
SEA COAST CONDOMINIUM OPERATING PROCEDURES
The following is compiled from Sea Coast Condominium Bylaws & Florida Statute 718
I. Sea Coast Management, Inc.  
1.1 Purpose 

Sea Coast Condominium is operated by Sea Coast Management, Inc. which is a not for profit corporation. All operations must be in compliance with Florida Statutes 718. 
1.2 Communication

Communication is vital to ensure all owners are kept up to date on all activity at Sea Coast that affects them and their guests. Electronic communication (email) is the preferred means of contact. If a matter requires immediate attention, do not hesitate to call since not everyone checks their emails frequently. In the event an owner does not have an email account, they may be called or a hard copy of necessary documents can be sent in the mail. 
There are 2 Bulletin Boards that should have current information posted. All information posted on these bulletin boards must be approved by the office.

When meeting notice is required, an officer or Manager of the association, or other person providing notice of such meeting, shall sign a notice confirming compliance with the notice requirement, and this should be kept with the official records of the association.
1.3 Board of Directors Meetings -48 Hrs notice

Meetings of the Board of Directors are held each month on a scheduled Saturday. Meetings are held in the Sea Coast clubhouse and begin at 10:00am. The purpose of these meetings is held in accordance of Florida Statutes 718, to provide owners with a record of any administrative business. Owners must be given notice of a meeting 48hrs in advance, by a notice with the details of the meeting being posted in a conspicuous place on the bulletin boards. 

There are times when the BOD is exempt from holding open meetings. The exceptions are: 

1) discussion by the board of pending litigation in which the association is a party

2) discussing information regarding personnel






3) to hold committee meetings that do not take final action
1.4 Annual Meetings -60 day prior first notice, 30 day prior second notice with candidate information and ballot 

An Annual Meeting is held for the purpose of owner participation in electing a Board of Directors. This meeting is held in September each year.

At least 60 days before a scheduled election, the association shall mail, deliver, or electronically transmit, by separate association mailing or included in another association mailing, delivery, or transmission, to each unit owner entitled to a vote, a first notice of the date of the election. A unit owner or other eligible person desiring to be a candidate for the board must give written notice of his or her intent to be a candidate to the association at least 40 days before a scheduled election. Votes may be by proxy.
1.5 Budget Meetings -14 day notice

Any meeting at which a proposed annual budget of an association will be considered by the board or unit owners shall be open to all unit owners. At least 14 days prior to such a meeting, the board shall notify each unit owner of such meeting and a copy of the proposed annual budget. A vote of the majority of the unit owners must be taken to determine whether to waive fully funding of reserves. A vote may be by proxy.
1.6 Special Assessments

Written notice of a meeting at which a nonemergency special assessment or an amendment to rules regarding unit use will be considered must be given to the unit owners and posted conspicuously on the condominium property at least 14 days before the meeting. 
1.7 Sale of Units

An Owner who wishes to sell their unit should give notice to the office of their intent to place their unit for sale. They or their agent are encouraged to provide the MLS data sheet for the office staff and may post it on the bulletin boards.  
1.8 Buyer Approval

Each buyer that will be listed on the title of the property must fill out an application and pay a $75 application fee. Within 5 days of application, a Board of Director member appointed specifically for this purpose, shall notify the owner of the decision. All sales must be approved and the Association has first right of refusal. Within 30 days prior to a sale, the owner shall give written notice of his intent to sell on a specific date and the price, terms and conditions of the contract. Time is of the essence and approval should not wait until the next meeting. 
1.9 Estoppel Letters

The Title Agent handling the sale of a unit will request an Estoppel Letter. There is a $250 charge for the estoppel letter collected in advance from either the Owner or Title Company requesting it. The estoppel should be sent within 48hrs. 
The estoppel letter should include: 

1
Name of the association.

2
Name of the current unit/parcel owner.

3
Unit number and address.

4
Total amount owed to the association to date of closing. 

5
Date through which that total amount is owed in the event closing is delayed.

6
Instructions on where to send payment

7
Signature of an officer of the association or authorized agent. 
1.10 Standard Documents 

Sea Coast Resident Application

Sea Coast Budget Letter

Sea Coast Budget Notice, Proxy, and Ballot

Sea Coast Annual Meeting Notice, Proxy, and Ballot
II. Sea Coast Rentals, Inc. Rental Program
2.1 Sea Coast Rentals, Inc.

In 1999 a for profit corporation was formed for the purpose of handling transient rentals onsite. This corporation is owned by the Association Sea Coast Management, Inc. but operates independent from the Association. Sea Coast Rentals, Inc. operations are not subject to FS 718.  Funds are kept in separate bank accounts. 
2.2 Owner Participation

Owners who would like to rent their units, may do so for a minimum of one week rentals or monthly rentals. If an owner’s unit is rented, their guest has the use of the facilities in the place of the owner. This means the owner gives up all rights to use the facilities including use of pool, common areas, and assigned parking. 

Owners may rent their units on their own, through outside companies, or through the office. Owners who participate in the Sea Coast Rentals, Inc. program must sign an agreement and pay a fee of $25 for registration.
2.3 Reservations Procedures 

Calls or emails requesting information on rentals should be returned as soon as possible, and within 24hrs.

A $300 deposit is to be paid at time of reservation, and will be applied toward rental balance due. For rentals less than 30 days, payment in full of rental balance must be paid 30 days prior to check-in date. 


A reservation card is filled out, and the owner is immediately notified of the reservation by email. The reservation must also be blocked out on the online booking calendar on www.condokeeper.com 
2.4 Damage Deposit 

A pre-authorization of credit card charge of $300 is required at check-in and will serve as a damage deposit and the pre-authorization hold will be released within 30 days of departure less any deductions.
2.5 Cancellation Procedures

If Guest wishes to cancel his/her reservation, the deposit payment will be refunded less a $25 administration fee if cancelled 60 days prior to the Check-in Date. Cancellations of less than 60 days will forfeit the reservation deposit. No refunds will be given due to weather unless a mandatory evacuation is issued.
2.5 Guest Check In/Out Procedures

Check in is at 4:00. Guests must check in at the office regardless who they book through. The office is to get the make, model and license plate of any vehicle. The guests should be given one set of keys, along with a copy of rules and regulations, parking passes for one designated spot and one visitor spot if requested.

Check out is at 10:00. Guests must return keys, wristbands and parking passes.
2.6 Rental Rates

Rental rates are set by the Sea Coast Rentals, Inc. Board of Directors. Owners have the option of charging more or less than the published rates. 
2.7 Rental Service Fees 

All owners who rent must pay a Rental Service Fee whether they use the office or not. RSF funds are used to cover the additional impact that allowing renters has on our complex. The RSF should be given the same consideration as the monthly association dues paid by all owners.

The RSF is 6%, 7% and 12% based on the published Sea Coast Rentals, Inc. rate structure* to be effective Saturday April 4, 2015.
1. The RSF shall be set at 12% on all rentals managed by the Sea Coast Rentals, Inc. Seacoast Rentals, Inc. is providing ALL services such as booking the rental, processing the paper work, collecting the rental income and deposits, scheduling cleaning, and submitting the taxes.
2. The RSF shall be set at 7% on all rentals managed by the Sea Coast Rentals, Inc. Seacoast Rentals, Inc. is providing LIMITED services which may in include any of the following: processing the paper work, collecting the rental income and deposits, scheduling cleaning, and submitting the taxes. 
3. The RSF shall be set at 6% on all rentals managed 100% by owners or other property Managers.  The guest still must check in at the office to pick up a parking pass.
* If an owner charges more than the published rate, they will only be charged the percentage based on the published rate. In the event an owner charges less than the published rate, they will only be charged based on the actual rental amount charged.
2.8 Owner Payment Disbursement

Owners should be issued a check for any rentals within 15 days after guest departure. Owner checks will be paid less any credit card fees that are deducted from rental amounts deposited. Outstanding balances for maintenance or assessment fees will be deducted from owner proceeds.
2.9 Rental Calendar Updating 

The online calendar should be kept up to date at all times. There should be an email notification sent to owner immediately upon booking their unit. Likewise, an owner must advise the office of any dates their unit is not available for rent. 
2.10 Repairs To Units in Rental Program

In the event a guest contacts the office regarding a needed repair, management should act in accordance with the Owner Agreement. There should be a phone call or email notification sent to the owner prior to initiating any repair, as the owner may wish to handle the repair themselves. If a renter’s use of the unit is made unsatisfactory because of mechanical, electrical, plumbing or other fault, the Manager may offer up to a 50% rebate on the rental rates as compensation, or that the renter may be transferred to another rental unit.
         The Manager shall perform whatever “minor” tasks and repairs that are necessary to maintain the unit in a rentable state, including but not limited to replacing light bulbs, changing air filters, and replacing damaged and no longer usable items. The replaced items will be billed to the owner and may be deducted from the Rental Income.
2.11 Guest Surveys

One week after departure, guest may be emailed a survey requesting feedback on their stay. 
2.12 Standard Rental Documents

Sea Coast Rentals, Inc. Owner Agreement

Sea Coast RSF Policy

Sea Coast Rental Agreement

Sea Coast Rate Chart
III. Website and Social Media
3.1 Website 
The Sea Coast website address is www.seacoastcondominium.com
The primary purpose of the website is to share information with potential guests regarding rentals, and to share information with owners. There is an Owners page which requires a separate login. This page should have all notifications, reports and meeting minutes posted. These documents should be kept up to date monthly. 
Username: owners  Password: palmbreeze
The admin portal can be accessed at www.seacoastcondominium.com/wp-admin
Username: Manager   Password:Se@Co@st!

There is also a website for Condo Rentals Solutions which contains management software.
www.thecondokeeper.com username: CS_6127_user  Password: S3aco4st$1
You will then be prompted for an admin logon when you go to make any changes. 
Username: faithnorton Password: astros 
3.3 Social Media
There is also a closed group on Facebook called Sea Coast Owners. Owners should send a request on Facebook to be added to the group.
3.4 Public Relations 
Effort should be made to network with other Managers at other complexes nearby. The benefits are to share solutions and strategies for improving owners and guests experiences. By networking, management can also share rental opportunities in the event our condominium is either full or available when other complexes are not. Please reach out to other Managers during slow periods, and suggest working together if a need arises. 
V.  Management & Maintenance 
4.1 Management Contract

Management agrees to abide by all obligations set forth in the employment contract. Management reports to the Board of Directors.
4.2 Service Contract Administration 

The Manager is responsible for overseeing the performance of all vendors. The manager is responsible for maintaining the Certificate of Insurance files for all vendors operating in the building through a service contract agreement. It is at the Manager’s discretion to review performance of vendors. The Manager can suggest, at a Board meeting, if an alternative service provider should be considered. 
Sea Coast currently has service contracts with the following vendors:

Daytona Elevators 

Dave’s Pest Control

Pool
4.3 Elevator Operations  

There is a 24/7 maintenance contract with Daytona Elevators.
4.4 Recycling/Waste Removal 

Individual unit owners are billed by the city for waste removal. There are two dumpsters located at each end of the building. Recycle bins are also located here. No oversized items, construction materials or furniture may be placed in these bins. 
4.5 Maintenance, Landscaping and Grounds Management 

All routine maintenance, grounds and landscape management is the responsibility of the Manager and may be assigned to maintenance staff. A maintenance log should be kept with the amount of time spent on each activity. 
4.6 Authorization of Purchases

Management is authorized to make necessary purchase as allowed in the annual budget. Purchases that are up to $500. in excess of the budget are allowed if deemed necessary.
4.7 Emergency Preparedness/Crisis Management 
The Manager must be available for all emergencies on a 24-hour basis and cooperate with all local police, fire and emergency personnel.
4.8 Risk Management 

The Manager must also be responsible for paying attention to any situation that is out of the ordinary that could affect the financial or safe operation of the condominium.  The vigilant and prompt action of the Manager is very important and of primary concern. A written incident report should document all accidents. Our insurance company should be contacted if necessary. 
4.9 Building Insurance 

Our insurance is renewed annually in May. 
The contact for insurance is:
Doug Wheeler dwheeler@morseagency.com 
Morse Agency 407-869-4200 | Agent Cell:  407-592-7900 
4.10 Unit Insurance  

Insurance should be held by each individual unit owner. Sea Coast should also be a named insured on the policy of every owner who rents their condo through Sea Coast Rentals, Inc. 
4.11 Unit Repairs

Management is responsible for Sea Coast common elements, however not responsible for any interior repair request made by owners. The exception to this is in an emergency that may cause further damage or may damage adjacent units. In the event of an owner request that is not an emergency, the Manager may provide the owner with a list of approved vendors to contact. The Manager may assist with co-ordinating access to the vendor. All repairs should be contracted and paid for by the Owner and Vendor, not Sea Coast Management.

In the event a guest of Sea Coast Rentals, Inc. makes a request for a repair, that request may be addressed under the Sea Coast Rentals, Inc. guidelines. 
4.12 Unit Improvements

Owners may hire any vendor they choose to perform services inside their units, however all contractors and vendors must be licensed and insured. It is the manager’s responsibility to ensure all contractors and vendors are licensed and insured. No work requiring a permit may be performed without a permit, including work done by owners. All contractors must check in at the office, and no contractor is to be allowed to perform any work on the property until they have supplied evidence of the required Certificate of Insurance.
4.13 Licensure

Sea Coast Management, Inc. holds two licenses registered with the Florida Department of Business and Professional Regulation. These can be found on the website www.myfloridalicense.com and must be renewed by March 31 annually.
Sea Coast Gardens, A Condo PR1S021481 (condominium)
Sea Coast Management, Inc. DBA Sea Coast Rentals CND7400085 (vacation rentals)
4.14 Corporation Annual Report

Sea Coast Condominiums owns and operates 2 separate corporations. Both are 
registered under the Florida Department of State Division of Corporations. 
An annual report updating director information must be filed each year in April. This report can be filed online at www.sunbiz.org.
 
Sea Coast Management, Inc. Florida Not For Profit Corporation 720225

Sea Coast Rentals, Inc. Florida Profit Corporation P99000022382
4.15 Management Office Administration  

Both the bookkeeper and maintenance person are under the direction of the Manager. The Manager should be familiar with both persons duties in the event of their absence. Both employees are to be managed within the approved guidelines of the budget with regard to salary and time assigned.
4.16 Management Office Hours 

Management is expected to have the office open during office hours Monday through Saturday 9am to 5pm. It is acceptable to close during lunch for 1 hour each day.  Management typically works Tuesday through Saturday and has the book keeper or other relief person in office on Mondays. On Sundays, the office is closed.
4.17 Management Telephone 

A monthly cell phone allowance is given for management use. This number should be listed as the emergency contact number and should also be posted on the office door. It is expected that this number will only be used after hours in the event of a true emergency. It should be accessible and checked after hours in the event of an emergency. Guests/Owners who lock themselves out or are requesting access to their unit after 10 p.m. does not constitute an emergency and should contact the locksmith as posted on the clubhouse door. 
4.18 File Retention 
 
The Association shall maintain the following items, which are the official records of the association:
1. A copy of the plans, permits, warranties, and other items provided by the developer.
2. A photocopy of the recorded declaration of condominium of each condominium operated by the association and each amendment to each declaration.
3. A photocopy of the recorded bylaws of the association and each amendment to the bylaws.
4. A certified copy of the articles of incorporation of the association, or other documents creating the association, and each amendment thereto.
5. A copy of the current rules of the association.
6. A book or books that contain the minutes of all meetings of the association, the board of administration, and the unit owners, which minutes must be retained for at least 7 years.
7. A current roster of all unit owners and their mailing addresses, unit identifications, voting certifications, and, if known, telephone numbers. The association shall also maintain the electronic mailing addresses and facsimile numbers of unit owners consenting to receive notice by electronic transmission. The electronic mailing addresses and facsimile numbers are not accessible to unit owners if consent to receive notice by electronic transmission is not provided.
8. All current insurance policies of the association and condominiums operated by the association.
9. A current copy of any management agreement, lease, or other contract to which the association is a party or under which the association or the unit owners have an obligation or responsibility.
10. Bills of sale or transfer for all property owned by the association.
11. Accounting records for the association and all accounting records must be maintained for at least 7 years. 
a. Accurate, itemized, and detailed records of all receipts and expenditures.
b. A current account and a monthly, bimonthly, or quarterly statement of the account for each unit designating the name of the unit owner, the due date and amount of each assessment, the amount paid on the account, and the balance due.
c. All audits, reviews, accounting statements, and financial reports of the association or condominium.
d. All contracts for work to be performed. Bids for work to be performed are also considered official records and must be maintained by the association.
12. Ballots, sign-in sheets, voting proxies, and all other papers relating to voting by unit owners, which must be maintained for 1 year from the date of the election, vote, or meeting to which the document relates.

The official records of the association must be maintained within the state for at least 7 years. The official records of the association are open to inspection by any association member or the authorized representative of such member at all reasonable times. 

The following records are NOT open to inspection:
1. Any record protected by the lawyer-client privilege.
2. Information obtained by an association in connection with the approval of the lease, sale, or other transfer of a unit.
3. Personnel records of association or management employees, including, but not limited to, disciplinary, payroll, health, and insurance records. 
4. Medical records of unit owners.
5. Social security numbers, driver license numbers, credit card numbers, e-mail addresses, telephone numbers, facsimile numbers, emergency contact information, addresses of a unit owner unless written authorization is given to allow contact information to be shared.
4.19 Security Operations 

Security guards should be hired for all holiday weekends. Security should be onsite from 10:00 to 6:00 and monitoring to ensure no one except owners and guests are using parking lot, pool and beach access. 
4.20 Parking Operations 

Owners have one assigned parking space. There is limited visitor parking. All owners are given two peel and stick removable parking decals which should be affixed to the rear car window to ensure visibility. Guests are given dated parking hangtags. If a vehicle is incorrectly parked, attempts should be made to find the owner of the vehicle to have them alerted before towing the vehicle. 
4.21 PROPERTY INSPECTIONS 

The manager monitor physical aspects of the property at all times and note items needing repair in preparation for budget planning. Inspections should include the roof to base areas including all closets, mechanical rooms, elevators, stairwells, pool, parking lot, fencing and all other common areas. 
4.22 Building Improvements Requests


The Manager should include in the monthly manager report recommendation of repairs, maintenance and/or replacement of common elements and association owned property.
4.23 Project Approval and Contract Bidding
 
The Manager should cooperate with the Board in the analysis and recommendation of capital improvements or repairs. Once approved, a request for proposal from three licensed contractors for bids for capital improvements and /or repairs should be presented for Board approval at the monthly meeting. Once hired, the Manager is responsible to oversee work of subcontractors and/or independent contractors and the supervision thereof. 
4.24 Standard Management Documents

Request for Immediate Payment

Exhibit A Management Contract
VI. Accounting and Reporting 
5.1 Account Management

All account management is the responsibility of the Manager and may be assigned to bookkeeping staff for processing. The Manager must be familiar with all duties of the book keeper. 
5.2 Annual Budget

An annual budget is approved and voted on at the annual budget meeting. This budget must be adhered to. Management must be familiar with the budget in each category. Any expenditures that are expected to be in excess of $500.00 of the amount approved must be voted on at a Board of Directors meeting.
5.3 Bank Accounts 

Our bank accounts are with Wells Fargo. The Manager, President and Treasurer of the Association should be added as signers to the account. If a past officer no longer holds that position. they should be deleted each year. All funds collected by an association shall be maintained separately in the association’s name. 
5.4 Reserve Accounts

Reserve funds are kept in a separate account and may not be commingled with operating funds of the association. 
5.3 Balance Sheets (Profit and Loss)

The Manager is to provide the treasurer with monthly profit and loss statements, a financial report of balance in reserve and management accounts.
5.6 General Ledger System 

Quickbooks should be used for all account management. 
5.7 Reporting 

Our current CPA is:

 C M Lybrand & Co LLC  

728 Canal St, New Smyrna Beach, FL 32168

Phone:(386) 428-2315

Annually, the CPA shall prepare a financial statement for the preceding fiscal year. The Manager is responsible for getting all documents requested by the CPA and providing access to our Quickbooks information. 

Not later than 120 days after the end of the fiscal year, the Association shall notify owners that a report is available upon written request. A monthly report of account balances and funds held in reserve accounts is given at Board of Director meetings. 
5.8 Laundry Money

Laundry coins should be removed from the laundry machines at least monthly. These coins should be placed in bags provided by the bank and deposited each month. The total amount collected should be written on the bags and reported as income on the profit and loss statement.
5.9 Monthly Maintenance Fees Report

A statement of maintenance dues should be reviewed each month, and provided to the treasurer. Any Owner who participates in the Sea Coast Rentals, Inc. program and is in arrears on fees, should have the balance taken out of rental income.
5.10 Collections and Liens

Any Owners who are more than 90 days in arrears must be contacted by the Manager by phone advising them they are past due on their monthly maintenance fees.
A Request for Immediate Payment letter should then be sent to document the matter. In the event no action is taken, it should be reported at the next monthly meeting and a lien may be filed at the discretion of the Board of Directors. In order to file a lien, written notice of intent to file a lien must be given and the lien filed within 30 days. A lien can affect someones credit, and they will not be able to sell their unit unless dues are paid in full. Our Bylaws allow us to charge late fees of 8% per annum, but no more than that. 
5.11 Monthly Maintenance Fees unit 112

Unit 112 is considered common area. The monthly maintenance fees must still be paid on this unit. These monthly dues should be brought current twice a year during 
June and December. 
5.12 Sales Tax Collection, Remittance and Registration

Sea Coast Rentals, Inc. is registered to collect and pay sales and use tax with the Florida Department of Revenue. Taxes are paid monthly, and submitted online at for.myflorida.com  

All units rented by Sea Coast Rentals, Inc. must be included in a collective registration and are issued individual certificate numbers. These must be updated if someone leaves or wishes to be added to the rental program. There cannot be 2 certificates issued to an individual unit, so if someone is licensed with another company, Sea Coast Rentals, Inc. cannot register them.
Certificate Number: 74-8011946749-4
Business Partner Number: 863659
Federal ID Number: 593582190
5.13 Rentals Income (Rental Service Fee) 

Rental Service Fee income should be transferred each month in the amount of $5,500. This is to help offset the cost associated with running the rental program. The RSF amount taken in by Sea Coast Rentals, Inc. should be tracked monthly to ensure there is enough in the Sea Coast Rentals, Inc. account to transfer each month. 
5.14 Guest Security Deposits

Security deposits may be commingled with other rental funds in the Sea Coast Rentals, Inc. accounts so long as the account balance does not fall short of deposit funds that are subject to refund.
APPLICATION FOR OCCUPANCY
A separate application is required for all owners listed on the deed. 
Please include $75 check payable to Sea Coast Management.
Unit_________________

Closing Date __________________
Applicant Names __________________________ Date of Birth ________ 
Social Security # _________________
Drivers License State & Number _________________________________
Phone:________________________Email:_________________________
Pet: Breed, Size, Color, Weight ____________________________________________________________
Cars 
1. Year Make Model Tag State____________________________________
2. Year Make Model Tag State____________________________________
Emergency Contact 
Name__________________________________________
Address_________________________________________ Phone__________________________________________
Has the applicant ever been convicted of a FELONY? _____________ 
(If yes, attach details)
Applicant hereby certifies that the information is true, correct and complete. Applicant authorizes Condominium Association to investigate the applicant and the information contained in this application, including the applicant’s criminal background. In addition, applicant hereby authorizes all persons, companies, and/or associations to release information pertinent to this application and hereby releases all involved parties from any liability resulting from applicant screening.
Signature ____________________________________ Date___________
SHORT TERM RENTAL AGREEMENT 
This Short Term Rental Agreement is made by and between Sea Coast Rentals, Inc. and Guest. The parties agree to the following terms of this Short Term Rental Agreement. The deposit paid shall constitute acceptance of this agreement.
1. Property: The property is located at: 4155 S. Atlantic Ave New Smyrna Beach, FL 32169.  Office phone number is: 386-428-9044
2. Maximum Occupancy: The maximum number of guests is limited to 4 persons for a 1 bedroom and 6 persons for a 2 bedroom. 
3. The rental begins at 4pm on“Check-in Date” and ends at 10am the “Checkout Date”.
4. Rental Rules: Guest agrees to abide by the Rental Rules at all times while at the property and shall cause all members of the rental party and anyone else Guest permits on the property to abide by the Rental Rules at all times while at the property.  
5. The owners or management are not responsible for any accidents, injuries or illness that occurs while on the premises or its facilities. The owners or management are not responsible for the loss of personal belongings or valuables of the guest. It is agreed that all guests are expressly assuming the risk of any harm arising from their use of the premises or others whom they invite to use the premises.  
6. Access: Guest shall allow Homeowner access to the property for purposes of repair and inspection. Homeowner shall exercise this right of access in a reasonable manner. 
7. Rental Rate and Fees: $300 deposit is to be paid at time of reservation, and will be applied toward rental balance due. For rentals less than 30 days, payment in full of rental balance must be paid 30 days prior to check-in date.  
8. Pre-authorization of credit card charge of $300 is required at check-in and will serve as a damage deposit and funds will be released within 30 days of departure less any deductions. 
9. Cancellation Policy: If Guest wishes to cancel his/her reservation, the deposit payment less administrative fee of $25 will be refunded if cancelled 60 days prior to the Check-in Date. Cancellations less than 60 days will forfeit the reservation deposit. 
10. Refunds: There will be no refund or partial refunds due to weather conditions unless a mandatory evacuation is issued. 
11. Guest must be 25 or older to reserve a unit, and must accompany any minors occupying the unit for overnight stays. 
12. Departure: Guest agrees to leave property reasonably clean and in order. Additional cleaning charges may apply for excessively dirty units or laundry. 
SEA COAST CONDOMINIUM 
RULES AND REGULATIONS
1. All cars must be registered in the office at time of check in. You will receive a hang tag for your vehicle. Please park in your assigned space. Cars parked in other spaces are subject to towing. 
2. Upon check in, you will receive wrist bands which east guest must wear while in pool area and on sun deck. 
3. If the premises appear dirty or damaged upon Check-in, please inform the Manager immediately.  
4. The additional key is for the laundry room located on each floor in the entrance corridor at the front of the building.  The same key opens the clubhouse door. Please close doors when not in use. 
5. There are luggage carts under the stairwells on the first floor. Please return them to the proper place after use. 
6. Pets are not allowed. A violation of this policy will result in eviction and forfeit of deposit and any rent paid.  
7. Smoking is prohibited in the condos and the clubhouse. 
8. Please comply with all posted pool rules.  Drinks are not allowed in the pool. 
9. No glass, frisbees, balls, drones, surf boards or large floats are allowed in the pool area or on the sundeck. Please do not play or hang on the pool rope.  No radios are allowed in these areas without earphones.  
10. Children under the age of 12 must be accompanied by an adult at the pool, in elevators and stairwells. Please do not allow your children to wander around unsupervised. 
11. Children that are not toilet trained must wear a swim-diaper while in the pool.  
12. Upon returning form the beach, please wash sand off your body and feet. Dry yourself off completely before entering buildings and elevators. 
13. Do not hang towels or articles of clothing over balcony railings. 
14. Condos are all privately owned. Keep the property and furnishings in good order, and only use appliances for their intended uses. Please do not take towels or kitchen items from the condo you have rented. 
15. Seasonal note:  Please comply with posted notices regarding annual sea turtle nesting season May 1-October 31.
DEPARTURE RESPONSIBILITIES
· Load and run the dishwasher.
· Leave beds unmade.
· Leave only your final days towels by keeping up with laundry during your stay.
· Remove and dispose of all items from refrigerator and cabinets.
· Make sure all windows and doors are locked securely.
· Return all keys, parking passes and wristbands to rental office or drop box.
Unit____________________


Winter ____ Summer____ Both____

SEA COAST RENTALS, INC. VACATION RENTAL MANAGEMENT AGREEMENT
This agreement made and entered into by and between OWNER, and SEA COAST RENTALS, INC. 
The parties hereby agree as follows:
OWNER is the fee simple owner of the registered property. SEA COAST RENTALS, INC. operates for the purpose of managing vacation rentals at Sea Coast Condominiums. Subject to the terms of this Agreement, OWNER desires to engage SEA COAST RENTALS, INC. to provide rental marketing and management services for the property, and SEA COAST RENTALS, INC. desires to accept such engagement.
By accepting the terms of this agreement OWNER hereby acknowledges that he/she is the rightful owner of title of the property, and is authorized to enter into this agreement.
1. ACKNOWLEDGEMENT OF OWNERSHIP/AUTHORITY:
A. This agreement will grant SEA COAST RENTALS, INC. the right to rent the unit number stated above. This agreement can be terminated at any time.
2. TERMS OF AGREEMENT AND TERMINATION PROCEDURE:
A. In the event this Agreement is terminated as set forth above, or the property is sold, the OWNER shall honor all confirmed reservations made and kept by guests of SEA COAST RENTALS, INC. prior to termination of the agreement or up to the closing date of the sale.
B. SEA COAST RENTALS, INC. reserves the right to amend the terms of this agreement by giving OWNER thirty (30) days advance notice prior to effectiveness of amendments.
3. LICENSING, TAXES, AND FEES:
A.The State of Florida Statute requires a Chapter 509 license for short-term rental property. SEA COAST RENTALS, INC. maintains appropriate licensing. 
B. SEA COAST RENTALS, INC. will collect and pay all applicable state and local taxes        on behalf of the OWNER. The OWNER agrees that SEA COAST RENTALS, INC. is authorized to act as agent to register, charge, collect, and remit sales tax levied under Chapter 212, Florida Statutes to the Department of Revenue. 
C. The OWNER agrees to provide Social Security Number, which will be obtain for tax collection purposes and be kept confidential. 
D.The OWNER acknowledges that be offering transient accommodations to others, OWNER is exercising a taxable privilege and is ultimately liable for any sales tax due. A warrant for any uncollected amount will be issued and becomes a lien against the property until satisfied.
E.A year- end report will be provided for tax purposes in the form of an IRS Form 1099.
4. COMMISSIONS AND FEES:
A.The OWNER agrees to pay to SEA COAST RENTALS, INC. the sum of twelve percent (12%) of the rate on all rentals obtained by  SEA COAST RENTALS, INC. 
B.The OWNER agrees to pay to SEA COAST RENTALS, INC. the sum of seven percent (7%) of the rate on all rentals obtained by OWNER.
C.All fees due to SEA COAST RENTALS, INC. will be deducted from rents collected prior to disbursement to OWNER.
D.OWNER will receive disbursement checks 15 days after rents are processed by the office. 
E.There is a $25 initial set up fee charged to the OWNER. This is to assist with administrative costs of our online reservation system and personal web page. Photography of each unit is at owners expense and must be done in a professional manner with minimum of 640x file size.
F. OWNER may choose to advertise on additional websites such as VRBO at their own expense.
5. RESPONSIBILITIES of SEA COAST RENTALS, INC.
A. The OWNER hereby authorizes SEA COAST RENTALS, INC. as agent, to enter into reservation agreements with prospective guests, and accept security deposits and other payments.
B. OWNER authorizes SEA COAST RENTALS, INC., as their agent, to set, monitor and regulate all rental rates. All rates are based on views, amenities and décor of individual units.
C. SEA COAST RENTALS, INC. will check guests in to office and issue parking parking tags, copies of rules and regulations, and keys. 
E.OWNER agrees that SEA COAST RENTALS, INC. will schedule all cleanings upon guest departure, unless directed otherwise by OWNER. Cleaning fees will be charged guests as a condition of their rental. 
6. RESPONSIBILITIES OF OWNER:
A.FURNISHING UNIT: The owner shall furnish and maintain the unit in accordance with the inventory and maintenance standards recommended by SEA COAST RENTALS, INC. and guidelines described in Florida Statute 509.
B. UTILITIES: Maintain all utilities (electric, internet, water/sewer, cable television) and make timely payments to the utilities companies. If SEA COAST RENTALS, INC. is notified of potential disconnection and elects to pay to avoid disconnection, an administrative fee of $25.00 will be charged to OWNER in addition to the amount SEA COAST RENTALS, INC. paid to the utility company.
C. TELEPHONE: Maintain a private local line installed at OWNER expense. 
7. RESERVATIONS:
A. OWNER agrees to allow SEA COAST RENTALS, INC. to set rates and discounts in accordance with published rate schedule. 
B. OWNER will provide personal use and block out dates as soon as possible. 
C. OWNER will honor all confirmed reservations. Confirmed reservations are defined as those reservations for which SEA COAST RENTALS, INC. has given an acceptance date and secured a down payment.
D. OWNER understands that all reservations require a security deposit of 
    $300 before the reservation is confirmed. Security deposits will be refunded within 15 days of check out, unless SEA COAST RENTALS, INC. is advised of damages.
8. PROPERTY ACCESS
A. SEA COAST RENTALS, INC. with at all times have a minimum of 3 sets of keys to the unit and laundry room.
B. OWNER agrees not to enter the unit or permit any person, whether family member, repairman, sales agent, or guest, to enter the unit other than when it is vacant.
C.OWNER is to advise SEA COAST RENTALS, INC. if the property is listed for sale, immediately upon the execution of such listing agreement.
9. MAINTENANCE:
A. OWNER is to arrange for all routine maintenance, subject to the provisions of paragraph 9D below.
B. OWNER acknowledges that ALL normal and routine cleaning of his/her unit is to be done in a timely and on a necessary basis. 
C. In the event that a renter’s use of the unit is made unsatisfactory because of mechanical, electrical, plumbing or other fault, OWNER agrees that SEA COAST RENTALS, INC. may offer up to a 50% rebate on the rental rates as compensation, or that the renter may be transferred to another rental unit. Such a guest transfer because of dissatisfaction is to be made at the discretion of SEA COAST RENTALS, INC. and neither the renter nor SEA COAST RENTALS, INC. shall be liable to the OWNER for rental revenue other than for the period that the OWNER’s unit was actually occupied by the renter. The breakdown of an air conditioning unit is an example of the cause for such action. There may be other situations which would hamper the quiet enjoyment of the rental property.
D. SEA COAST RENTALS, INC. shall perform whatever “minor” tasks and repairs that are necessary to maintain the unit in a rentable state, including but not limited to replacing light bulbs, changing air filters, and replacing damaged and no longer usable items. The replaced items will be billed to OWNER on an, “as needed” basis with owner approval for any such replacement or repair over $100.
10. AUTHORITY TO MAKE REPAIRS:
A. The OWNER hereby authorizes SEA COAST RENTALS, INC. to contract for repairs or replacement of required items up to $100.00 without separate authorization from OWNER.
B. OWNER must authorize repairs or purchases in excess of $100.00 unless it is an emergency presenting risk to the property of the OWNER, guests or OWNER’s neighbors. OWNER further agrees that SEA COAST RENTALS, INC. shall not be liable for any claims of those performing services for repairs to the real property or personal property located therein, subject to this agreement.
C. OWNER reserves the option to solely initiate, coordinate and contract for repairs.
11. INDEMNIFICATIONS AND INSURANCE:
A. OWNER acknowledges that he has consulted with an insurance agent to assure that his coverages are reasonable and adequate. If OWNER fails to secure liability insurance for the unit, their unit may not be included in the Rental Program or featured on the website.
B. SEA COAST RENTALS, INC. shall be named as an Additional Insured on any unit insurance policy, which Sea Coast Rentals, Inc. is actively managing. The declaration shall be forwarded to Sea Coast Rentals, Inc. 
C. OWNER agrees that Sea Coast Rentals, Inc. shall not be liable for any claim for loss or injury to any person or personal property located on the premises covered under this agreement. In the event that any person or entity brings a claim against SEA COAST RENTALS, INC. for loss of property or injury, or upon any other grounds, OWNER shall indemnify and hold SEA COAST RENTALS, INC. harmless to the extent of OWNER applicable insurance coverage only.
THIS AGREEMENT IS HEREBY MADE AND ENTERED INTO BY THE PROPERTY OWNER AND SEA COAST RENTALS, INC. 
Owner Name________________________________Unit ___________________
Signature__________________________________________________________
Social Security Number or Tax ID Number _______________________________
(The OWNER who will be filing rental revenue as income must sign and provide SSN)
SEA COAST RENTAL SERVICE FEE
In 1999, the Sea Coast Management Inc. Board of Directors created Sea Coast Rentals, Inc (SCR). In June 2013, the Association was granted the authority, by a majority of the membership, to authorize the Association to collect a Rental Service ‘Use Fee” RSF. Seacoast Management Inc. Board of Directors require the Manager/broker /agent for Sea Coast Rentals, Inc. to exercise the Special Use Assessment Rental Service Fee hereafter called the RSF on all Seacoast Rentals as authorized by the Association's vote of June 2013. The RSF should be given the same consideration as the monthly association dues paid by all owners. The RSF funds are intended to cover the cost associated with running Sea Coast Rentals, Inc. such as wear and tear on the equipment/facility, security, extra work by maintenance, consumption of utilities. Thus, ALL owners who rent their units by themselves or through an outside rental agent/company are still required to pay the RSF. 
The purpose of this letter is to advise that in December, 2014, the Sea Coast Management, Inc. Board of Directors approved the following changes to the RSF ‘Use Fee”: 
The RSF shall be of 6%, 7% and 12% based on the published Sea Coast Rentals, Inc. rate structure* to be effective Saturday April 4, 2015.
1. The RSF shall be set at 12% on all rentals managed by the Sea Coast Rentals, Inc. Seacoast Rentals, Inc. is providing ALL services such as booking the rental, processing the paper work, collecting the rental income and deposits, scheduling cleaning, and submitting the taxes.
2. The RSF shall be set at 7% on all rentals managed by the Sea Coast Rentals, Inc. Seacoast Rentals, Inc. is providing LIMITED services which may in include any of the following: processing the paper work, collecting the rental income and deposits, scheduling cleaning, and submitting the taxes. 
3. The RSF shall be set at 6% on all rentals managed 100% by owners or other property Managers.  The guest still must check in at the office to pick up a parking pass.
* If an owner charges more than the published rate, they will only be charged the percentage based on the published rate. In the event an owner charges less than the published rate, they will only be charged based on the actual rental amount charged.
SEA COAST RENTAL RATES  
 Jan Feb Mar April May                Jun Jul Aug                               Sept Oct Nov Dec
 
 
        Weekly     Monthly           Weekly      Monthly       July 4 Holiday        Weekly      Monthly    
 
 
Oceanfront  
2-bedroom  
Rate               900.00       2430.00         1150.00       3320.00           1250.00                800.00       1800.00
Cleaning          95.00           95.00            95.00           95.00               95.00                  95.00           95.00
Tax                 124.37         315.62           155.62         426.87             168.12                111.87         236.87
Total            1119.37       2840.62         1400.62       3841.87           1513.12              1006.87       2131.87
 
 
Ocean View 
2-bedroom
Rate               800.00      2250.00           1000.00      3020.00           1100.00                700.00       1650.00
Cleaning          95.00         95.00               95.00          95.00               95.00                  95.00           95.00
Tax                 111.87        293.12             136 87        389.37             149.37                  99.37         218.12
Total            1006.87      2584.12           1231.87      3504.37           1344.37                894.37       1963.12
 
 
Ocean View
1-bedroom
Rate              700.00      1850.00             850.00       2590.00           1000.00                600.00       1500.00
Cleaning         85.00         85.00               85.00           85.00               85.00                  85.00           85.00
Tax                 98.12        241.87             116.87         334.37             135.62                  85.62         198.12
Total             883.12      1976.87           1051.87       3644.68           1220.62                770.62       1783.12
REQUEST FOR IMMEDIATE PAYMENT
This Notice is being provided to you in as the Condominium’s records as of XXXXXX indicate that you are delinquent in meeting your financial obligations.
Based on the foregoing you owe the Sea Coast Condominium Association $xxx.xx. Because of common expense assessments, interest, and all costs of collecting such assessments, the amount due on the day you pay may be greater than this stated amount. 
This Notice is being provided to you behalf of the Association in its efforts to enforce your financial obligations. You should be aware that the law provides the Condominium may take action to collect this debt. This can be avoided if you promptly pay off your debt or enter into an acceptable payment plan. If you wish to propose a payment plan, please submit it to us in writing. Or, if you have any questions, please do not hesitate to call us.
You can avoid further action by immediately contacting one of the following:
Sea Coast Condominium Association 386-428-9044
Treasurer Abby Goldsmith (407) 491-5967
NOTICE OF IMPORTANT RIGHTS You have thirty days after you receive this letter to dispute the validity of the debt, or any part of it. If you don’t dispute it within that period, we will assume that it’s valid. If you do dispute it – by notifying us in writing to that effect – we will obtain and mail to you verification of the debt. 
Please note, we are not required to wait until the end of this thirty day period before taking further steps to collect this debt. If, however, you request proof of the debt or the name and address of the original creditor, within that thirty day period, we will suspend our efforts to collect the debt until we mail the requested information to you.
Due Date
Description
Amount
10/31/2014     Assessment    $xxx
EXHIBIT A
During the term of this agreement and in accordance with procedures and policies established by SEA COAST MANAGEMENT, INC. MANAGER DUTIES INCLUDE BUT ARE NOT LIMITED TO:
1. Perform such duties and responsibilities as may be promulgated and conveyed by the President of the BOARD OF DIRECTORS.
2. Assist the BOARD OF DIRECTORS in the preparation, administration and control of the annual budget, including but not limited to the receipt and disbursement of assessments, income, expenses, payroll and taxes.
3. Assist the BOARD OF DIRECTORS in the preparation and delivery of all reports (financial and otherwise), tax returns, and forms required by federal, state and municipal law.
4. Assist and cooperate with all professionals (accountants, attorneys, engineers, etc.) employed by SEA COAST MANAGEMENT, INC. AND SEA COAST RENTALS, INC., including but not limited to preparation and delivery of financial statements, insurance applications, reports, and such documentation as may be necessary or requested.
5. Preparation and maintenance of individual unit owner accounting, together with such activity permitted and required for collection of monthly and special assessments and related expenses.
6. Collaborate and cooperate with the Board in establishing and carrying out preventive maintenance, housekeeping, and grounds keeping standards and procedures.
7. Cooperate with the Board in conducting periodic inspection, repairs, and reporting of repairs, maintenance and/or replacement of Common Elements and association owned property.
8. Cooperate with the Board in the preparation of specifications and receipt and review of bids for capital improvements and /or repairs.
9. Cooperate with the board in the analysis and recommendation of subcontractors and/or independent contractors and the supervision thereof.
10. Supervise and assist in the hiring, firing, and training of support personnel as directed by the BOARD OF DIRECTORS.
11. Maintain personal, sick and vacation leave records for all employees of SEA COAST MANAGEMENT, INC. 
12. Maintain professional and cordial relations with all unit owners, tenants, and guests, and provide assistance when reasonably necessary. 
13. Periodic review and submission of recommendations regarding insurance coverage and policies and maintaining all insurance coverage in active status as directed by the BOARD OF DIRECTORS.
14. Be available for all emergencies on a 24-hour basis and cooperate with all local police, fire and emergency personnel. Guest/owners who lock themselves out or are requesting access to their unit after 10 p.m. do not constitute an emergency and shall contact the locksmith as posted on the clubhouse door.
15. Collaborate and cooperate with the BOARD OF DIRECTORS in establishing and carrying out a security plan for the CONDOMINIUM, its owners, tenants, and guests and all property thereof.
16. Enforce all provisions of the Declaration of Condominium Bylaws and rules and regulations established from time to time by BOARD OF DIRECTORS.
17. Assist all officers of SEA COAST MANAGEMENT, INC., including but not limited to the President, Secretary and Treasurer in the preparation, access and maintenance of all official records and financial books and records, together with the preparation, posting, mailing and delivery of all required notices for SEA COAST MANAGEMENT, INC. in accordance with Florida Statutes.
18. Attend all BOARD OF DIRECTORS meetings and provide written and oral Manager’s reports as well as guidance and support as needed when directed.
19. Utilize rental program software to effectively secure rentals for those unit owners whose units are in the rental pool and perform such duties and responsibilities as may be promulgated by SEA COAST RENTALS, INC. Said duties shall include such activities as may be reasonably necessary to fully affect rental occupancy, maintenance records, reporting, and collection/remittance of funds. 
20. Maintain the necessary computer and technical skills to effectively operate the rental and condo programs/software used to operate the Office of SEA COAST MANAGEMENT, INC. AND SEA COAST RENTALS, INC. as well as being open to the use of new technology applications. Office efficiency is of the utmost importance. Accomplishment in this area, in addition to stellar customer service will be heavily weighted in the performance surveys.
21. Must possess and maintain the knowledge and skills to be able to carry out the financial record keeping functions of SEA COAST MANAGEMENT, INC. and and SEA COAST RENTALS, INC. in the absence of the Bookkeeper. 
22. Must be versed in the use of programs and systems installed on the computer for recording and maintaining all of the information associated with the financial and maintenance records of SEA COAST MANAGEMENT, INC. and and SEA COAST RENTALS, INC.
23. Must be well versed in advertising methodologies/promotion techniques as well as the record keeping functions associated with the rental operation of condominium units. 
24. Must be well versed in the use of social media, world-wide-web, and other techniques as they become the efficient and superior method of accomplishing our needs in the rental program.
The above items do not encompass all of the responsibilities of the Manager.  The Manager must also be responsible for paying attention to any situation that is out of the ordinary that could affect the financial or safe operation of the condominium.  The vigilant and prompt action of the Manager is very important and of primary concern.
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