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Myrtle Trace Condominium Association 

POLICY - CONTRACT PROCESS 

 

   

                                                         

 

  

                        

         

 

 

 

 

 

                       

 

 

 

  

  

3.  Work order  

4. Emergency maintenance  need 

 

 

Contract not needed: 

Maint.Person performs work or 

informs Owner/Assoc. why work 

will not be performed  

Contract  needed 

for work order 

NOT APPROVED:  No 

contract; work is not done 

APPROVED:  Prop.Mgr. authorizes contract & Pres. signs; 

signed copy sent to Secretary & Com. Chair; work begins 

Sec. files copy in Assoc. File & 

Owner File (if appropriate) 

Prop.Mgr. sends invoice, supporting documentation & check to be 

signed by 2 designated Board signees; copy sent to Sec. & Treas. 

Com. Rep. & Prop. Mgr. inspect work at designated 

times & upon completion 

Work APPROVED 

in writing  

Prop.Mgr. contacts contractor 

re: concerns; corrections made 

Work NOT 

APPROVED  

Committee and/or Prop. Mgr.  inspects 

potential work  need 

Maint.Person consults with Prop.Mgr. to 

determine if contract is needed for work 

Committee and/or Prop. 

Mgr. recommends not 

performing work athis 

time 

Committee and/or Prop.  

Mgr.develops contract specs for  

bids 

Board drafts motion for vote; motion drafted  

includes scope & schedule of work, quality 

expected, cost with proposed budget source, and 

contractor recommended to perform work 

1.  Property inspection 

2. Scheduled maintenance 

Board reviews bids against specs  

Contractor submits 

invoice to Prop. Mgr. 

Emergency maint. needed; 

Prop. Mgr.gets bids 

Pres. approves 

emergency contract 

work 

Board Liaison presents 

motion to ratify contract 

Com. Rep. & Prop. 

Mgr.do not agree re: 

evaluation of work; 

issue referred to Board 

for decision 

Committee informs Board bids are needed 

   Board directs Prop. Mgr. to obtain bids 


