
Highland Colony Homeowner Association   
 

Board of Directors Meeting Minutes 
Date: March 17, 2025 Time: 10:00 AM   Location: 30 Muirfield Lane Unit 13. 

These minutes were approved by the Board via email April 3, 2025. 

Board Members Present 
Kate Newell Coupe, President, Steve Kelly, Treasurer, Robert Fitzpatrick, Secretary, Cindy 
White, Director Annie Hoyer, Director (via Zoom) 

Management 
Nancy Ehlers, Managing Agent, LCMG, L.L.C. 

Owners Present 
Bob Tuveson, Greg Pitman, Ernie Coupe, Sarah Johnson, Nancy Conklin, Mike Letsky (via 
Zoom) 

I. Call to Order 
President Coupe called the meeting to order at 10:03 AM. 

II. Approval of Minutes 
The minutes of the December 16, 2024, Board meeting were approved via email and are 
posted on the website. 

III. President’s Announcements – Kate Newell Coupe 
President Coupe reminded all Unit Owners of their responsibility to schedule annual 
chimney and dryer vent inspections, as required by the Association’s insurance carrier. 

Proof of inspection must be submitted to Nancy Ehlers at Lincoln Condominium 
Management Group.  Recommended contractors (provided by Cindy White): 

Allegiant Properties (Joey): (603) 707–8927 
Armstrong: (800) 736–2706 
Heritage Home Services: (603) 601–3955 

IV. Treasurer’s Report – Steve Kelly 
In the absence of John Carpenter, Steve Kelly presented a summary of the financials. 

The Balance Sheet and Profit & Loss reports were distributed with the Agenda. 

Owners were encouraged to use online banking to automate monthly payments. 

Financials accepted for filing. 
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V. Secretary’s Report – Robert Fitzpatrick 
Work continues on the Declaration and Bylaws revision. Owners interested in reviewing the 
draft may contact Robert at bob.fitz30@yahoo.com.  The draft will be reviewed by legal 
counsel before being presented for approval at the Annual Meeting. 

VI. Managing Agent’s Report – Nancy Ehlers 
Tree work is nearly complete; one tree remains and will be addressed when conditions 
permit. 

Roof-raking was performed on 12 buildings; those units may require additional insulation. 
NH Electric Coop is available to inspect roofs upon request. 

The snow removal contract with Micah runs through October 31, 2025. Micah has requested 
a rate increase to $4,400/month (currently $3,750). 

Bids for grounds maintenance are being gathered: 

• Wright Landscaping: $52,800 
• Clements Landscaping: Declined to bid 
 
Micah estimated $4,500 to improve the Storage/Dump Area, including grading and 
drainage. 

CTA Compliance: Nancy reminded the Board of the need to register under the Corporate 
Transparency Act. 

The property management contract with LCMG was presented. 

Motion by Cindy White to approve the contract. Seconded and approved unanimously. 

VII. Committee Reports 
Color Committee (Annie Hoyer): 

Official building colors have been posted on the website. Unit Owners may request alternate 
door colors with Board approval. 

VIII. Old and Ongoing Business 
Insurance: A letter from Robert Fitzpatrick was shared outlining renewal terms. 

Renewal total: $19,717 Deductible remains $25,000 per Unit. 

Board may consider increasing the base deductible to save costs and/or request a quote for 
a standalone D&O policy. 

Declaration Article III.3 has been reviewed and aligns with the current insurance structure. 
(See attached memo for full details.) 

mailto:bob.fitz30@yahoo.com
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Roof Raking and Insulation:  The Board discussed whether the cost and responsibility for 
insulation improvements lies with the Unit Owners or the Association. The consensus was 
that owners should be encouraged to contact insulation contractors or request energy 
audits through NH Electric Coop. 

IX. New Business 
Storage Area Improvements: Gate repairs and improved drainage are under consideration. 
Additional bids will be reviewed. 

Clubhouse Internet: Director Cindy White will contact providers, including Spectrum and 
fiber-optic companies, for installation quotes. Mini-split heat/AC options were also 
discussed. 

Pool and Tennis Court Repairs: Nancy will seek estimates for pool tile and apron repairs, 
and tennis court resurfacing. 

Community Signage: New signs are needed for the Pool, Tennis Court, and Storage Area. The 
Board will finalize wording and forward to Nancy. 

Corporate Buyouts: The Board discussed adding a Right of First Refusal clause to the 
revised Declaration to limit corporate buyouts. The matter remains under review. 

X. Community Engagement & Events 
The Board discussed potential activities to enhance community life: 

• Coffee hours in the Clubhouse (July & August) 
• Craft sessions (e.g., birdhouses, knitting) 
• Summer Cookout after the Annual Meeting 
• Appreciation Day for workers 

XI. Next Meeting 
The next meeting will be the Annual Meeting, scheduled for: 

Saturday, June 21, 2025  Clubhouse 

Agenda will be distributed at least 21 days prior, per Association bylaws. 

XII. Adjournment 
Motion to adjourn was made and seconded. The meeting adjourned at 11:28 AM. 

Attachments 
Attachment A: Financial Reports 
Attachment B: Fitzpatrick Insurance & Declaration Memo 
Attachment C: Property Management Contract (LCMG) 
Attachment D: Draft of Declaration Insurance Revision 
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Attachment A: Financial Reports 
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Attachment B: Insurance & Declaration Memo 
 
March 23, 2025 

To: Board of Directors 
From: Bob Fitzpatrick, Secretary 
Re: 2025–2026 Insurance Renewal & Declaration Alignment 

Dear Board Members, 

I wanted to share a brief update regarding the renewal of our condominium insurance 
package and how it aligns with the revision Declaration (attached) we've been working on. 

David Ficaro and Randy Eifert at Melcher & Prescott Insurance provided the 2025–2026 
renewal summary (attached), which confirms continued coverage through Vermont Mutual 
for the following policies: 

• Businessowners Policy (Property, Equipment Breakdown, Liability, Crime, and 
D&O) 

• Umbrella Liability Policy 
Total renewal premium: $19,717 
(Note: The policy already includes a $25,000 deductible for covered causes of loss affecting 
individual Units.) 

There is also an option to raise the base deductible from $10,000 to $25,000, which would 
reduce the overall premium by $765. This change would primarily affect losses involving 
Common Areas or shared systems, and would not alter the existing $25,000 per-Unit 
deductible.  I have no idea if this is something we should consider. 

 

❖ Declaration Update 

The new draft Declaration (Article III.3: Insurance) has been reviewed for consistency with 
our coverage, and it accurately reflects our current insurance structure. It includes: 

• “All-In” master property coverage 
• Equipment breakdown, water damage, and ordinance/law endorsements 
• Umbrella liability 
• Directors & Officers (D&O) liability 
• Fidelity/crime bond coverage 
• Workers' compensation and third-party vendor requirements 
• Clear guidance on Unit Owner HO-6 policies 
• Assignment of responsibility for the master policy deductible 

This puts us in a strong position to support future claims handling, compliance, and 
communication with Unit Owners. 
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Attachment B, continued 

❖ D&O Insurance – Do We Want Additional Coverage? 

While our current package includes $1 million in Directors & Officers (D&O) coverage, 
Randy mentioned the option of adding a standalone D&O policy through Cincinnati 
Insurance. This may provide broader protection or enhanced legal defense coverage, 
depending on the terms. 

Would the Board like to request a quote for comparison before renewal? 

 

� Suggested Action Items: 

1. Review the renewal package (attached). 
2. Vote on whether to: 

• Approve the renewal as-is 
• Increase the base deductible to $25,000 (saves $765) 
• Request a quote for standalone D&O coverage 

Let me know if you have questions, or if I have something wrong here.  We can place this on 
the agenda for our next Board meeting.  I think Nancy has just done this for us in the past 

Best regards, 
RFitz 
(603) 254-6636 
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Attachment C:  Management Contract 

 

  LINCOLN CONDOMINIUM    

MANAGEMENT GROUP 
PO Box 37 ~ Campton, NH 03223 

 
 

 

MANAGEMENT PROPOSAL 

For 

 

HIGHLAND COLONY  

HOMEOWNERS ASSOCIATION 
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3/10/2025 

LINCOLN CONDOMINIUM MANAGEMENT GROUP, LLC 
1294 NH Route 175, PO Box 37, Campton, NH  03223 ∙ 603-960-9061 

HIGHLAND COLONY HOMEOWNERS ASSOCIATION 

MANAGEMENT AGREEMENT 

 

 Association Management Agreement (this “Agreement”), made and effective as of 
the 1st day of January ,2025 between the Board of Directors of Highland Colony 
Homeowners Association (“Association”) on behalf of the Owners, located in Holderness, 
New Hampshire (hereinafter referred to as “Board”) and Lincoln Condominium 
Management Group, LLC, located in Campton, New Hampshire (hereinafter referred to as 
“the Agent”). 

 

WITNESSETH: 

In consideration of the mutual terms, covenants and considerations set forth herein 
below, Highland Colony Homeowners Association hereby appoints Lincoln 
Condominium Management Group, LLC as its Agent, and Agent hereby accepts that 
appointment in the mutual agreement as to the following: 
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Whereas, under the provisions of the purchase and sale contract with the Owner of 
each unit within the Association, the Declaration of Condominium ownership, and Bylaws 
required under the provisions of the New Hampshire Condominium Act, the Owners have 
delegated the authority to manage, the Association to the Board; and  

 

Whereas, the Board, on behalf of the Owners, desires to employ the Agent to 
manage the Association, and the Agent desires to be employed to manage the Association; 

 

Now, therefore, in consideration of the mutual terms, covenants, and conditions set 
forth herein below and the General Terms and Conditions attached hereto as Exhibit A, the 
Board hereby appoints Agent as its limited managing Agent-in-Fact under the terms of this 
Agreement, and Agent hereby accepts that appointment as follows: 

 

CONTRACT DOCUMENTS 

 

 The Contract Documents consist of this Agreement, the General Terms and 
Conditions, the Declaration and Bylaws of Highland Colony Homeowners Association, 
(the “Association Instruments”), and the Rules and Regulations and Board Resolutions 
adopted by the Association and/or the Board from time to time, including all modifications, 
amendments and changes issued subsequent to the execution of this Agreement; provided, 
however, that changes in any such documents to the date hereof shall have the concurrence 
of the Agent to the degree that such changes materially alter its responsibility or rights 
under this Agreement. 

AGENT ASSISTANT 

 

The Agent shall utilize its represented experience and knowledge to assist the Board 
in the management, supervision, control and administration of the said Association which 
contains 34 individually owned units, plus amenities. 

 

AGENT DUTIES 

 

The Agent agrees to furnish its best skill and judgment and to cooperate in 
furthering the interests of the Association.  Agent agrees to furnish those services, and to 



Highland Colony Homeowner Association   
 
assist the Board as requested with those matters, described in the General Term and 
Conditions attached hereto, including, without limitation, financial management, executing 
Major Maintenance Reserve funding, accounting, bookkeeping collections and budgeting, 
property maintenance, contract management, and general association administration. 

 

LIAISON WITH THE BOARD 

 

 To facilitate communications with the Board and the performance of the Agent’s 
duties hereunder, the Agent will designate Nancy Ehlers (or her designee) to be the primary 
contact for the Board with the Agent.  The Board may at all times conclusively rely, without 
further investigation or assurance, on the authority of the Primary Agent to act for and bind 
the Agent.  

 

STATUS OF AGENT 

 

 In performing services pursuant to this Agreement, the Agent (including its officers, 
directors, agents, employees and subcontractors) is at all times acting as, and shall in all 
cases be deemed to be, an Independent Contractor and not an employee of the Association.   

 

COMPENSATION 

 

 For all services rendered by the Agent to the Association pursuant to this 
Agreement, the Agent shall be compensated as follows: 

• Annual Management Fee; Year 1 at $16,500.00, year 2 at $20,000.00. 
• Owner related labor - $55/hour for maintenance personnel. 
• Association related labor - $45/hour for maintenance personnel. 
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TERMS 

 

The Initial Term of this Agreement shall be for a period of two (2) years 
commencing the First day of January, 2025 and expiring on the Last day of December, 
2026.  Thereafter, this Agreement shall be automatically renewed with mutual consent for 
the consecutive additional one (1) year terms, unless: 

 

(a) At least ninety (90) days prior to the conclusion of the Initial Term or any 
subsequent renewal term, written notice of termination effective at the 
conclusion of the current term is provided by the Agent to the Board; or 

 

(b) At any time during the Initial Term or any renewal term, the Board provides 
the Agent with written Notice of Termination, which the Board may issue at 
any time, with or without cause, designating a certain Termination, unless such 
Notice of Termination is based on a material breach of this Agreement by the 
Agent, in which case the Board may designate an earlier Termination Date, 
including an immediate termination.  If the Board Terminates the Agent during 
the first six (6) months of the initial term of this contract, the Association shall 
pay Agent it’s fees equal to three (3) months to compensate for Lincoln 
Condominium Management Group’s set up and startup cost. 

 

MISCELLANEOUS CONDITIONS 

 

Agent is not and shall never be liable to any creditor of Board or to any claimant 
against the property of Board. Nothing contained in the Agreement shall constitute or be 
construed to be or create a partnership or joint venture between the Board and the Agent. 
This Agreement shall be binding upon the parties hereto, their heirs, legal representatives, 
successors and assigns. 

 

Agent is giving no authority or responsibility for maintenance or repairs within 
individual dwelling units. Such maintenance and repairs shall be the sole responsibility of 
the owners individually. 
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Agent shall not be held responsible for any judgment, claim or defense cost arising 
from performance of Agent’s duties, other than in cases of gross negligence on part of the 
Agent under the terms of the contract. 

 

Agent shall not be held liable for any error of judgment or any mistake of fact or law, 
or for anything she may do or refrain from doing hereunder, except in cases of willful 
misconduct or gross negligence. 

Any notice or other communication required or permitted hereunder shall be in 
writing and shall be deemed delivered upon mailing by certified or registered mail, postage 
prepaid, return receipt requested, or by recognized overnight express mail service.  

If to the Association:  Highland Colony Homeowners Association 

      Kate Newell Coupe 

      Troon Terrace 

Holderness, NH 03245 

 

If to the Agent:  Lincoln Condominium Management Group 

      Attn: Nancy Ehlers 

      PO Box 37 

      Campton, NH 03223 

 

This Agreement shall be governed exclusively by the laws of the State of New 
Hampshire, as the same exist as of the date of this Agreement. 

 

This Agreement may be amended, changed, modified, altered, renewed, extended or 
terminated only with the written consent of the authorized representatives of the parties 
hereto. 

 

In Witness Whereof, the parties hereto have executed this Association 
Management Agreement as of the day and date first above written. 
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LINCOLN CONDOMINIUM MANAGEMENT GROUP, LLC: 

 

__________________________________   ____________________ 

Agent: Nancy Ehlers      Date 

 

__________________________________   ____________________ 

Witness       Date 

 

- AND – 

 

Highland Colony Homeowners Association: 
 

__________________________________   ____________________ 

By:        Date 
Its: President, Duly Authorized 

 

__________________________________   ____________________ 

Witness       Date 

LINCOLN CONDOMINIUM MANAGEMENT GROUP, LLC 

1294 NH Route 175, PO Box 37, Campton, NH  03223 ∙ 603-960-9061 

 

GENERAL TERMS AND CONDITIONS 

 

DEFINITIONS 

 

 To the extent not inconsistent with the 2016 Condominium Act, unless the content 
shall plainly require otherwise, the terms used in this Agreement shall have the same 
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meaning as defined in the 2016 Condominium Act, or if not defined therein, in the 
Association Instruments. 

 

LIABILITY OF AGENT 

 

 The Agent shall be liable to the Association and the Board for, and shall indemnify, 
defend and hold the Association and the Board harmless from, any loss or damage 
occasioned by the Agent’s own negligence, misconduct or failure to comply with obligations 
hereunder, or the negligence or misconduct of the Agent’s officers, directors, agents, 
employees or subcontractors.  The Agent shall not be liable for, and the Association agrees 
to indemnify and hold harmless Agent from and against: 

 

(a) Any and all liability, loss, costs and expenses, including reasonable attorneys’ 
fees, incurred or sustained by the Agent on account of any injury to person or 
property in or about the Association from any cause whatsoever, unless such 
injury shall have been occasioned in whole or in part by the negligence or 
misconduct of the Agent or its failure to comply with its obligations hereunder, 
or the negligence or misconduct of the Agent’s officers, directors, agents, 
employees or subcontractors or covered by insurance such as workman’s 
compensation and general and auto liability; and  
 

(b) Any and all liability, damages, penalties, costs and expenses (including 
reasonable attorneys’ fees) incurred or sustained by the Agent on account of any 
property performed by the Agent pursuant to the written instructions of the 
Board. 

 

INSURANCE 

 

 During the term of this Agreement, the Agent shall obtain from insurers reasonably 
acceptable to the Board and licensed to do business in the State of New Hampshire, 
maintain and pay the full premium cost of (a) all such policies insuring the Agent of general 
liability insurance, automobile insurance, workers’ compensation insurance and 
professional liability. 
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ROLE OF AGENT 

 

 The Agent fully accepts that its function is to assist the Board in the operation of the 
Association and the administration of the Association.  Notwithstanding the express 
authority given to the Agent in this Agreement, it is understood and agreed that the Agent 
shall at all times confer fully and freely with the Board, and with any person or firm hired by 
the Board in the conduct of the annual audit or other review. 

 

FINANCIAL MANAGEMENT 

 

The Agent shall assist and/or advise the Board in all matters relating to income from 
any source and expenditures of any nature including, but not limited to, the following 
matters: 

 

COLLECTIONS 

 

 The Agent shall use its best efforts to collect all general and special assessments as 
they become due and payable each month from all unit owners and all monies due from any 
source which are obligated to, and for the benefit of, the Association.  The Board hereby 
authorizes the Agent, as its Agent-in-Fact, to request, demand, collect, receive, and receipt 
for any and all charges, assessments, or rents which may at any time become due by way of 
legal process through an Attorney hired by the Board.  Legal fees incurred by the Agent in 
the collection of delinquent monies shall be reimbursable expenses by the Association to 
the Agent. 

 

 As a standard practice, the Agent will furnish the Board on a monthly basis with an 
itemized list of all delinquency, a Profit and Loss Statement and Balance Sheet. 

 

DEPOSITS 

 

 The Agent shall deposit all receipts from whatever source, including assessments, in 
a financial institution or institutions insured by an agency of the Federal government, in an 
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interest-bearing (whenever possible) account or accounts established by the Agent with the 
approval of the Board and in trust for the Association, maintained in a manner to indicate 
the custodial nature thereof, and not commingled with the funds of the Agent or any third 
party.  The Agent shall have authority to disburse funds from funds as provided in the 
section Disbursements below or otherwise authorized by valid resolution of the Board.  The 
Board may direct the Agent to establish separate deposit accounts for special assessment or 
any other category of funds. 

 

 An Officer, President or Treasurer, of the Association shall be a signatory on any 
account along with the Management Company. 

DISBURSEMENTS 

 

 From the funds collected and deposited in the Association account(s) established 
pursuant to the section Deposits above, the Agent will cause to be disbursed regularly and 
punctually: (a) compensation to independent contractors hired pursuant to the authority 
herein contained; (b) any taxes payable; (c) fire and other insurance premiums; (d) the 
amounts specified in any approved operation budget for allocation to any reserve fund for 
replacements or to any other reserve accounts and (e) sums otherwise due and payable as 
operating expenses authorized to be incurred under the terms of this Agreement or 
otherwise payable in satisfaction of liabilities and obligations of the Association provided 
for  in the approved budget, including the Agent’s management fee.  After disbursement in 
the order herein specified, any balance remaining in an Association account may be 
disbursed or transferred from time to time, as directed by the Board.  Any projected or 
actual deficit of funds, and any and all discrepancies in the books of the Association, shall be 
immediately reported to the Board. 

 

BOOKS AND RECORDS 

 

 The Agent shall maintain a record of all income and expenses, assets, and liabilities, 
utilizing the accrual method of accounting and generally accepted accounting principles.  
Quarterly financial statements will be provided quarterly and will include a profit & loss, a 
balance sheet, an accounts receivable list and an accounts paid list. 

 

GENERAL ADMINISTRATION 
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 The Agent shall assist and/or advise the Board in all matters of administration, 
including but not limited to the following: 

 

(a) Maintain a file containing papers related to administration and ownership and 
to update the file as circumstances warrant.  Such file shall include a roster of 
the then current Owners of record and their tenants with cars and plates, among 
other data necessary to properly administer the Association’s affairs. 
 

(b) Advise the Board in, or initiate itself, general correspondence dealing with 
business matters of the Association between government officials, independent 
contractors and other entitles with which the Association or its representative 
may have a business relationship thereof. 

 
(c) Assist the Board of Directors in the administration of provisions of the 

association bylaws and the policies, rules and regulations contained in Board 
Resolutions and the promulgated rules.  Also, assist the Board in drafting 
resolutions, rules and regulations, and amendments as needed 

 

(d) Cause the Primary Agent Representative, or her designated representative, to 
attend all Board meetings during the year, as scheduled by the Board of 
Directors as well as the Annual Meeting.  The Agent shall assist the Secretary of 
the Association in the preparation of the minutes of the Association and assuring 
they are kept current and maintained in an accurate and businesslike manner. 

 

(e) Except for the payment of the insurance premiums, utility bills, and except as 
herein elsewhere provided, and except as specifically authorized to any 
approved operating budget, approved capital reserve project or plan of 
operation approved by the Board of Directors, for any one item or repair or 
replacement, the expenses incurred shall not exceed the sum of One Thousand 
Dollars ($1000) unless specifically authorized by the Board of Directors; 
provided, however, that emergency repairs involving possible danger to life or 
property, or immediately necessary for the preservation and safety of the 
Association or for the safety of the unit Owners, or required to avoid the 
suspension of any necessary services to the Association, may be made by the 
Agent irrespective of the cost limitation imposed by this Paragraph.  
Notwithstanding this authority as to emergency repair, it is understood and 
agreed that the Agent will confer immediately with the Board of Directors or in 
the case of emergency situations the President alone if necessary, regarding 
every such expenditure.  If not possible to confer with the Board, then an email 
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must be sent with the amount spent within 24 hours of the occurrence of such 
emergency. 
 

(f) Report to the Board on any actual and/or anticipated violation of the 
Association Instruments, Rules and Regulations or Board Resolution, which 
comes to Agent’s attention, and takes action(s) authorized by the Board of 
Directors. 
 

(g) Arrange for the proper organization of meetings of the Association, including 
preparation of reports, selection of materials and procedures and securing 
necessary personnel, and shall assist the Board in securing good attendance. 
 

(h) All stationery and organization costs for the Director’s meetings, the annual 
Owner’s meeting, the mailing of the annual meeting minutes and allowance for 
one (1) special notice mailing shall be at the expense of the Association. Notices 
sent by certified or registered mail shall be at the Association’s expense. The 
Agent will be available for additional services in excess of the above. However, 
these shall be at a rate mutually agreed upon between the Board and the Agent 
at the time work is authorized. 

PROPERTY MANAGEMENT 

 

 The Agent shall assist and/or the Board and/or employees, contractors and vendors 
of the Association on all matters related to the maintenance of the Association; specifically, 
the Agent shall cause the common and limited areas of the Association to be maintained 
according to standards established by state and/or local law, the Association Instruments, 
and the Board.  The standards and actions related thereto shall include but not be limited to 
the following: 

 

(a) Consistent with the provisions of Employment and Contracting Policies below, 
develop and maintain comprehensive procurement procedures including, but 
not limited to, the creation of standard specifications for competitive bids in 
matters of a recurring natures, and maintaining a list of qualified contractors 
and vendors.  In meeting the obligation, the Agent will at all times use its best 
efforts to obtain the lowest cost of labor and materials consistent with 
reasonable standards of quality workmanship and materials. 
 

(b) Supervise the operations of all contractors who perform work for the 
Association in the Association. 
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(c) Determine the qualification of contractors and their adherence to the 
Association’s requirements and standards regarding bonding, insurance, 
materials, workmanship, and warranties, and reviewing work of Association 
personnel or contractors and enforcing the conditions of those contracts. 
 

(d) Inspect the cleanliness and working conditions of all common buildings and 
common grounds.  A reasonable schedule of inspections will be established by 
agreement between the Agent and the Board or its designee.  These inspections 
shall take place weekly and follow an agreed upon checklist developed mutually 
by Agent and the Board. 
 
Additionally, upon each incidence of snowfall, Agent will reasonably perform 
inspection of snow removal and if necessary, communicate with contractor.  
Also, after a major storm we will inspect the property/site. 
 

(e) Pool: To be opened/closed and maintained by pool contractor and billed to the 
Association.  Some pool service may be provided by Agent as agreed upon. 
 

(f) Normal business hours will be Monday through Friday from 9:00 a.m. to 5:00 
p.m.; however, the Agent maintains a 24 hour, 7 days a week emergency 
telephone number. 

EMPLOYMENT AND CONTRACTING POLICIES 

 

ADMINISTRATION OF CONTRACTORS 

 

(a) Except as approved by the Board, or permitted herein, contractors shall be 
selected pursuant to competitive bidding procedures and written specifications, 
the terms and conditions of which shall be acceptable to the Board.  With 
respect to the retention and hiring of contractors, the Agent shall use its best 
efforts to obtain at least three (3) bids for every project.  The Agent shall submit 
a recommendation to the Board containing its evaluation of the bid and its 
adherence to the specifications, information on the past experience and such 
other information as may be deemed helpful to the Board. 
 

(b) After selection by the Board of Directors, the Agent shall oversee the activities of 
the contractor including, but not limited to the receiving of certificates of 
insurance, copies of bonds, manufacturer’s warranties, levels of service, 
fulfillment of contractual agreements, scheduling and coordination of work, 
timeliness and quality of work.  The Agent also shall fully cooperate with 
consultants that may be retained by the Board to accomplish specialized 
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functions for the Association in the area of law, public accounting, or other 
areas. 
 

(c) The Agent is authorized to supervise contractors hired for maintenance and 
operation of the association.  The compensation of all contracts shall be 
responsibility of the Association. 
 

(d) Nothing set forth herein shall be deemed to bestow on the Agent an exclusive 
right to perform any type of services on behalf of the Board or the Association, 
and the Board reserves the right, from time to time and in its sole discretion, to 
directly contract with third parties for the provision of goods to be provided 
and/or services to be rendered to the Association.  

 

BUDGETS 

 

ANNUAL BUDGET 

 

 The Annual Budget as established by the Board shall serve as the supporting 
document for the schedule of assessments of the unit Owners for the new fiscal year.  The 
Annual Budget shall also constitute the major control under which the Agent shall operate.  
The Agent will report all known budget deviations to the Board monthly. 

 

BUDGET PREPARATION 

 

  The Agent shall assist the Board, in the preparation of the operating and capital 
budgets of the Association, including but not limited to the following: 

 

(a) Approximately sixty (60) days before the start of the fiscal year, the Agent shall 
submit to the Board a proposed budget for the ensuing fiscal year.  This 
proposed budget shall include an analysis of repair and maintenance needs, 
operating expenses, and any capital improvements anticipated for that period.  
The said analysis shall include a comparison with prior year(s) costs by budget 
category.  Major Maintenance Reserve (MMR) fund requirements shall also be 
included in the proposed budget.  During the budget review period, the Agent 
shall promptly reply to inquiries from the Board, on the matters concerning the 
proposed budget. 
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(b) On a quarterly basis, the Agent shall provide the Board with year-to-date 

summaries of assessments, expenses, and budget deviations.  The Agent will 
maintain an up-to-date record of budget expenditures, and promptly notify the 
Board if it is reasonably foreseeable that any budget category will be exceeded 
in the remaining period covered by the annual budget. 
 

(c) Except in case of emergency or as specifically authorized in writing by the 
Board, the Agent shall at all times limit expenditures to or under the amount 
specified in the budget for such expenditures to or under the amount specified 
in the budget for such expenditure. 

 

BOOKS, RECORDS, INSPECTIONS AND AUDIT 

 

BOOKS AND RECORDS 

 

(a) The Agent shall maintain a comprehensive system of office records, books, and 
accounts in a manner satisfactory to the Board and/or as set forth in this 
Agreement.  The Agent will maintain copies of all records; provided, however, 
they shall be deemed to remain the property of the Association; 
 

(b) The Agent will compile and submit financial information to the tax accountant to 
complete yearly federal taxes. Tax return fee will be paid by the Association; 
 

(c) The Agent shall maintain Association registration with State Attorney General 
Office; 

(d) Agent shall create and maintain a procedure to track progress on work orders 
and details of corrective actions taken to resolve unit owner complaints. 

 

INSPECTION 

 

All office records, books, and accounts maintained either at the Association’s offices 
or in Agent’s offices shall be made available for inspection by the Board upon reasonable 
notice, during normal business hours. 

 

AUDIT 
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The Agent shall cooperate fully with any independent, public accountant, or other 
consultant hired by the Board in the conduct of any audit including making all records, 
books, and accounts available for their inspection and review, and provide explanations of 
the accounting procedures used as necessary to complete the audit. Audit participation will 
be billed at an additional hourly fee.  

 

INSURANCE 

 

When authorized by the Board of Directors, the Agent shall cause to be placed and 
kept in force all forms of insurance to protect the Association, the Agent, the unit Owners, 
and mortgages holding mortgages covering condominium units as their respective interest 
may appear (or as required by law or the Association Instruments) including, but not 
limited to public liability insurance, equipment insurance, fire and extended coverage 
insurance, and burglary and theft insurance. 

 

 All the various types of insurance coverage required shall be placed with such 
companies, in such amounts, and with such beneficial intent appearing therein as shall be 
directed by the Board.  Agent will be fully insured and will name the Highland Colony 
Homeowners Association as co-insured. 

 

 The Agent shall promptly investigate and make full written reports as to all 
accidents and claims for damage relating to personal injury in the common elements or 
management, operation, maintenance, and welfare, of the Association property, and shall 
cooperate and promptly make any and all reports by an insurance company in connection 
therewith.  The Agent shall also be responsible for the timely filling of all reports and 
documents required by law or regulation relating to any work performed on behalf of the 
Association. 

 

 

 

 

TERMINATION 
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 After receipt of a Notice of Termination, the Agent shall stop such work under the 
Agreement on the Termination Date set forth in the Notice of Termination and to the extent 
specified in the Notice of Termination.  The Agent shall place no further order with 
subcontractors for materials, service, or facilities, except as may be necessary for the 
completion of such portion of the work under the Agreement as is not terminated.  The 
Agent shall terminate all orders and subcontractors to the extent that they related to the 
performance of work terminated by the Notice of Termination and complete performance 
of such part of the work as shall not have been terminated by the Notice of Termination.   All 
records of the Association must be delivered to the Association or its designated Agent 
within 15 days of the Notice of Termination. 

 

REPORTS AND FILINGS 

 

STATUS REPORT 

 

 The Agent shall prepare a Status Report and present the same at regular meetings.  
The report shall normally contain the following information: 

 

(a) Status of Maintenance: Site inspection reports, progress of subcontract and/or 
employee repair and maintenance work, emerging problems with grounds and 
buildings, and recommendations for future action. 
 

(b) Status of Finances (unless performed by the Treasurer of the Board of 
Directors): balance sheet, income statement, statement of delinquent accounts, 
quarterly budget projections by category through the end of the calendar year, 
and other reports on specific projects as the Board may request. 

 

ANNUAL STATUS 

 

 The Agent shall prepare an annual status report containing summaries of 
maintenance, financial administrative and other matters in such a form and details as to 
enable it to be used by the President of the Association in the preparation of the annual 
statement of the Association and by the independent accountant in the conduct an audit.  
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The cost for an audit to be performed by an outside public or certified public accountant 
shall be the responsibility of the Association. 

 

 

 

MISCELLANEOUS 

 

CONFLICT OF INTEREST 

 

 The Agent shall not accept from any party providing goods and services to the 
Association, including vendors, independent contractors and subcontractors, any 
remuneration or consideration for or inducement to the Agent for using the party’s goods or 
retaining their services on behalf of the Association, all such benefits (including without 
limitation, discount, rebates and reductions in pricing) being rightly due the Association. 

  

The Agent may bid and perform services as approved by the Board as a vendor, this 
payment is as a contract vendor for specific approved services and does not constitute a 
conflict of interest under the section.  Approval of this invoice for services must, be 
submitted to the Board prior to disbursement of funds.   

 

 

NO ASSIGNMENT 

 

 The Agent shall not be permitted to assign this Agreement or any of its duties and 
obligations hereunder, in whole or in part, without the prior written approval of the Board.  
Failure to secure prior approval shall be just cause for termination of this Agreement. 
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Attachment D: Draft of Declaration Insurance Revision 

 

Article III.3: Insurance  
 
III.3-100: Association Responsibility:  

The Board of Directors shall obtain and maintain the following insurance as required by RSA 
356-B:43:  
 
A master casualty policy affording fire and extended coverage in an amount equal to the full 
replacement value of the structures within the condominium, or of such structures that in 
whole or in part comprise portions of the common areas.   

A master liability policy, in an amount specified by the condominium instruments, covering 
the unit owners' association, the board of directors, the managing agent, all persons acting 
or who may come to act as agents or employees of any of the foregoing with respect to the 
condominium, and all unit owners and other persons entitled to occupy any unit or other 
portion of the condominium. 

Such other policies as may be required by the condominium instruments, including, without 
limitation, workers' compensation insurance, liability insurance on motor vehicles owned 
by the association, and specialized policies covering lands or improvements in which the 
unit owners' association has or shares ownership or other rights.  

 III.3-200: Fire and Property Insurance Coverage  

The Board shall obtain fire and extended casualty insurance, including fire, smoke damage, 
vandalism, malicious mischief, water damage from plumbing systems, sewer backup, 
equipment breakdown, debris removal, and ordinance or law endorsements. The policy 
shall insure all Condominium buildings, including interior building components typically 
deemed part of the structure for insurance purposes, such as heating and service 
machinery, interior walls, finished surfaces, cabinets.  

The Board shall secure full replacement value coverage to ensure adequate rebuilding costs 
without depreciation, with consideration of guaranteed replacement cost if available.  

III.3-300: Liability and Risk Management Coverage  

The Association shall maintain public liability insurance covering the Association, Board 
members, the Managing Agent (if any), management, agents, employees, and occupants.  

Key provisions include:  

• Minimum Limits: $1,000,000 per occurrence and $2,000,000 aggregate.  
• Periodic Adjustments:   
• Cross-Liability Coverage: Ensures claims by one insured party against another are 

covered.  
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• Umbrella Coverage: The Board may obtain excess liability coverage for additional 
protection.  

• Exclusions: This policy shall not cover individual liability for negligence within a 
Unit or exclusive Limited Common Areas.  

  

III.3-400: Directors and Officers (D&O) Liability Insurance 

The Board shall obtain D&O liability insurance to protect directors, officers, and committee 
members from claims related to governance activities. 

III.3-500: Master Insurance Policy Deductible Responsibility  

In the event of an insurance loss where the Association’s master policy deductible applies, the 
affected Owners and/or Units shall be responsible for the deductible.  

1. Default Allocation: The deductible shall be allocated pro-rata based on ownership 
interest unless the Board determines an alternative method is necessary.  

2. Owner Insurance Responsibility:  

o Unit Owners must ensure their HO6 policy covers the Association’s master 
policy deductible to avoid personal liability.  

o Owners who do not maintain HO6 coverage assume full personal 
responsibility for their share of any applicable master policy deductible. 
The Board shall not be responsible for financial hardship resulting from an 
Owner’s lack of coverage.  

3. Deductible Payment Procedures:  

o Owners assessed for all or part of the deductible must pay or transfer funds 
from their unit insurance settlement to the Association within 30 Days of 
the billing invoice or notice. 

o At the Board’s discretion, deductible contributions may be deducted from 
insurance proceeds payable to the Unit Owner by the insurer or the Board.  

o Owners should seek reimbursement for any portion of the master 
deductible from their individual Unit insurance policies.  

o Unpaid deductible Assessments shall be collectible under the provisions of 
RSA 356-B:45.  

III.3-600: Unit Owner Insurance Responsibilities  

The Board strongly recommends that all Unit Owners obtain an HO6 condominium 
insurance policy, which should provide:  

• Personal Property Coverage for belongings within the Unit and Limited Common Areas.  
• Interior Improvements & Upgrades protection for unit modifications exceeding 

$10,000.  
• Loss Assessment Coverage for deductible costs imposed by the Association.  
• Loss of Use Coverage for temporary relocation expenses.  
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• Personal Liability Coverage for bodily injury or property damage occurring inside the 
Unit.  

• Master Policy Deductible Coverage to cover the Association’s master policy deductible.  
Unit Owners who do not maintain an HO6 policy with deductible coverage assume full 
financial responsibility for their share of any applicable master policy deductible.  

III.3-700: Renters Insurance for Leased Units  

The Board may require Unit Owners who lease their Units to obtain proof of renters 
insurance from their tenants as part of lease approval requirements. If required, renters 
insurance should include:  

• Personal liability  
• Property damage  
• Loss of use  

 
Failure to comply with renters insurance requirements shall be addressed through Board 
policies and enforcement mechanisms outlined in the Bylaws.   

III.3-800: Workers’ Compensation Insurance  

The Association shall obtain and maintain Workers’ Compensation Insurance as required by 
law for any employees it hires. If the Association contracts with a Managing Agent or third-
party service providers, it shall require proof of Workers’ Compensation coverage from such 
entities to ensure compliance with applicable laws.  

III.3-900: Insurance Policy Conditions and Waivers  

The Board shall make every effort to ensure that all insurance policies obtained under this 
Article include:  

• Waiver of Subrogation – Policies shall contain waivers of subrogation by the insurer for 
claims against the Association, its employees, Board members, Unit Owners, and 
resident family members, except in cases of arson or fraud.  

• Notice of Cancellation – Insurers must provide at least 10 Days' written notice before 
policy cancellation or modification.  

• No Contribution with Individual Policies – The insurance maintained by the Association 
shall be primary to any insurance carried by Unit Owners or their mortgagees. No Unit 
Owner policy shall be considered contributory to, or offset against, the Association’s 
policy.  

III.3-1000: Unit Improvements & Owner Insurance Responsibility  

Unit Owners are responsible for insuring any improvements or alterations to their 
Unit. Owners should consult their HO6 insurance provider regarding coverage for 
improvements.   
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