
LIGHTHOUSE PROPERTY MANAGEMENT

October 14, 2017

The Royal St. And「ews Association言nc.

C/O Board of Directors

555 S. Gu!fstream Avenue

Sarasota, FL 34236

Attn: Ms. JuIie Trimpe

jutrimpe@verszon.net
On-Site O冊ce: 941・953-6033

RE: Manaqement ProposaI

Dear Boa「d Members,

First and fo「emost we wish to thank you for the opportu冊y to present ou「 servi∞S tO yOur Association,

What makes ou「 company unique is our TEAM MANAGEMENT PLAN. With Lighthouse, We Offer a fu=-

Service management team to care for you「 p「operty. We a「e:

-　A management ∞mPany that has been in ∞ntinuous business fo「twenty seven (27) yea「s by the

Samefam時
-　We manage ove「 155 associations, Ofwhich 60% are ∞ndominiums.

We empIoy twenty two (2O〉 community association
○○〇〇〇」　　　臆「　　　　　　▲　_　　　臆　　　　′　　　　　　　l

managers・　-“‾“。一°“““““∴ l “励・, 4=r十島

ers, Ofwhich tweIve (12) are portfolio
ク

Each portfo=o manager is supporfed by a fu冊me administrative assistant, a COl!ection cle「k,上古

Chief Operations O冊ce「, Director of Education’an accOuntS Payable/receivable pe「son, a fu=○

Charge bookkeeper and a p「oject manage「.

請書盤詳譜盈翫諾鷲籠緒嵩a丁h。
COVe「 Sheet w紺have many deta航e conceming the financial status of the association displaying a

P「OP「ietary flavo「 and design.

We have th「ee (3) o冊ce locations in Sa「asota County-

We have an HumapJ39SOurCeS department who w冊address a= on-Site empioyees needs as they

「elate to OSHA, EEOC, FLMA and wo「ke「S COmPenSation issues..,etC.
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L FINANCIAL MANAGEMENT SERVICES: Ms" T「impe has shared with us that you would prefe「 to

keep the accounting ope「ations within your purview. As previou§ly stated' We W紺hono「 you「 wishes but

we w用also going to p「ovide you with a dup蛙空理report on Quickbooks software・ We can either

download this report monthiy onto your on-Site compute「 Via a thumb drive o「 we can comect ou「 serve「

to you「 on-Site computer and dow=load the info「mation on a daily basis" You would be able to monitor

you「 own reports and those we provide・ This w冊give you an advantage to see if ou「 perfo「mance is

盈盤台器盤盤豊…盤呈籍謹繁磐鵠蕊と措言誤盤柴悪書・ 。。
SPeCifica=y chosen to handle the financial management of you「 Association.

Again we 「ea=ze you wouid p「efe「 to begin sIowly with our business relationship・ Some of these services

may or may not be assigned to our duties. Our normaI monthly accounting operations would i=CIude the

fo=owing se「Vices as we帖

1. We fu「nish monthly financial statements fo「 the Associatien, Which sha旧nclude BaIance Sheet,

Statement of Revenue and Expenses, Reserve Component Analysis・ Checkbook Reconc硝ations, Aged

Receivabies and Payable Schedule ac∞rding to Certified Pub=c Accountants Genera=y Accepted

Accounting P「inciples. These statements a「e p「OVided to the boa「d a week befo「e you「 mon軸y

meetir¥gS. The accountant is ava帽ble to meet on-Sife with your treasurer at any time to go over any

financial questions or conce「ns.

2. We prepare p「ompt disbursement and payment of a= obligations and expenditu「es fo「 the Association

when due from Association funds through ou「 estabIished invoice approval procedure with Board of

Directo「s deta紺ng amounts Lighthouse P「operty Management is authorized to approve, 「equi「e

app「ovaIs and payment process, We provide a cou「ier service, at nO additional charge, Who visits your

Boa「d 「epresentative twice a week, to COIlect invoices and to delive「 checks. AIong with the delivery of

checks言S a list of anticipated payabIes for the next six months. Boa「d membe「S W冊dete「m血e who w紺

be signato「y on checks issued.

3. We p「ovide info「mation for f臨g gove「nmental agencies forms, 「ePOrtS and 「etu「ns including federal

and State lncome tax,

4. We p「epare mon拙y, quarfe「Iy, Semi-annu訓y and/or annual b冊gs for the maintenance fees of the

Association’s members.

5, B町CO=ect and receive言n the name of the Association, a‖ budgeted maintenance and 「eserve fees.

6. lnitiate a standardized written ‘`CoIlection Policy’esta胡Shed coope「ativeIy by Lighthouse P「operty

Management, yOu「 documents, FIo「ida Statutes’legal 「eview and the Board of Directors. Follow-uP On a=

de冊quent accou=tS・ P「oceed with co11ection and Iien action th「ough legal retaine「 when authorized by

the Boa「d of Di「ectors. Fumish the Board of Directo「s with a monthIy list of delinquent accounts

「eceivab!es.

7. Maintain a p「oper accounting of Reserve Component activfty fo「 the Association.

8. P「ovide assistance to any accounting fi「m engaged by the Boa「d of Directors to perform 「equired

accounting or audit services" P「epa「ation of any tax 「etums sha= be at the Associations’expense.

9. Administe「 the financial reco「ds in comp=ance with FIo「ida Statutes and in accordance with genera=y

accepted accounting principles・
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に咋叶c小曲
10. Establish and maintain bank account(S) in the name of the Association (e.g., Operating Ac∞untS,

Reserve Accounts, Money market and/or Treasury Accounts, Ce輔cates of Deposit), aS 「equi「ed o「 as

necessary, Funds are not ∞mingIed with other C嶋nts’o「 Lighthouse P「OPerty Management

Corporation funds. Lastly, the Boa「d of Directors w川determine what bank the association w紺use and

Who wi= be on the Bank a∞Ount aS a Signe「. (lt is a policy of Lighthouse Property Management, Whe「e

We P「efe「 not to be a signer on you「 bank account(S),)

1 1. Cons埴with p「ofessional money managers and the Board to determine best帥ancial vehicIe for

association funds to reaIize best retum.

1 2. CompIy with the mortgagee 「equests fo「 CondominiumIHomeowne「 Certificates and cer描crates of

lnsurance, Complete a旧nsurance related applications.

=. ADMINiSTRATIVE臆全書ND MANAGEMENT SUPPORT SERVICES: Every one of ou「 Portfolio

Manager(S), (PM) has a pe「SOnal Administrative Assistant who will ove「See the day to day ope「ations of

your Association. This person works c10Sely with the On-Site o冊ce empIoyee(S) and the Port軸o

Manager.

Each one of ou「 PM’s are seasoned川CenSed CAM’s. Lighthouse hi「es only the top p「Ofessionals in thei「

fieId, Who a「e t「ained in丁he Lighthouse Way”, based on a師rty-Six (36) yea「 Study on the most efficient

POlicies and procedures fo「 effective Association management the PM w冊

1 , Responds promptIy to a= owne「 inqu油es.

2. The PM wi= officially visit the property once a week, IThis is not meant as a description of the PM’s

limited visitations but an amounced mandatory visit required by our company po=cy.) lt is this spec輸C

WeekIy vis航hat the PM wili have in-Pe「SOn face-tO-face contact面th an “Assigned Di「ector” (AD) f「om

the Boa「d. At皿s weekly meeting the AD w帥be able to review the status of the last week operations

and the status of any potentiaI future assignments with the PM・ 7擁s /eve/ of GOmmunication /s wamanted

and essen脆/ to幼e success of our team pe万drm初g fo the needs of the Board and the Members as #

purpose海/ly creafes a海I′- time presence onrsite"

The PM is also assigned to a spec謂c time and day each week with few interruptions, Where the PM w川

be known to be on-Sife on that day and at that time. The purpose ofwhieh is to a=ow members to meet

wjth the PM and discus any spec謂c needs and obtain answe「s to questions conceming thei「 home at the

Royal St' Andrews fac冊y. Why is that you may ask? Because we unde「stand the d滑erence between a

bu脚ng of concrete and stee上and one’s passion surrounding thei「 “home"・

ln addition to the weekly visits言he PM w旧nspect the property on a routine basis. lnspections w用be

made with schedu=ng determined by project needs, reView of work performed by the on-Site staff, Of any

COntractOrs and/o「 assigned duties by the Boa「d. A w皿en report w用be submitted by the PM to the

Board of Directo「s each month. ln addition, We will provide a co「ltinuing evaIuation and bidding process,

Seeking the most eoonomical services ava航able for your Association, While s酬maintaining the qua航y as

di「ected by the Boa「d.

3. The PM mainta活S and updates a cu「「en川St Of owne「S and thei「 addresses.

4. He attends a= meetings of the Board of Di「ectors and a= Membership meetings.

5. Each yea「, the PM prepares a first draft of an annual budget for the Boa「d of Di「ecto「s 「eview

including preparation and presentation of a= co=ate「ai back-uP materiaIs.

Page 3 0f7



6. P「epares any and a= agendas fo「 Boa「d of Di「ecto「s, Membership, Budget and AmuaI meetings"

Take notes and type up the minutes of any and all meetings, aS instructed by the Secretary, Roberfe

RuIes of Order, fo=owing FIo「ida Statutes criteria and fo「mat"

7. In a disc「eet and professional manne「うthe PM assists the Board of Directors in enfo「cing rules,

「egu!ations and 「est「ietions in accordance with the documents and bylaws of the Association.

8. We p「ovide a twenty-fou「 (24) hou「 ((live person’’eme「gency contact fo「 the membe「s. ln addition, the

Board of Directors w冊be given a private home telephone number and a ce旧ar teiephone numbe「 of

you「 management representative・

9. The PM makes a11 necessary p「epa「ations fo「 the Amual Membe「s Meeting. This inciudes timely

meeting notices’agenda p「epa「ation’PrOXies, election ba=ots and any o「ganizationaI administ「ation’in

acco「dance with円o「ida Statutes.

10. The PM secu「es for review by the Boa「d of Di「ecto「s any p「oposals, bids and/o「 contracts fo「

maintenance and 「epairs of the Common日ements within the autho「ity of the Association・ Upon

app「oval of the Boa「d of Di「ecto「s, emPIoy, t「ain’discha「ge and supe「Vise a旧ndividuals o「 companies

necessa「y for the performance of the duties and responsib輔es piaced upon the Association・

1 1. Reviews and counsel with the Boa「d of Di「ectors as to cost-effective, P「eVentative maintenance

P「Og「amS.

12, The PM continuous看y monito「s and adjusts vendor cont「act obligations, COnCu「ring with the Board-s

design and instruction.

13. Communicates the status of the Association at meetings, render advice, keep the Boa「d info「med of

「ecent House B冊s and changes in the FIorida Statutes while taking di「ection f「om the Boa「d of Directors・

14. Provide an o冊ce staff of qualified and educated management p「Ofessionais who stay in constant

touch with the changes to Condominium and Homeowner Association Statutes, to aSSist in the financial

and administrative duties 「equi「ed by the Association.

15. Expenses:

a. photocopyi=g ShalI be pe「 copy’Pe「 Side" Stationary’labels- enVeIopes’faxes’POStage and

any lbng distance phone calls would be paid by the Association pe「 attached expense sheet'

b. Large maile「s 「equi「ing excessive copying at one time, (SuCh as amual meeting notices),

wouid be de=vered to and perfo「med by one of the local o冊ce supply firms whe「e their g「eatly

reduced copy 「ate is passed on to the association, at C。St, Plus a few cents pe「 COPy RE塵墜

this can be perfo「med by the on-Site where the costs sha= waived.

16. The「e is NO CHARGE forthe fo=owing items:

. processing and setting up financia圧orms,

●　Preparing and e-ma帥ng monthlyfinancials.

・ Typing and e-ma紺ng minutes to the boa「d"

●　Ce剛artelephone ca=s.

・ Setting up additionaI bank accounts.

. Adm面Stering additional bank accounts.

. Purchasing cert綱CateS Of deposits・

●　Ro冊ng ove「 ceH璃cates of deposits.

●　Changing association bank accounts.
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e Renewing bank signature cards.

. Attending Board of Directo「 meetings lasting mo「e than two hou「s"?

. Assisting andIo「 w輔ng bid specifications.

. Reviewing 「equests by unit owners fo「 modifications of common elements or their units.

●　Assisting in the p「eparatton of income tax 「etums.

●　Assisting with the c∞「dina師g of amendments to association documents・

●　T「acking and/o「 expending reserve funds.

. lnvestigating and repo砧ng the repair of insurance claims by association insuran∞ agent.

●　Emergency calIs afte「 hou「s and on weekends.

●　Assis航g in the Creation of Associatien web page.

・　Creating violation lette「s to owne「S.

. Esta輔shing ac∞unting system for new associations・

・ Prepa「ation of Noti∞ OfCommencements.

. p「eparation of Marketing Presentation§ fo「 Special PrQjects.

. Qua直erly surveys f「om the General Manager.

. Setting up new contact informatton'

●　Weekly on-Sife visits w軸a board representative'

. Monthly o=-Site visit§ W肌vendo「s・

. Adm証strative Assistant to p「ocess daily operations・

●　Co両er Servi∞ to yOur Association.

旧EXECUTIVE PROGRAM D!RECTQE±The Administrative Assistant to the CAM plays a key 「Ole in

c)Ommun Catien between the PM, the on-Site staff and the board' in o「der to ensu「e that ou「

Administrative Assistants a「e properly trained, Our Executive Program Director travels to each o冊∞ On a

regula「 basis fo「 trainin9 Pu「POSeS・ She keeps you「 on-Site o用ce staff updated on efficient procedures

and proto∞ls that promote the best organizational practices"

!∨・ WEBS汀E SERVICES‥ Lig軸ouse offers free websife development fo「 you「 Associatien. The ∞St fo「

the ∞ntinued maintenan∞ and updating of you「 website is One Hundred and F猷y Do=ars a month.

1. Our websites a「e integrated with ou「軸ancial software・ making Association financiaI tracking simple

for 「esidents and board members a=ke,

2. Our websites have a private and separate “Board〇°nly" section, making communications seamIess

whe「eve「 you may be located"

3. AnnouncementS, E-blasts, SociaI calenda「s, Association documents・ meeting minutes… etC・, a「e

eas時a∞eSSed in one ∞nVenien。ocatton, SO ∞mmunications with membership is continually updated・

4. A!l Associatien documents, forms, aPPlication forms minutes, agendas’amOunCementS are a= posted

宝器讐藷菖蒲嵩謹書譜鱈措嵩豊器慧誤認認諾
empIoyees, job desc「iptions, emPIoyee handbook, POiicies and pro∞dures manual' On冊e tracking

system for hourly emp-oyees’POOI of app睦nts screened for 「eplacement purposes' HR advice and

re∞mmendations仙at p「otect your Association and large bene輔S P「Ogram for your staff needs. Ou「

hands-On training approach is ongoing・ enSu血g the highes口evefof perfermance什om your empIoyees.

Th「ough webina「s, loca- support and an Annual Staff Meeting, Lig冊ouse has established a system of

checks-and-balan∞S that work to achieve the highest level of success. Lastly we can provide you with

「eplacement emptoyees when necessa弘howeve「 We do not recommend 「eplacin9 any Cune∩t Staff as

we fee=f the c…ent SyStem is not broken’there is no need to f裾t.
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〔。噂P時重曹
V上PROJECT MANAGER: We aIso have in-house a

experience and info「mation conce「ning bidding'

袖山∴∴虹 丑へ症航空〆切頭巾了
Manager with a tremendous knowledge of

COnSt「uCtion, 「OOfing. plumbing, electrica上

elevator, POO一一一andscape and other 「elated hig両Se eXPerience having managed premier high 「ise

properties in Sarasota County" His wealth of information is a tremendous asset whe…eeded for special

P「Ojecton you「 P「OPerty.　　　　　　　　　　　年祈年吊j ar

V帖MANAGEMENT F荘: Ourfee to manage you「Association would be $ 1・350・00 per mo岨for the

57 units within y。u, aSS。。iation and payroll s剛be processed at lO% per annum minu§ taXeS and? w. cむ,9L。h

insurances. We are a-so o軸g to LOCK-!N our monthly management fee fo両o (2) yea「s.年中l

まま雪暮雪雪雪雪害=============こ=ここ==ここここ=ここ雪害=毒宣言書春雪重言ここ雷重富=ここ雪雷雲妻王====ここここ茎葺=雷雪=

w皿en above is one of our standard manageme=t P「OPOSals however’We WOuld =ke to make a few

suggested options, Which may enhance you「 view of using a local management firm and at the same

time reduce some of your operations costs as well as provide suppo軸g management oppo血nities.

Let us Iook at you emp-oyee ope「ating expenses・ The cost of sta冊ng you「 building is as follows with

SOme aSSumPtiens on our pa巾

閏四囲

的高の
●〇〇〇〇二一一一

Fu胴me Maintenance perSOn (Nate):

。 $20/h「 X 40 hrs/week X 52 weeks X l"23 fo「Taxes = $51,168・00/yea「

Parttime Maintenance pe「son (Amador):

。 $201hr X 2O hrs/week X 52 weeks X l.23forTaxes二$25,584.00/yea「

○珊ce Community Association manager (CAM):
.1.○○

萄与lγ
年珊;

Sala「y at $55,000/year X l "23 for taxes= $67,650.00/yea「

(海砂尋口

器認諾認基盤露盤fu一一tim。 Empl。,。。S言Mths = $8,4OO圭の.隼二㍍l
G「and Total of $156,402.00

生年　切序’帰房　雄
We would suggest and recommend no冊ng an on-Site CAM but instead hIre SOmeOne tO WOrk in you「畳喋

office who has a well-「Ounded business mind w軸basic communication/ people sk紺s, high 「ise

maintenance eXPerience a-ong with some const「uction and cont「act knowledge・ (Not a concierge type

pe「son.) This person does not need to have a CAM licensed because our CAM/PM would have the

「equired State license and insurances. Thus you couId find someone at a g「eatly reduced sala「y cost.

we estimate that pe「son’s sala「y to be $42 - $44’OOO per yea「 with taxes’benefits and AHA, Whe「e the

total cost of this emp!oyee would be $ 6O,720 per yea「・ (The othe「 Plan where the on置Sife empIoyee cost

would be $75,450 pe「 year). We find a savings of $14’730 per yea「, Which a冊ut pays for the

management proposaI befo「e you’With the exception of the payroll p「OCeS離籍S霊

we can discuss Other options if you wou-d ca「e to meet With us at a time of you「 convenience-

ln regard to ou「 experience with high rise management We Currently manage seve「al downtown high 「ise

buildings, Renaissance工a Be一一asa「a, the Grand Rivie「a, San Ma「co’1350 Main and Kanaya to mention

a few. Out on Longboat Key we also manage Seagate, O「Chid Beach, Tange「ine Bay, lslands West・

Longboat Cove, La Firenza巾n on the Beach and many mo「e high 「ises. We have the experienced staff

to assist the Board w冊hei「 decision making while instructing us how they want the冊Ome and bu脚ng

managed.

At Lighthouse Property Management’Our f亜service team management Plan is a time tested ope「ation,

w咽W剛ead you「 Association on the road map to success・ O両Wenty-SeVen (2了) yea「S Of experience
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puts a wea剛Of knowledge behind our proaotive approach to management whe「e you are in controI of

you「 p「operty makin9 a= of the decisions and we h訓dle the wo「k the「eafter.

1f you care to discuss this offe「ing further, PIease fee廿「ee to contact me di「ectIy on my ce= phone, (941 )

650-5了了○○

Thank you fo「 the opportunity to offe「 Our Services to you「 Association.

Since「eiy.

J. LIoyd Keith, CEO,

Lighthouse P「operty Management

460 N. Tamiami T「aii

Osp「ey, FL 34229

(941 ) 460-5560 ext・ 201

LIoydKeith@MGMT.TV
=ghthousepropertymanagement.net

Voted 2015 & 2016 Reader,s Choice Awa佃for ′Best of fhe Best’’in Management Companies by的e

FIo調a Community Association JoumaI言`Best Management Company-F/Orida l by WeaIth & Fhance /nt7

Magazine & ′憾est Longboat Key Management Company; ” we invite you af r]O Ob杓atfon

′′0UR DREAM IS TO MANAGE YOuR PROPERTY, SO THATYOU CAN G打BACKTOし!ViNG YOUR DREAM…’’

A† Ligh†house, We gUard †he privacy of our Board members. Beiowyouw冊nd a栂of

A§§OCia†ions †ha†we manage in you「 a「ea. You w冊nd †he con†ac† information of boqrd

members who has given permission †o be con†ac†ed. We a§k only YOU WOUid respec† †he冊me.

Thank you for under§†qnding.

lnn on the Beach:

The Sho「e:

Oaks Bayside

Longboat Arms:

Portobe=o :

Sunset Beach:

Tange「ine Bay:

Mark Pichowski

Sue DiNatale

Bob Noyes:

Harvard Davis

Glenn Peterson

Michael G「ay

Dr. Mackman
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