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In any organization, it is critical for all members to have a clear idea of what their respective responsibilities are; of how their tasks are assigned, prioritized, and tracked; and of how they are held accountable for their responsibilities. Once this is established, communications within the organization can be streamlined to make sure the right people get the right information they need, when they need it, without burying them in information they don’t need. 

In consultation with Kathleen Albro, I have clarified the division of labor and responsibility between the Board and the Managing Agent, and proposed general guidelines for communication in the act of carrying out these responsibilities. I hope that these changes and suggestions will make our organization more efficient, and make the most of the time the Board spends on this important job. I recognize that no one on the Board is getting paid for this, and I want to be as respectful and efficient with your time as possible. Hence the following guidelines:

1. Division of Responsibilities:

a) The Board will be solely responsible for mediating and resolving disputes between tenants.

b) The Board will be responsible for prioritizing, assigning, and tracking all non-emergency tasks related to the physical plant (e.g., everything from painting to why there is a lock box on the front door handle.)

c) Managing Agent will be solely responsible for, without real-time involvement of the Board, all routine maintenance.

d) Managing Agent will be solely responsible for, without real-time involvement of the Board, all emergencies regarding the physical plant (e.g., elevator malfunction, broken locks on entry doors, etc.)

e) Managing Agent will be solely responsible for the preparation of required financials reports and management reports, which the Board will review monthly.

2. Communications

a) The president of the association will be the single point of contact on matters concerning tenant disputes and complaints, and he will handle all outgoing communication to members on such matters, usually, but not always, with input and consultation from the Board. 

b) All suggestions, comments, and complaints concerning the physical plant of the building or its management, should be sent to the president Board. I will distribute this information to the Board as required if the complainant has not already done so by cc’ing the Board.

c) All reports of emergency or otherwise urgent issues should go first to Kathleen A. All reports of issues regarding routine maintenance should go first to Kathleen A, unless it is an issue that has risen to the level of a complaint (e.g., quality of janitorial services), in which case it goes to the Board as in b) above.

Much of this we are doing already—I just wanted to clarify it in writing. The biggest change is the proposal that the board assumes full responsibility for tenant disputes. I have done some informal research, and it seems to be common for condo boards to divide up the responsibilities this way. I reserve the right to change my mind on this, but I want to try it for a few months to see how it works.

I have created a simple method for tracking, assigning, and prioritizing tasks. It is a spreadsheet listing all of our respective tasks posted in the Files area of the Yahoo Fix group (Tasks_Board.xls). There is also an online “Suggestion Box” on our Web site (www.fixbuilding.org) for tabulating and tracking suggestions and complaints made by the membership. With these two tools, everyone can see the status of open issues. I want to make sure we don’t lose track of even the littlest complaints from our membership.
Evan Wallace

President, Fix HOA
