAGENT, Carrybridge 
ME!nagement ✓ nc .. (CMI) whose, address apd, phone num~e~ are 1916 64thl Aye. W. 
Tabo(na, WA ~8466, 253-564-2;619. MANA'?IN,G }\,GENT Will ll)a~e every reason~ble effort 
to set a time for discussion within seven (7/) busine'ss days !of;receipt of said grievance, 
but in any everl,t n:ot la

1

1er the.fbu.rteen (11) busir\.ess days bf 'rE!_c_eJptof said grievance. 
Following the discussion, MANAGING AGEN;r's' corporate staff including; but not !limited lo 

I f i i 1 • . . '-, I " < '. ; ___ _, , ! ' 

th~ D,IRECTOR Of: P~OPE~TY MANAGEMENT W,ill make ~ prompt ,in\(estigation of all facts and 
int~rview the re.levant parties to, obtain st~tenierits: . i i , 

: . / i ; \ , / ···- ·- . ,__,, ..... '\ I '. : 

A ~ummary/6f _such informal ~iscuss}'on' and inv~stigatiqn iwill be prepared with a 
re~sonable'time. One c,opy will be ~iven to the R,ESI_DENT, one copy retain~d in the 
RES.l.D.ENT file and one cbpy retainJ,g at f;/li\NAGING AGEN:r's' corpqrate office. The 'sµmmary 
will specify the names of the participants, dates of meetings, nature of the proposed 
disposition and the specific reasons therefore. 

MANAGEMENT AGREEMENT: The Management Agreement to be used will be in substance 
and content consistent with industry standards. 
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