
Dear Board of Directors,

Thank you for the opportunity to provide your community with a preliminary pricing proposal 
for management services! We would be excited to meet with the board to learn more about 
your needs, understand your challenges, and describe our services.

We are confident that RealManage can improve your current service level and help you realize 
your community’s vision. We believe in a team-oriented approach to serving your community. 
Our community managers are empowered by an extensive support team that allows them 
to manage your community more efficiently and effectively. You deserve more than an 
over-tasked community manager trying to handle all the day-to-day operations alone. We 
understand the challenges you face and have developed solutions that focus on your goals. 
Our services will provide proactive management, improve communications, and give you full 
transparency into your financials and community operations through our integrated software.

We wish to build a strong and long-term relationship with you and your community.
Enclosed, you will find an initial pricing proposal along with all of the included management 
services. We look forward to discussing this proposal in more detail, and configuring a service 
level that will achieve your goals for the community.

Sincerely,

P R E L I M I N A R Y  P R I C I N G  P R O P O S A L

Ranch Subdivision Filing No. 3 Homeowners' Association

Steve Walz

VP of Operations

steve.walz@realmanage.com

303-353-4343 ext. 1808

1600 Broadway | Suite 1600  | Denver, CO 80202



PRELIMINARY PRICING

MANAGEMENT SERVICES CONFIGURATION

Association
Manager and Branch RealManage, LLC - 
Commencement Date
Units/Lots (current/at Build-ou )*

Community Type
Board Meeting Management Two-Hours + Annual Meeting Two-Hours
Community Monitoring Services
Assessment Frequency

This preliminary proposal i  for Full Management 
Services. Pricing Includes the following:*

✓ Board Member Relationship Management
✓ Annual Meeting Management
✓ Board Meeting Management
✓ Community Monitoring Services
✓ Architectural Control Management
✓ Customer Service Center and Emergency After-Hours Call Handling
✓ Single Login, Integrated Software Platform with distinct portals for the

Board, Residents, Vendors, Closing Agents and your Association Attorney
✓ Digital Document Archive and Association Record Management
✓ Project, Task and Work Order Management
✓ Amenity and Access Control Management
✓ Vendor Management
✓ Financial Management Services and Reporting
✓ Detailed Monthly Management Reports
✓ Budget Planning and Preparation
✓ Transfer, Resale and Refinance Management
✓ Tax Management
✓ Insurance Management Including In-house Agency
✓ New Owner Welcome

Total Recurring Monthly  Management Fee

One-time Onboarding Set-Up Fee

Collection, administrative and fulfillment service fees are billed separately from the flat monthly rates. 
However, you have the option of configuring collection, administrative and fulfillment services for mass 
mailings, violation letters and delinquency notices into a monthly rate as well.

[Please refer to the Management Agreement for a more detailed explanation of services included]

* This preliminary proposal is valid for ninety days

Colorado

6 Per Year
Monthly
Annual

Single Family
198/198
10/1/23

Ranch Subdivision Filing No. 3 Homeowners' Association

$1,400.00

$1,400.00



MANAGEMENT SERVICES DETAIL

COMMUNITY MANAGEMENT SERVICES

Architectural Control Committee (ACC) Management

• Receive requests and copies of plans from owners
• Forward request to board committee
• Notify owner of the status

Customer Service Center

• Provide Customer Service Center System
• Provide trained Customer Service Representatives

to provide personalized service and distribute
information as appropriate

• Provide after-hours emergency call handling system
• Maintain owner database with contact history and

interaction notes
• Monitor calls for quality of service and survey

resident satisfaction

Web-Based Business Portals

• Provide Association with website through our web-
based portals

• Management / Board Portal includes a web-based
document archive and data management and
reporting system with deed restriction violations,
ACC, project/task management, communication log,
AR delinquency, AP, lot information, directory, and
financial reports

• Owner / Resident Portal includes a web-based
document archive and resident services system with
owner statements, assessment information, deed
restriction information, directory, online payments
and online service request forms

• Additional Portals: Vendor Portal, Attorney Portal,
and Closing Portal

On-site Staffing Services7

• Provide on-site staff as required for operations
• Provide human resources, payroll service
• Provide ongoing training opportunities for on-site

staff
• Equipment as needed for on-site staff
• Provide certified managers per Manager policy
• Manage and supervise on-site staff
• On-site transition services

Board Member Relationship Management

• Provide new board of directors orientation and training
• Respond to board member questions the next

business day
• Resolve conflicts and disputes between

board members
• Provide advice to board members
• Maintain thorough familiarity with the bylaws

and restrictions
• Monitor and disseminate new legislation, ordinances,

court cases, and other information pertinent to
the Association

• Monitor and disseminate public notices/information
pertinent to Association

Annual Meeting Management

• Update list of all owners, declarants, and other
attendees

• Prepare meeting agenda and meeting packet
• Issue meeting notices and proxy statements
• Oversee registration of all attendees
• Run the meeting if requested by the Board
• Give annual Manager’s report
• Explain financial condition and budget information
• Publish meeting minutes within 30 day

Service Provider Relationship Management
• Provide Service Provider Management system
• Assist Board in the preparation of bid specifications
• Manage competitive bid process as needed for

large jobs
• Analyze bids
• Selection of vendors, scheduling and monitoring

of work
• Invoice approval and payment process (all utilities are

to be paid by EFT if the vendor accepts EFT)

Amenity and Access Control Management

• Manage access control systems
• Manage and distribute access control media (extra fee

applies for the fulfillment of a replacement card, key,
tag, or remote)*

• Processing of any amenity rental fees or move-in or
move-out fees and, key, tag or remote4



FINANCIAL MANAGEMENT SERVICES

Association Affairs Management

• Provide designated place of business
• Provide designated representative
• Manage corporate records book and minutes book
• Provide records storage
• Facilitate inspection of books and records by owners

with prior appointments*

• Serve as a liaison with legal counsel, registered
agent, or other professional services providers as
necessary to over-see all necessary filings, licenses,
and permits are properly prepared and filed in
accordance with any applicable laws (all third-party
legal fees, registered agents fees, document fees,
search charges, and filing fees will be charged to the
Association)

Financial Management

• Provide Accounting and Financial Software
• Manage Accounts Payable*

• Manage Accounts Receivable
• Manage General Ledger
• Prepare a proposed annual budget and forecast
• Bank account maintenance (additional fees apply for

bank loan management)
• Reconcile monthly bank statements
•

•

Manage disbursements and perform the required
document processing*

Generate statements of account and/or
resale certificates*

• Facilitate cash management
• Prepare standard monthly financial reports by the

20th day following month-end and prepare standard
year-end financial reports by the 45th day following
year-end, each with standard account codes

Tax Management

• Provide Tax Management system and manage
property taxes

• Maintain updated plat information
• Maintain property tax information within the

proper jurisdictions
• Collate information for any required Federal or State

tax return preparation and forward to independent
tax vendor selected by Manager for preparation
(extensions required at the expense of the Association
to allow adequate time for final FYE financial review,
audit, return preparation, and client signature)

• Maintain property tax accounts, parcel identifiers, and
property tax invoice payments

• Coordinate with the Association on required
signatures for the required tax returns and submit to
the applicable taxing authority

• Prepare and issue W-2s, 1099s and 1096s*

Transfer Process Management4

• Provide Transfer Process Management database
• Manage plat and lot/unit owner database
• Update Association records for new owner
• Generate transfer documentation
• Respond to lender questionnaires and certifications in

accordance with theStandard Terms and Conditions

New Owner Welcome Process
• Mail out a welcome letter
• Maintain and update welcome packet and/or make

information available online
• Distribution of access cards/keys to amenities
• as appropriate
• Alert board to new owners (made available online)

MANAGEMENT SERVICES DETAIL

Statements of Account and Resale Process 
Management4

• Provide Statement of Account/Resale Process
Management database

• Answer tax service, title company, and mortgage
company inquiries,

• Answer homeowner inquiries

Insurance Management
(all premiums are paid by the Association)

• Assist with the applicatrion for the following
insurance policies as requested: liability, property,
worker’s compensation, Directors and Officers, and
Error & Omissions

• Maintain a manager Fidelity Bond as required by
Association of statute

• Maintain Association insurance policies including
expiration dates and renewals



Site Monitoring and Deed Restriction Management

• Provide Deed Restriction Management system
• Maintain Association restrictions information

database
• Provide continuing deed restriction awareness

content through articles for the newsletter and/or
special mail-outs

• Monitor property for compliance with restrictions
based upon readily-visible violations from common
area streets, driveways, and sidewalks

• Manage Deed Restriction Committee input
• Manage owner complaints of violations
• Notify owners and builders of violations via

standard notices
• Manage owner disputes of violations
• Maintain violation log

COMMUNITY MONITORING SERVICES

Board Meeting Management

• Prepare preliminary meeting agenda and meeting notice
• Prepare and publish electronic board meeting packet5

• Participate in the meeting per the meeting frequency in
configuration between Monday at 8:30 AM to Friday
at 5:30 PM

Fulfillment Management

• Provide community mailing services for regular
mailings, special notices and annual meeting notices
as required up to the maximum number of mass
mailings at three pages each in black and white*

• The number of mailings and pricing per Exhibit A are
for each full calendar year and will be prorated for
any partial calendar year

Assessment Collections

• Manage the fulfillment of standard assessment
coupons, statements, or e-statements*

• Issue replacement coupon books*

• Manage EFT/ACH payment process*

• Manage credit card payment process*

• Collect and post to proper bank account
• Process checks without coupons and returned checks
• Provide delinquency management system
• Create and mail standard delinquency notices
• Create legal referral packet and submit to

Association’s attorney*

• Coordinate with the Association attorney post
referral, process bankruptcy correspondence, and file
Proof of Claim on behalf of Association

• Receive, research, review and process foreclosure
documents for subsequent conveyance and
collection

• Provide delinquency report
• Assess, collect and post late fees and finance

charges (additional collections fees may apply for
“Over 90 Days” accounts)*

COLLECTION SERVICES7

New Community Set-Up Services

• Dedicatory instrument document scanning
• Vendor contract and insurance policy scanning
• DRV master configuration
• Maintenance master configuration
• Assessment rules configuration
• Collections process configuration
• Create Community Information Summary and

Amenity Summary
• Create Legal Summary
• Create community form
• Lot/unit set-up, owner information input
• Bank account set-up
• Financial records input,  Financial report mapping
• Budget input

BOARD MEETING MANAGEMENT

ADMINSTRATIVE SERVICES*

SET-UP SERVICES

MANAGEMENT SERVICES DETAIL

*Additional fees may apply




