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MANAGEMENT SERVICES AGREEMENT 
BETWEEN 
a non-profit continuing housing co-operative  
(the “Co-operative”) 
AND 
(the “Manager”) 
DEFINITIONS 
1.
Definitions:
 This is what the terms below mean:  
(a)
Agency
: The Agency for Co-operative Housing – L’Agence des coopératives 
d’habitation; 
(b)
Arm’s length: 
Arm’s length as used in connection with the Canada
 Income Tax 
Act
; 
(c)
Basic Documents
: These include  
(i)
the provincial co-operatives act;
(ii)
all other laws, by-laws, regulations, codes and standards that apply to the 
Co-operative and the Property;  
(iii)
the Co-operative’s articles of incorporation, by-laws, written policies and 
occupancy agreement; 
(iv)
the Co-operative’s operating agreement or agreements with CMHC; 
(v)
any other agreements relating to the Co-operative’s operating or rent-geared-
to-income subsidies from government;  
(vi)
any Workout agreements between the Co-operative and CMHC or the 
Federal Co-operative Housing Stabilization Fund; 
(vii)
the Co-operative’s mortgage or mortgages and related financing documents; 
(viii)
any ground or head lease for the Property;  
(ix)
any municipal agreement; 
(x)
any agreement with neighbouring property owners; 
(xi)
any employment contract or other contract for staffing the Co-operative;  
(xii)
the terms of the Co-operative’s employee benefit plan, if any;  
(xiii)
the Co-operative’s insurance policies. 
(d)
Board:
 The Board of Directors of the Co-operative. 
(e)
Budget
: The Co-operative’s current capital or operating budget as approved by the 
Board and Members and, if the Co-operative has a Workout, by the Agency. 
(f)
Capital Cost
: The total cost of a project of repairs, renovations or capital 
replacements. It includes all professional fees, project management fees, taxes and 
other charges. 
(g)
Claim:
 A claim made in connection with the Property. This includes claims for 
money, compensation or damages and demands, fines, suits, actions, proceedings, 
grievances, judgments, awards, executions and liabilities or obligations of any kind. 
A Claim may arise under a statute, at common law or in equity, in contract or in 
tort, or in any other way. 
(h)
CMHC
: Canada Mortgage and Housing Corporation. 
(i)
Effective Gross Income
: The sum of the following, without duplication: 
(i)
Housing Charges charged and received in the current period;  
(ii)
Housing Charges charged in a previous period and received in the current 
period; 
(iii)
rent-geared-to-income subsidies allocated to households;  
(iv)
federal operating assistance, if the co-operative operates under any of 

the Federal Co-operative Housing Program (ILM) 

a 100% rent-geared-to-income program, or 

an urban native housing program;  
(v)
rents received for any non-residential space; 
(vi)
amounts recovered from residents for damage or poor maintenance; and 
(vii)
any part of member loans, shares or deposits used to cover current Housing 
Charges. 
Effective Gross Income does not include  
(viii)
revenue or receipts of the Co-operative from sources not listed above, such as  

revenues from coin- or card-operated laundry or other equipment and 
appliances at the Property; 

HST or GST charged by or rebated or credited to the Co-operative; 

HST or GST input tax credits;  

operating subsidies from CMHC other than as listed in 
(iv)
 above; 

investment income or gains; 
(ix)
uncollected Housing Charges;  
(x)
insurance recoveries; and 
(xi)
amounts received as Member loans, shares or deposits, except as noted in 
(vii)
 above. 
Effective Gross Income is reduced by   
(xii)
amounts allocated from housing charges to any Security-of-Tenure Fund; and 
(xiii)
amounts not received by the Co-operative due to vacancies, rental incentives 
or internal subsidies. 
(j)
EGI
: Effective Gross Income. 
(k)
Housing Charges:
 Charges to Members and other residents of the Property for 
housing and any charges for parking, sector support, cable or satellite television or 
other services. 
(l)
Member
: A member of the Co-operative. 
(m)
Non-arm’s-length Party
: Anyone who is not at Arm’s Length from the Manager 
or any of its staff, shareholders or members.  
(n)
Paralegal Services:
 Services provided by a licensed paralegal to obtain evictions 
and judgments for unpaid Housing Charges. 
(o)
Property
: The assets of the Co-operative. These include lands, buildings, 
improvements and equipment at the address shown in Schedule A. 
(p)
Services:
 All services required of the Manager under this Agreement. 
(q)
Term:
 The period of the Manager’s appointment. 
(r)
Workout
: A set of actions taken with the approval of CMHC or the former Federal 
Co-operative Housing Stabilization Fund to prevent or remedy a mortgage default. 
The actions could include 
(i)
taking out a new loan; 
(ii)
rescheduling or restructuring a loan;  
(iii)
a special payment arrangement.  
A Workout may involve  
(iv)
extra reporting requirements;  
(v)
Agency approval of property-management arrangements; 
(vi)
additional requirements for Agency or CMHC approval. 
APPOINTMENT AND SERVICES 
2.
Appointment
:
The Co-operative appoints the Manager as the manager of the Property on 
the terms and conditions stated in this Agreement. The Manager accepts the appointment. 
The Manager is subject to the overall control and direction of the Board. 
3.
Term
:
T
he Manager’s appointment will begin and end on the dates shown in Schedule A. 
It may be terminated early under “Termination” below. 
4.
After end of Term
:
The Manager’s appointment will continue on a month-to-month 
basis if the Manager is still providing Services after the end of the Term with no other 
agreement in place. All other terms and conditions will stay the same. Either party may 
terminate the Manager’s appointment during this period on 30 days’ written notice to the 
other. 
5.
Expertise
:
The Manager warrants that it is experienced in the operation of multiple-unit 
rental housing. The Manager also warrants that it is, or will become familiar with, the 
Co-operative’s Basic Documents as and when necessary for the effective performance of 
the Services. 
6.
Manager’s duties
:
The Manager will perform all duties that are normal or necessary for 
a manager of a non-profit housing co-operative similar to the Co-operative (the “Property 
Management Services”). These include, but are not limited to, those duties set out in 
Schedule B (“Core Property Management Duties”). The Manager agrees to provide the 
services of its management organization and competent employees for this purpose.  
7.
Reporting
:
 The Manager agrees to provide all reports set out in Schedule B. The 
Manager will give a copy of each report to each Board member. 
Clause below is OPTIONAL. Include only if the Co-operative needs the additional services 
and the Agency has approved them. If not applicable, insert
“
Paragraph deliberately 
omitted.
”
Include Clause? 
Please choose whether you want to include Clause 8.
8.
Workout Management Services
:
The Manager will perform additional duties related to 
the Co-operative’s Workout. These are set out in Schedule D (the “Workout Management 
Services”). They include all reporting duties. The Workout Management Services will 
begin and end on the dates shown in Schedule A or on other dates decided by the 
Agency.
8.
Paragraph deliberately omitted.
Clause below is OPTIONAL. Include only if the Co-operative has hired the Manager to 
perform this service. If not applicable, insert “
Paragraph deliberately omitted.
”
Include Clause? 
Please choose whether you want to include Clause 9.
9.
Paralegal Services:
 The Manager’s Services may include Paralegal Services provided 
through affiliated or related parties. The services may be provided on a case-by-case 
basis, as requested by the Board. 
9.
Paragraph deliberately omitted.
Clause below is OPTIONAL. Include only if the Co-operative has hired the Manager to 
perform these extra duties. If not applicable, insert “
Paragraph deliberately omitted.
” Agency 
clients with a financial workout must get Agency approval before hiring the Manager to 
provide these services. That approval will be granted only in special circumstances
. 
Include Clause? 
Please choose whether you want to include Clause 10.
10.
Additional Member Services
:
 The Manager will perform the additional member 
services set out in Schedule E (the “Additional Member Services”). 
10.
Paragraph deliberately omitted.
PERFORMANCE REQUIREMENTS 
11.
Standard of performance
:
The Manager will perform the Services in a faithful, diligent, 
efficient and honest manner using its best skill and judgement. It will at all times exercise 
the powers granted to it under this Agreement in the best interests of the Co-operative.
The Manager will take all reasonable steps to meet a high standard of management and 
maintenance of the Property and to maintain full occupancy.  
12.
Service levels
: 
The Manager agrees to 
meet
 or exceed the Service Levels set out in 
Schedule B-1 for all Services. 
13.
Manager’s availability
: 
The Manager will ensure that the Board and Members may 
reach an agent of the Manager at any time during 
(a)
normal business hours; 
(b)
the day or night for any emergency at the Property.  
The Manager will provide a telephone number or numbers and an e-mail address at all 
times for this purpose. 
The Manager will deal promptly with maintenance and operational emergencies.  
The Manager will make a member of its staff available to meet with Members on site as 
needed to provide the Services. With the agreement of the Board, the Manager may set a 
fixed time and number of hours each week when the Manager will have a person on site 
for this purpose. The Manager may not charge an extra fee for this service.
14.
Legal requirements
: 
The Co-operative and the Property are subject to a number of laws 
and contracts. These include, but are not limited to, the Basic Documents. The Manager 
will perform the Services in a way that complies with all of the above. The Manager will 
promptly notify the Board in writing if it becomes aware of any failure of the 
Co-operative or the Property to comply. In its notice or report it will give advice on how 
to deal with the matter. 
The Manager will complete a certificate of compliance at the end of each calendar 
quarter. The Manager will deliver the certificate to the Board at its first meeting in the 
calendar quarter. The certificate will be in the form attached as Schedule C (“Certificate 
of Compliance”). 
15.
Conflict of interest
: 
The Manager promises that it and its staff do not have any actual or 
apparent conflict of interest respecting the Co-operative and will not have any during the 
Term of the Agreement. The Manager will report any actual, potential or apparent 
conflict to the Board in writing right away. The Manager must take steps to remedy the 
matter to the Board’s reasonable satisfaction if the Board or the Agency finds the conflict 
unacceptable. The Co-operative may terminate this Agreement on 30 days’ written notice 
if the Manager does not do this. 
16.
Non-arm’s-length dealings
: 
The Manager will ensure that its relationships with any 
third parties providing goods or services to the Co-operative are at Arm’s Length at all 
times. The Manager may not make any purchase from, or commitment or payment to, 
any Non-arm's-length Party. This applies even if the contract, purchase, commitment or 
payment would normally be within the Manager’s authority under this Agreement.  
If a party the Co-operative is already doing business with becomes a Non-arm’s-length 
Party, the Manager will report the change to the Board no later than its next meeting. The 
Manager will use its best efforts to arrange to terminate the contract or other business 
arrangement with the Non-arm's-length Party as soon as possible, on payment of all 
reasonable amounts owing to the termination date. 
Sentence below is OPTIONAL. Include only if the Co-operative has hired the 
Manager to perform paralegal services.
This clause does not apply to Services provided under paragraph 9 (Paralegal Services). 
17.
Impartiality
: 
The Manager will 
remain
 impartial as between the Property and other 
properties it or Non-arm’s-length Parties may own or manage. It will not give any 
preference, advantage or priority to those properties.
18.
Privacy and confidentiality
: 
The Co-operative’s policy is to protect the personal 
information of Members, other residents of the Property and employees and to collect, 
use or disclose it only as necessary. The Manager agrees to follow this policy and to 
manage personal information in a way that complies with the Basic Documents. The 
Manager also agrees to respect the confidentiality of information about the Co-operative. 
These duties will continue after this Agreement ends. 
The Manager will notify the Board in writing right away if it becomes aware of any 
failure of the Co-operative to comply with privacy laws or if it receives a complaint about 
non-compliance. In its notice it will give suggestions on how to deal with the matter. 
19.
Professional distance
: 
The Manager will ensure that it and its staff maintain an 
appropriate professional distance from residents of the Property. This obligation includes 
not favouring any group or individual Members or other residents of the Property, but is 
not limited to this. 
20.
Evaluation
: 
The Co-operative and the Manager may conduct an evaluation of the 
Manager’s Services. The purpose is to improve the Services and address any problems 
identified by either the Co-operative or the Manager. Failure to do an evaluation will not 
result in a liability to either 
party
. Nothing written or said as part of the evaluation will 
relieve any party of any liability
. 
MANAGER’S AUTHORITY 
21.
Signing authority
: The Manager will not have signing authority over any accounts of the 
Co-operative. The Manager must be given online read-only access to the Co-operative’s 
bank accounts at the Co-operative’s expense.
22.
Spending authority
:
Subject to the limits in this Agreement, the Manager may purchase 
at the Co-operative’s expense and in its name all goods, supplies and materials needed to 
perform the Services.  
23.
Spending limit
: The Manager may not spend more than $5,000, plus taxes, on any single 
expense for the Co-operative or series of related expenses, except under paragraph 
24
Include Sentence? 
Please choose whether you want to include the last sentence in Clause 16.
(Emergency spending). The Board may approve expenses above this level in advance by 
passing a resolution at a properly called meeting of the Board. The Manager’s authority 
to hire maintenance staff is addressed later in this Agreement. It is not limited by this 
paragraph. 
24.
Emergency spending
:
 In an emergency, the Manager may spend more than the limit 
above in order to make repairs needed right away  
(a)
for the preservation or safety of the Property; 
(b)
for the safety of any persons at the Property; or 
(c)
as needed to maintain any necessary service to the Property.  
The Manager must report all emergency spending to the Board at the earliest possible 
time.  
25.
Spending standards
:
When making purchases for the Co-operative, the Manager will 
respect any rules about purchases and spending found in the Co-operative’s by-laws and 
policies. The Manager will follow an appropriate process to obtain competitive prices. 
This paragraph does not limit the Manager’s authority under paragraph 
23
 (Spending 
limit).  
CO-OPERATION WITH MANAGER 
26.
Co-operation with Manager
: The Co-operative will co-operate with the Manager as 
needed to allow the Manager to perform the Services efficiently. It will
(a)
give directions and instructions to the Manager in a timely way; 
(b)
sign cheques for the payment of the Co-operative’s expenses in a timely way; 
(c)
with the Manager’s help, put in place and maintain a streamlined membership-
approval process; 
(d)
with the Manager’s help, remove any obstacles to the efficient marketing of vacant 
units and collection of late Housing Charges;  
(e)
provide funds in its annual operating budget for the training of members of the 
Board in their duties; 
(f)
respect the internal financial controls put in place by the Manager; and 
(g)
take reasonable steps to deal with complaints from the Manager’s personnel about 
harassment by individual Members and residents of the Property. 
27.
Directions of Co-operative
:
The Board may appoint a specific person to serve as its day-
to-day contact person with the Manager. If the Board does not do so, the Co-operative’s 
President or Board chair will serve as the contact person. The Vice-President or vice-
chair will serve in their absence. 
28.
Access to Property
: The Manager will have full access at all times to all parts of the 
Property except residents’ units and leased space. It may exercise the Co-operative’s right 
of entry to the units and leased space. This includes any right of access without notice in 
the event of an emergency. The Manager will keep proper records of all entries to 
residential units. It will notify residents in writing if there is an entry when the resident is 
not present.
29.
Books and records
: The Manager will have access as needed to and must ensure the 
secure storage of the Co-operative’s books and records. The Manager will have control of 
keys, codes, passwords or other devices to protect the records. Members of the Board or 
other Members may have copies of them, as the Co-operative’s by-laws permit or as the 
Board decides. 
30.
Meetings
: The Manager is entitled to attend all meetings of the Members and Board of 
the Co-operative. The Board may meet without the Manager present to discuss the 
Manager’s Services or related matters. Where the Manager is not distributing the meeting 
notice, the Manager is to receive a copy of the notice at the same time as Members or 
members of the Board.  
31.
Audit reports: 
The Co-operative agrees to provide the Manager with copies of all 
written communications between it and the Co-operative’s external auditor. The 
Co-operative expressly agrees that the Manager may communicate directly with the 
auditor. 
32.
Internal controls: 
The Manager will put in place and maintain a system of effective 
internal financial controls to
(a)
ensure the reliability of financial reports;  
(b)
protect the Co-operative from fraud and malfeasance.  
The controls must be appropriate for a publicly accountable business of the size and 
complexity of the Co-operative. They will include, but will not be limited to, those 
below: 
(a)
Contracts with suppliers of goods and services to the Co-operative must be issued 
in the Co-operative’s name. They must be signed by two authorized members of 
the Board. 
(b)
Cash payments to the Co-operative will not be accepted. 
(c)
Interac transfers to the Co-operative must be directed to a single e-mail address 
approved by the Board. 
(d)
There must be an appropriate segregation of duties in all purchasing activities so 
that different persons authorize a purchase and its payment. 
(e)
All cheques drawn on the Co-operative’s account must be signed by two authorized 
members of the Board. 
(f)
The electronic transfer of funds from the Co-operative must be approved in writing 
by two authorized members of the Board. 
(g)
All requests to sign a cheque or approve a transfer of the Co-operative’s funds must 
be supported by proper documentation. 
(h)
Signing officers may not sign cheques payable to themselves. 
(i)
No person may be asked or allowed to sign blank cheques. 
FEES AND PERSONNEL 
33.
Fee for Property Management Services: 
The Manager will be paid the monthly fee 
shown in Schedule A for the Property Management Services.
(Clause below is OPTIONAL. Include only if the Co-operative requires and the Agency has 
approved Workout Management Services. If not applicable, insert “
Paragraph deliberately 
omitted.”) 
34.
Fee for Workout Management Services
:
The Manager will be paid the monthly fee 
shown in Schedule A for the Workout Management Services. The fee is payable only 
during the Agency-approved term of the Workout Management Services. 
Include Clause? 
Please choose whether you want to include Clause 34.
34.
Paragraph deliberately omitted.
(Clause below is OPTIONAL. Include only if the Co-operative has hired the Manager to 
provide Paralegal Services. If not applicable, insert “
Paragraph deliberately omitted.
”)
35.
Fee for Paralegal Services: 
The Manager or its affiliated or related parties will receive a 
fee for Paralegal Services at the rate set out in Schedule A. 
35.
Paragraph deliberately omitted.
Include Clause? 
Please choose whether you want to include Clause 35.
(Clause below is OPTIONAL. Include only if the Co-operative requires and the Agency has 
approved Additional Member Services. If not applicable, insert “
Paragraph deliberately 
omitted.”) 
36.
Fee for Additional Member Services: 
The Manager will be paid the monthly fee shown 
in Schedule A for the Additional Member Services. 
36.
Paragraph deliberately omitted.
Include Clause? 
Please choose whether you want to include Clause 36.
37.
Additional meeting fees
:
The Manager will receive an additional fee at the rates shown 
in Schedule A for attending and preparing minutes of any meetings of the Board or 
Members above the number set out in Schedule B-1.  
38.
Inclusions in fee
: The Manager’s fee includes all costs of the Manager except for
(a)
the cost of maintenance staff authorized under paragraph 
44
 (Maintenance staff);  
(b)
other costs charged directly to the Co-operative under this Agreement.  
Without limitation, the fee includes all administrative and overhead costs and direct and 
indirect costs of the Manager. It includes travel to and from the Property and parking, if 
not available at the Property. 
39.
Disbursements
:
The Manager will be reimbursed for any reasonable out-of-pocket 
expenses it incurs in the performance of the Services. Examples are travel (other than 
travel to and from the Property), computer licence fees, photocopying, postage, courier, 
facsimiles and long-distance-telephone charges. 
40.
Payment:
 At the start of this
Agreement, the Manager will estimate its monthly fee, 
using the form in Schedule B-2. The estimate will be based on the Co-operative’s 
operating Budget. The Manager will prepare a new estimate for the coming year at the 
end of each fiscal year of the Co-operative.  
The Manager will invoice its estimated fees and allowed disbursements on the last day of 
each month. Every three months, the Manager will compare the fees billed against the 
actual fees earned, using the form in Schedule B-3. The Manager will issue an adjusting 
invoice or credit note for any difference. Payments to the Manager are due on receipt of 
the Manager’s invoices.  
41.
Annual reconciliation
:
Each year the Manager will reconcile the fees it has charged 
against the Co-operative’s annual information return to the Agency. This will be done 
within one month after the return is filed. The Manager will issue an invoice or a credit 
note for any under or over payment. Any amount due will be paid by the Co-operative or 
the Manager within 15 days.  
42.
Pre-authorized payment
:
The Manager may choose to be paid by monthly pre-
authorized payment. The Co-operative agrees to sign any forms required for this purpose.  
(Clause below is OPTIONAL. Include only if the Co-operative has or can provide office 
space on site. If not applicable, insert “
Paragraph deliberately omitted.
”
)
43.
Office facility
:
The Manager will have access, at no charge, to an on-site office fit for its 
purpose. It must be supplied and equipped with telephone and fax service, computer 
hardware, standard office software and high-speed access to the Internet. All equipment, 
43.
Paragraph deliberately omitted.
Include Clause? 
Please choose whether you want to include Clause 43.
furnishings and supplies provided by the Co-operative will remain the property of the Co-
operative. 
44.
Maintenance staff
: Subject to paragraph 
46
 (Existing employees), the Manager may 
choose to provide on-site employees to care for and maintain the Property. The Manager 
will hire, train and direct any such employees. If it needs to, it may terminate them. The 
Manager may not hire any resident of the Property if the Co-operative itself could not 
hire that person under the terms of its by-laws.  
The Co-operative will pay the cost of all such employees. The Manager must stay within 
the Co-operative’s approved operating Budget in providing them. The Co-operative will 
use its best efforts to include enough money for maintenance staff in the Budget, based 
on the size and nature of the Property.
45.
Employer
:
The Board and the Manager will decide together whether the persons hired 
under the paragraph above will be employees of the Co-operative or of the Manager. The 
Board must approve the terms on which any direct employees of the Co-operative are 
hired. 
46.
Existing employees
:
The Manager will oversee any maintenance employees the 
Co-operative may already have at the start of this Agreement. It will respect the terms of 
any pre-existing employment contract. The Manager will not directly or constructively 
terminate any such employee without the Board’s prior approval given through a 
resolution passed at a properly called Board meeting. 
47.
Non-competition
:
The Co-operative may not hire or retain during the first six months 
after this Agreement ends any employees the Manager had working for the Co-operative 
during the last six months of the Agreement. This does not apply if the Manager is in 
default when this Agreement ends and it does not apply to maintenance employees. 
LIABILITY AND INSURANCE 
48.
Manager’s responsibility for dishonesty: 
The Manager is fully responsible for the 
honesty of its employees and other personnel. The whole of any losses to the 
Co-operative or its residents from the dishonesty of the Manager’s staff will be the 
responsibility of the Manager. This is the case whether or not the loss is covered by the 
Manager’s insurance. Claims due to such losses will be made against the Manager’s 
insurance and not the Co-operative’s. Negligence, collusion or any other action or 
inaction by the Co-operative or its employees or residents will not reduce the Manager’s 
responsibility. 
49.
Manager’s responsibility for other Claims:
 The Manager is responsible for all Claims 
made against the Co-operative, the Agency or CMHC caused by the negligence or 
wrongful act or omission of 
the Manager or its staff
. This includes Claims made against 
those organizations, their directors, members, shareholders, employees and agents or 
against any of their estates, successors and assigns. 
The organization against whom the Claim is made will have the right to defend any such 
Claim. The Manager will pay the legal and other costs to deal with the Claim. The 
Manager will pay the Claim, if valid, or any agreed settlement.  
This paragraph 
49
 does not apply to workplace safety claims. These are dealt with in 
paragraph 
52
 (Workplace safety insurance).  
50.
Co-operative’s responsibility for Claims: 
The Co-operative is responsible for all 
Claims against the Manager that are not caused by the Manager’s negligence or wrongful 
act or omission of the Manager or its staff. This includes Claims against the Manager, its 
directors, members, shareholders, employees and agents or against any of their estates, 
successors and assigns. 
The Co-operative will have the right to defend any such Claim. The Co-operative will 
pay the Manager’s legal and other costs to deal with the Claim. The Co-operative will pay 
the Claim, if valid, or any agreed settlement. The Manager will ensure that the 
Co-operative’s insurance policy covers the Co-operative’s liability under this paragraph
. 
51.
Co-operative’s insurance
: The Co-operative will hold the insurance below at its own 
expense: 
(a)
fidelity bonding  
(b)
property insurance 
(c)
general liability insurance 
(d)
directors and officers insurance and  
(e)
rental income insurance.  
Coverage limits must meet the Agency’s insurance standards. The Manager will be a 
named insured under the Co-operative’s general liability policy. With the Board’s 
approval, the Manager will arrange for this insurance.  
52.
Workplace safety coverage: 
The Manager will arrange for provincial workplace safety 
insurance for staff working or based at the Property: 
(a)
All employees of the Co-operative will be covered, whether required by law or not. 
(b)
All employees of the Manager will be covered where required by law. 
(c)
The Manager may choose to buy coverage for its other employees where coverage 
is available but optional. The Manager will be responsible for all Claims that would 
have been within coverage if it elects not to buy optional coverage. This will apply 
no matter how the Claim arises. 
(d)
Where the cost of an employee is borne by the Co-operative under this Agreement 
the Co-operative will pay the cost of coverage. 
The Manager will ensure that all legally required coverage is in place for other persons 
working or based at the Property, such as employees of contractors. 
53.
Manager’s insurance:  
(a)
Fidelity bond:
 The Manager must hold a fidelity bond or like dishonesty insurance 
coverage at its own expense for each occurrence for the higher of
(i)
$150,000 or 
(ii)
one-twelfth of the Co-operative’s total budgeted annual revenue. 
The insurance must cover the Manager and any of its staff who deal with the 
Co-operative’s money and other property.  
(b)
General liability insurance:
 The Manager must hold general liability insurance of 
at least $2,000,000 per occurrence, with the Co-operative listed as an additional 
insured. The policy is to include the following extensions:
(i)
cross liability  
(ii)
severability of interest 
(iii)
personal injury 
(iv)
broad form property damage 
(v)
blanket contractual liability. 
(c)
Errors and omissions insurance:
 The Manager must hold errors and omissions 
insurance of at least $1,000,000 for each occurrence.
(d)
Cancellation of insurance:
 The Manager’s fidelity bond and insurance will 
contain a clause saying that coverage may only be cancelled on 30 days’ prior 
written notice to the Co-operative and the Agency.
(e)
Required insurance clauses: 
The general liability and errors and omissions 
insurance must include technical provisions known as “severability of interests” 
and “cross liability among insureds.”
(f)
Certificate of insurance: 
The Manager will give the Board a certificate or other 
proof of the Manager’s fidelity bond and insurance, including any workplace safety 
insurance, when this Agreement is signed and once a year after that.
54.
Action to prevent or limit Claims
: The Manager will take prompt action to deal with 
any event it is aware of that could result in a Claim by or against the Co-operative. The 
Manager will notify insurers right away and file claims when appropriate. The Manager 
will take reasonable steps to find and preserve the evidence of the event’s cause and will 
take proper steps to cure it. The Manager will consult first as need be with the insurer and 
the Co-operative’s lawyer in order to maintain the Co-operative’s insurance coverage and 
protect the Co-operative’s legal position.
RIGHT TO USE MATERIALS 
55.
Right to use materials
: All records about the Co-operative, the Property and its residents 
belong to the Co-operative. All other materials the Manager prepares are the Manager’s 
property. The Manager may provide the Co-operative’s records to the Agency, CMHC or 
suppliers as needed for the purposes of managing the Property. It must comply with 
paragraph 
18
 (Privacy and confidentiality) and the other terms of this Agreement when it 
does so.
TERMINATION 
56.
Early termination with notice for default
: Either party may end the Manager’s 
appointment under this Agreement before the end of the Term if the other party defaults: 
(a)
The Manager may terminate on 15 days’ written notice to the Co-operative if the 
Co-operative has not paid the Manager. 
(b)
Either party may terminate on 30 days’ written notice to the other if the other party 
has failed to comply with other duties under the Agreement. 
Notice of a default must give details of the default. It will not be valid if the party 
receiving the notice cures the default within the notice period. 
57.
Early termination with notice where no default: 
If the Term is longer than 18 months, 
either party may end the Manager’s appointment without penalty after 18 months on 60 
days’ written notice to the other. 
58.
Early termination without notice
:
The Co-operative may end the Manager’s 
appointment under this Agreement without advance notice if
(a)
all or a major part of the buildings at the Property are destroyed by fire or other 
peril; 
(b)
the Manager becomes bankrupt or insolvent or takes the benefit of any statute for 
bankrupt or insolvent debtors;  
(c)
the Manager makes any proposal or any assignment or arrangement with its 
creditors;  
(d)
steps are taken by any person for the dissolution, winding-up or other termination 
of the Manager or the liquidation of its assets; 
(e)
a trustee, receiver, receiver/manager or a person acting in like capacity is given 
charge of the Manager’s business or assets; 
(f)
any of the Manager’s assets are taken under a writ of execution and the writ is not 
stayed or vacated within 15 days; 
(g)
the Manager stops or threatens to stop carrying on business in the ordinary course; 
(h)
the Manager assigns this Agreement or subcontracts all of the Services; 
(i)
the Manager does not maintain the insurance required under this Agreement; 
(j)
the Manager’s insurance is cancelled; 
(k)
the Manager or its staff commit fraud, theft or other illegal act with respect to the 
Property; or 
(l)
the Manager or its staff substantially fails to perform the Services or other duties 
under this Agreement due to deliberate act or omission, recklessness or gross 
negligence. 
AFTER AGREEMENT ENDED 
59.
Return of materials
: On the day that the Manager’s appointment under this Agreement 
ends, the Manager will give the Co-operative all
(a)
contracts 
(b)
records, files, documents, plans, papers and information held in digital form 
(c)
equipment 
(d)
keys, fobs, entrance cards and combinations 
(e)
pagers and cell phones 
(f)
credit cards 
(g)
passwords and access codes 
(h)
post-dated cheques, invoices, books of account, money and other property of the 
Co-operative.  
The Manager will destroy all records of the Co-operative that it holds in digital form on 
the Manager’s own equipment after  
(i)
giving a copy to the Co-operative; and  
(j)
receiving written confirmation from the Co-operative that it is able to access the 
information. 
60.
Final report
:
No later than 30 days after the Manager’s appointment under this 
Agreement ends, the Manager will give the Co-operative a final report with all 
information the Co-operative would normally receive under this Agreement. It will do so 
at no charge to the Co-operative. 
61.
Audit
: The Manager will co-operate fully with the Co-operative’s auditor and others in 
performing any financial audit or investigation for any period prior to the end of the 
Manager’s appointment under this Agreement. It will do so at no charge to the 
Co-operative. 
62.
Final payment and reconciliation
: The Manager will give the Co-operative a final 
invoice at the end of the Manager’s appointment. The invoice must be for an amount 
properly reconciled to the Co-operative’s EGI. It must be prorated to the date of 
termination, if not a month end. The Co-operative will promptly pay the Manager the 
amount due.  
63.
Continuing obligations
:
Any obligations not fully performed under this Agreement will 
continue after the Manager’s appointment ends. The confidentiality and indemnification 
obligations and any obligations arising out of a default will also continue after the 
appointment ends. 
GENERAL 
64.
Relationship of parties
: Nothing in this Agreement will create any partnership, joint 
venture, agency, trust or other relationship between the parties. Their relations are 
entirely contractual as set out in this Agreement. Neither of the parties has the authority 
to bind the other or to commit it in any way, except as stated in this Agreement. 
65.
CMHC and Agency
: CMHC and the Agency are not parties to this Agreement and have 
no relationship with the Manager under this Agreement. The Manager hereby releases 
them from any liability under this Agreement. 
66.
Entire agreement
: This Agreement and the documents and materials it refers to contain 
the entire agreement between the parties. No change or waiver under this Agreement will 
be binding unless it is in writing and signed by the party that is bound by it. 
67.
Partial invalidity
: If any part of this Agreement is held invalid or unenforceable by any 
court, the remainder of this Agreement will not be affected, but will remain in full force. 
68.
Time
: Time is of the essence in this Agreement. 
69.
Assignment
: Neither party may assign or subcontract any interest in this Agreement or 
the rights and responsibilities under it without the prior written consent of the other. 
70.
Change in control of the Manager
: The Manager must give notice to the Co-operative 
of any change in control of the Manager. 
71.
Notice
: Any notice under this Agreement may be given by personal delivery, by prepaid 
registered mail, or by fax, as follows: 
To the Co-operative at  
with a copy to 
The Agency for Co-operative Housing 
190 O’Connor Street, 6th Floor 
Ottawa, Ontario K2P 2R3 
Facsimile: (866) 695-7417  
To the Manager at  
with a copy to 
The Agency for Co-operative Housing 
190 O’Connor Street, 6th Floor 
Ottawa, Ontario K2P 2R3 
Facsimile: (866) 695-7417  
Either party may change its address for notice by a notice given under this paragraph. 
72.
Signing this Agreement: 
This Agreement may be signed by facsimile. Each party may 
sign a separate copy of this Agreement
. 
SIGNED: 
} 
} 
} 
} 
} 
} 
By:  _________________________________ 
} 
} 
} 
I/we have authority to bind the Co-operative
} 
} 
} 
_________________________________ 
} 
} 
} 
I/we have authority to bind the Co-operative
} 
}
}
}
} 
} 
By:  _________________________________ 
} 
} 
} 
I/we have authority to bind the Corporation
} 
} 
} 
_________________________________ 
} 
} 
} 
I/we have authority to bind the Corporation
SCHEDULE A: VARIABLE AGREEMENT TERMS 
1.
2.
3.
4.
Monthly fee for Property Management Services: 
applicable taxes
5.
Additional meeting fees: 
meeting for a minute-taker, if a separate person, plus applicable taxes
(Items 6, 7 and 8 are OPTIONAL. Include only if the Co-operative requires and the 
Agency has approved the additional services, otherwise delete)
6.
Monthly fee for Workout Management Services: 
applicable taxes
7.
8.
(Item below is OPTIONAL. Include only if the Co-operative and the Manager have agreed 
that the Manager will provide these services, otherwise delete.)
9.
Fee for Paralegal Services:
 As set out below:
(Item below is OPTIONAL. Include only if the Co-operative and the Manager have agreed 
that the Manager will provide these services, otherwise delete. Note that Agency clients 
with a financial workout are not allowed to retain the Manager to provide these services.)
10.
Monthly fee for Additional Member Services:
Include Items? 
Please choose whether you want to include Items 6, 7 and 8 in Schedule A.
Include Item? 
Please choose whether you want to include Item 9 in Schedule A.
Include Item? 
Please choose whether you want to include Item 10 in Schedule A.
SCHEDULE B: CORE PROPERTY MANAGEMENT DUTIES
Occupancy Management 
Marketing and Member Selection 

Develop marketing strategies and plans; advertise units; administer waiting lists for 
subsidized units; ensure that vacated units are redecorated, repaired and refurbished as 
necessary; respond to membership enquiries and show units to prospective members; check 
landlord references and credit ratings of prospective members; direct membership 
applications to the Board for approval; advise applicants of the approval or rejection of their 
applications. 

Administer housing agreements with support service agencies, if any. 
Move-ins, Relocations and Move-outs 

Prepare and obtain signatures on occupancy agreements with new occupants; receive 
required fees, charges and deposits; co-ordinate move-in arrangements; provide incoming 
Members with basic information about the Co-operative; maintain all membership records; 
ensure that the Co-operative welcomes and orients new Members. 

Maintain an internal relocation waiting list; administer all move-outs and relocations within 
the Property; as applicable, process sub-occupancies, guest agreements and membership 
applications from non-member residents. 

Co-ordinate move-outs, internal moves and move-ins to minimize vacancy loss, quickly 
restoring units to market-ready condition following move-outs, as necessary; perform move-
in and move-out unit inspections.  
Parking 

Manage the Co-operative's parking area, including letting spaces and looking after external 
rentals; ensure that regular maintenance of the parking areas is carried out; and see to the 
enforcement of the Co-operative’s parking regulations. 
Occupancy By-law Administration 

Enforce the terms of the Co-operative’s occupancy by-law and agreements. 
Enquiries and Communications 

Answer enquiries from Members and the general public; direct member complaints and 
concerns to the Board or appropriate committee; provide information to Members on the 
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Co-operative’s by-laws and policies; communicate other information to the Members at the 
request of the Board. 
Reporting 

Report monthly to the Board on turnover, vacancy losses, and marketing efforts, using the 
form set out in Schedule B-4. 

Report monthly to the Board on rental incentives granted to occupants, using the form set 
out in Schedule B-5. 
Revenue Collection 
Administration of Housing and Other Charges 

Prepare notices to residents of changes in housing and other charges; receive payments of 
housing and other charges.  

Collect any member shares, loans or deposits, including any maintenance deposits, required 
to be paid by applicants or Members; issue notices of and collect any required increases in 
member shares, loans or deposits; levy charges to Members as necessary following move-
out inspections; refund member shares, loans or deposits following move-outs, less any 
amounts owing to the Co-operative. 

Deposit all receipts promptly in the Co-operative’s bank, trust, credit union or caisse 
populaire account. 
Arrears Management 

Issue reminders and notices in connection with unpaid housing and other charges; levy late 
fines; actively pursue the collection of unpaid charges, with a view to keeping receivables 
and bad debts to a minimum; execute and administer arrears repayment agreements 
approved by the Board; carry out eviction proceedings without delay, working with the 
Co-operative’s lawyer or paralegal as necessary to obtain possession; as practicable, pursue 
collection of accounts through collection agencies, small claims court or in other ways.  
Reporting 

Report regularly to the Board on all arrears and the status of collection efforts using the form 
set out in Schedule B-6. 
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Housing Charge Assistance Program 
Administration of Subsidies 

Administer the Co-operative’s housing-charge assistance and/or rent-supplement program; 
conduct annual income verifications; calculate assisted housing charges; ensure that all 
government requirements and relevant by-laws and policies of the Co-operative are 
observed. 

Maintain an internal list of households needing a subsidy; advise occupants about their 
entitlement to assistance; process initial applications for assistance, renewals, and 
adjustments occasioned by changes in household income or composition; execute subsidy 
agreements with occupants. 
Record Keeping and Reporting 

Maintain full and complete assistance and/or rent supplement records; prepare and submit 
monthly rent-supplement assistance claims; prepare annual reconciliations of housing-
charge/rent-supplement assistance used. 
Financial Management 
Financial Controls 

Ensure that effective financial controls are in place in the Co-operative; recommend 
appropriate financial policies to the Board; administer approved policies. 
Budgeting 

Prepare detailed annual capital and operating Budgets for the Co-operative, based on the 
Manager’s best estimates, for the approval of the Board and Members.  
Accounts Payable 

Arrange for the payment by the Co-operative of all bills properly incurred in the operation 
and maintenance of the Property as they become due, or earlier in order to take advantage of 
discounts; apply for any tax rebates for which the Co-operative may be eligible. 
Reserves and Investments 

Allocate the required amounts to the Co-operative’s capital-replacement reserve each month, 
in accordance with the approved operating Budget.  

Invest the Co-operative’s surplus operating funds and capital-replacement reserve, in 
accordance with the Board’s direction and the requirements of the Co-operative’s operating 
agreement with CMHC. 
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Accounting and Financial Reporting 

Maintain the Co-operative’s books of account in accordance with good accounting practice; 
record all assets, liabilities, income and expenses promptly, accurately and on a full accrual 
basis; prepare and forward to the Board for approval monthly financial reports, including a 
balance sheet, income statement with comparisons to budget and cash-flow statement, 
explaining the statements and pointing out significant variations from budget and areas of 
concern; prepare and provide the Co-operative’s Treasurer with monthly reconciliations of 
the balance-sheet accounts, including all bank accounts; provide the Treasurer with a 
complete electronic copy and a complete printout of the books and accounts each month. 

Carry out all necessary preparations for the annual audit of the Co-operative’s accounts by 
an independent auditor appointed by the Members; liaise with the Co-operative’s auditor; 
file or cause to be filed required financial statements and returns with the Agency on the 
Co-operative’s behalf; arrange to have prepared and filed with the appropriate government 
departments any tax or information returns required to be filed by the Co-operative. 
Insurance 

Advise the Board on the Co-operative's insurance needs; ensure that appropriate policies, in 
the full amount recommended by the Agency or any greater amount required by good 
business practice, are in place at all times to protect against liability and loss of assets; adjust 
the limits as required annually; administer claims. 
Management of the Physical Plant 
Utilities and Services 

Arrange for the supply of electricity, gas, water, garbage disposal, recycling and other 
services to the Property. 
(
Item below is 
OPTIONAL. Include only if relevant)

Arrange for and manage building security systems and services.  
Include Item? 
Please choose whether you want to include the optional sentence in Schedule B.
Maintenance, Repairs and Improvements 

Develop and update from time to time a plan for the routine and preventive maintenance of 
the Property.  

Purchase maintenance equipment and supplies; cause to be performed all routine 
maintenance and caretaking activities, ensuring that indoor and outdoor common areas, 
including equipment and storage rooms, are properly lit, neat, clean and free of litter, and 
that outdoor areas are reasonably free from ice and snow; ensure that the Co-operative’s 
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maintenance equipment is kept in proper working order; see to it that the Co-operative has 
good “curb appeal”; keep units and common areas free of pests.  

Cause the Property to be maintained in a good state of repair and in compliance with all 
applicable building codes and health and safety regulations; direct and supervise any on-site 
maintenance and caretaking personnel; engage outside contractors as necessary to perform 
preventive and corrective maintenance, repairs and replacements to the Co-operative’s 
buildings, grounds and equipment; manage access to the Property including to occupied 
units; respond promptly to requests from residents for emergency and other repairs; maintain 
an effective work-order system; administer service and product warranty claims.  

Ensure that the Property complies with the fire code, elevator code, electrical safety 
authority rules and all other legal and regulatory requirements related to the Property; ensure 
that the Co-operative has and maintains all necessary systems, procedures and measures 
related to health and safety, emergency response and security and is free of hazards; develop 
and maintain a risk management plan. 

Plan, organize and supervise capital repairs with an estimated Capital Cost of $35,000 or 
less; assist the Co-operative in engaging the services of a qualified project manager to plan 
and oversee larger capital repair projects. 

Assist the Co-operative in obtaining or updating a professional assessment of the condition 
of its buildings, grounds and equipment and a capital replacement reserve plan; assist the 
Co-operative in taking initiatives to reduce its energy and water usage and improve its 
waste-management practices. 
Inspections 

Ensure that each housing unit is inspected once a year and whenever a household moves out; 
conduct bi-weekly inspections of the common elements and grounds and a comprehensive 
inspection every six months; provide the Board with a detailed written report recommending 
any capital/replacement work to be performed, along with cost estimates for such work. 
Record Keeping and Reporting 

Establish and maintain proper repair and maintenance records; ensure that log books are 
maintained for all major mechanical and electrical equipment; report regularly to the Board 
on the maintenance of the Property. 
Governance and Corporate Services 
Board and Members’ Meetings 

Prepare regular reports to and have a senior member of the Manager’s staff attend meetings 
of the Board and Members; direct information and correspondence to the Board or 
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appropriate officer of the Co-operative, assisting as necessary with the Co-operative’s 
response; record minutes of board and members’ meetings for the approval of the Board or 
Members; deliver to the Board an occurrence report for any significant accident, emergency, 
break-down or other situation or occurrence that, in the opinion of the Manager, the Board 
should be made aware of. 
General Support to the Board 

Provide the Board with the information and advice it needs, in a clear form, to fulfil its 
duties and make sound decisions; promote and assist with effective two-way communication 
between the Board and Members; help the Board provide Members with the information 
they need, in a clear form, to stay informed about the Co-operative and take sound decisions. 

Organize and attend an annual board planning session. 
Legal Compliance and By-laws 

Administer the Co-operative’s organizational by-laws; liaise with the Co-operative’s lawyer 
and ensure compliance with provincial co-operatives legislation and other laws governing 
the Co-operative; ensure compliance with the Co-operative’s operating and any other 
agreements with CMHC. 

Advise and consult with the Board with respect to any further by-laws or rules that would 
contribute to the satisfactory and harmonious operation of the Property for the common 
benefit of the Members; communicate to all Members the text and import of any new 
by-laws or policies adopted.  
Record Keeping and Reporting 

Maintain and keep current the Co-operative’s corporate records, including minute books and 
registers of Members and directors; file notices and information returns with public bodies; 
file required reports and notices with the Agency. 

Complete and submit to the Agency monthly monitoring reports and financial statements 
throughout the workout-loan advancing and repayment period. 

As requested, make available to the Co-operative, its auditors, CMHC, the Agency, or any 
officer of the Co-operative all books and records pertaining to the operation of the Property 
and business of the Co-operative, at reasonable times, and upon reasonable notice. 
Personnel Administration 
As applicable with respect to all personnel for whom the Co-operative or its directors or officers 
may have legal liability: 
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
Pay wages and fees; deduct and remit all necessary sums for income taxes, provincial health 
taxes or premiums, Canada Pension Plan contributions and Employment Insurance; remit 
group benefits and provincial workplace safety insurance premiums; maintain proper payroll 
records; issue annual T4s; issue record of employment forms. 

Administer employee benefits program; maintain personnel records; maintain required 
provincial workplace safety insurance records and prepare claims, if necessary.
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SCHEDULE B-1: SERVICE LEVELS 
SERVICE
SERVICE LEVEL
OCCUPANCY 
MANAGEMENT
Arrange for repair and redecoration of units on 
occupancy turnover
.
Work to be completed within 15 business days of move
-
out
, funds 
permitting
Perform credit and reference checks of 
prospective occupants
.
Within 1 business day of receipt of 
application 
Prepare occupancy agreements with new 
residents
.
Agreement to be signed within 2 
business 
days of applicant 
acceptance of unit offer
Submit names of new members to Board for 
ratification of 
approval
.
At first board meeting following 
applicant’s acceptance of unit 
offer
Prepare and submit monthly vacancy and rental 
incentives report to Board
.
No later than 10
th
day of month or first board meeting following 
month end, if earlier
Respon
d to information requests from M
embers 
and the 
general public
.
No later than next business day after receipt of request in person 
or by telephone, mail or e
-
mail 
REVENUE COLLECTION
Deposit housing charges and other receipts
.
On day of receipt during first week of the month; otherwise, within 
5 days 
of receipt
Issue first reminder notices 
and levy late
-
payment fines 
to households failing to pay 
housing or other charges when due
.
By end of 
first business 
day 
after day on which 
charges are due
or, 
if payment returned due to insufficient funds, on learning of the 
return
Issue second reminder notices to households 
failing to pay housing or other charges when 
due
.
By end of 
2
nd
business 
day after day on which charges are due
Issue Notices to 
Appear to all households still in 
arrears
.
By end of 
4
th
business 
day after day on which charges are due or 
earliest date permitted under Co
-
operative’s by
-
laws
, if later
Prepare and submit monthly arrears report to 
Board
.
By start of regular monthly boa
rd meeting
Issue notices to residents of changes in housing 
and other charges
.
No later than 1 day before latest date allowed under  
Co
-
operative’s by
-
laws
FINANCIAL MANAGEMENT
Submit annual capital and operating budget 
proposals for Board approval
.
No 
later than 4 calendar months before start of Co
-
operative’s 
fiscal year
Distribute board
-
approved budget to 
M
embers 
for approval
.
No later than 10 days before members’ meeting called for this 
purpose
Pay bills
.
By due date or, if offered, discount date
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SERVICE
SERVICE LEVEL
Refund member shares, loans or deposits to 
former 
Member
s
.
Within time period set out in 
Co
-
operative’s 
occupancy by
-
law
Produce monthly financial statements (balance 
sheet and income statement) and reconciliations 
of balance sheet accounts
.
By 15th 
busin
ess 
day following end of  month
Prepare accounts for annual audit
.
By end of first month following end of Co
-
operative’s fiscal year
Ensure
that
Co
-
operative’s auditor f
ile
s
Annual 
Information Return and all required supporting 
documents with Agency
.
Ret
urn due n
o later than 4 months following Co
-
operative’s fiscal 
year
end
Present the Agency’s annual Risk
-
Assessment 
Report, Compliance Report, Co
-
op Data Report 
and Plain
-
Language Financial Statements to the 
Board
.
Within 1 month of issuance of the 
reports by the Agency
Apply on Co
-
operative’s behalf for HST 
or GST 
rebates
.
Within 
2 weeks 
of board adoption of 
Co
-
operative’s 
audited 
financial statement
MANAGEMENT OF PHYSICAL PLANT
Respond to service requests from 
occupants
.
Interim response no 
later than next business day giving indication 
of when service request will be dealt with
GOVERNANCE AND CORPORATE SERVICES
Prepare and distribute monthly operations 
report to Board
.
No later than 2 days before regular monthly board meeting
Attend 
board meetings
.
One meeting each month not 
normally 
exceeding 
3
hours in length
Prepare minutes of board meetings
.
Within 7 business days of meeting
Issue notices of members’ meetings
No later than 10 days before meeting, not counting day of meeting
Attend members’ meetings
.
Two meetings a year
Prepare minutes of members’ meetings
.
Within 5 business days of meeting
File notice of change in board of directors
.
Within ten days of date of change
HOUSING CHARGE ASSISTANCE PROGRAM
Obtain annual 
housing
-
charge subsidy/rent 
supplement income verifications
.
No later than 3 months prior to end of Co
-
operative’s fiscal year
Advise subsidized occupants of charges payable 
in new fiscal year
.
No later than 2 months prior to start of 
Co
-
operative’s 
fisca
l year
Prepare and submit to auditor annual income
-
tested/rent
-
supplement assistance 
reconciliation
.
No later than 1 month following last day of Co
-
operative’s fiscal 
year
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SERVICE
SERVICE LEVEL
PERSONNEL ADMINISTRATION (as applicable)
Pay employees
.
In accordance with terms 
of employment contract
Remit payroll deductions and payroll taxes
.
By statutory due date
Issue T4s
.
By statutory due date
SCHEDULE B-2: ESTIMATE OF MONTHLY FEE 
Insert Schedule B-2 Excel form on next page.
SCHEDULE B-3: CALCULATION AND RECONCILIATION OF MONTHLY FEE 
Insert Schedule B-3 Excel form on next page.
SCHEDULE B-4: MONTHLY VACANCY AND TURNOVER REPORT 
Insert Schedule B-4 Excel form on next page. 
SCHEDULE B-5: MONTHLY RENTAL INCENTIVES REPORT 
Insert Schedule B-5 Excel form on next page.
SCHEDULE B-6: ARREARS REPORT 
Insert Schedule B-6 Excel form on next page.
SCHEDULE C: CERTIFICATE OF COMPLIANCE 
(the “Manager”)
To: 
(NOTE: This certificate must be accurate. List any exceptions after each paragraph.) 
The “Certificate Period” is the period since the date stated in the prior Certificate of Compliance 
(or the period since becoming Manager, if this is the first Certificate of Compliance) to the 
.
I confirm the following for the Certificate Period:  
1.
For all employees of the Co-operative and other staff whose cost the Co-operative is 
responsible for under the Management Services Agreement or where the Co-operative or 
its directors or officers might have legal liability: 
a.
All salary and wages have been paid when due. 
b.
Provincial health taxes or premiums have been properly calculated and remitted 
within the required time.  
c.
All statutory and other deductions from salary and wages have been made and 
remitted, together with the required employer contributions, in a timely manner to the 
appropriate recipient. These deductions are for income tax withholdings, Employment 
Insurance premiums, Canada Pension Plan contributions and registered pension plan 
or RRSP contributions. 
d.
Applicable workplace safety insurance premiums have been properly calculated and 
paid when due. 
2.
All legally required workplace safety insurance coverage has been obtained in respect of 
other persons working or based at the Property, including contractors. 
3.
Applications for rebates of GST or HST for which the Co-operative is eligible have been 
properly calculated and submitted.  
4.
The insurance coverage required for the Co-operative and the Manager under the 
Management Services Agreement remains in force with coverage not changed since the 
start of the Certificate Period. The specific insurance coverage in place is checked below: 
a.
b.
c.
d.
e.
f.
(NOTE: Every 12 months, insurance certificates must be attached.) 
I confirm that the information in this Certificate is true and complete as of the end of the 
Certificate Period. 
_________________________________ 
Signature 
Name 
Date 
Title 
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(Schedule is OPTIONAL. Include only if the Co-operative requires and the Agency has 
approved the additional services, otherwise delete section.) 
SCHEDULE D: WORKOUT MANAGEMENT SERVICES 
The Manager will perform all necessary services to ensure the successful execution of the 
Co-operative’s approved financial Workout, including the following specific duties: 
General  

Become familiar with the structure and scope of the financial Workout, as set forth in the 
final workout submission to CMHC; become familiar with the terms and conditions of the 
approved Workout as set out in the workout financing commitment letter, the Loan 
Assistance and Operating Agreement (the “LAOA”) and any supporting documents. 

Expedite the execution of the LAOA and all other documents required to be executed before 
advancing under the approved workout loan may commence. 

Manage the capital Budget throughout the workout-loan advancing period, ensuring that 
costs remain within approved amounts and that loan advances are requested only for items 
specifically identified in the approved capital Budget; obtain advance approval from the 
Agency of any proposed changes to the capital Budget. 

Ensure that any borrowers’ charges obtained from CMHC are accounted for correctly and 
are used only for purposes approved by CMHC. 

Use its best efforts to ensure that the Co-operative abides by the terms and conditions of the 
LAOA at all times. 
Operating Performance Improvements 

Use its best efforts to ensure that the Co-operative meets the performance targets set out in 
the multi-year financial projections upon which the approved workout loan is based and that 
the Co-operative is able to generate the required internal funding for capital repairs, as 
identified in the LAOA and supporting financial projections. 

Expedite the collection of any housing-charge arrears from past and present occupants that 
may have accumulated before the commencement of the first term of this Agreement; 
recommend, as appropriate, changes to the Co-operative’s processes and procedures for 
controlling arrears. 
(Schedule deliberately omitted)
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Financial Management  

Provide and review with the Board a cash-flow statement and an updated cash-flow 
projection each month throughout the workout advancing period; give advice to the Board 
on responsible steps the Co-operative can take to improve its cash position. 

Prepare and submit to the Agency appropriately documented requests for loan advances 
throughout the workout-loan advancing period. 

On the conclusion of the workout-loan advancing period, prepare and submit to the Board 
and the Agency a statement of final costs identifying all costs funded from the proceeds of 
the workout loan.  
Marketing 

Draw up, for the approval of the Board and the Agency, a plan for the expeditious marketing 
of vacant units in the Property; recommend to the Board changes to the member-selection 
process as may be necessary to shorten the time required to fill vacant units; as appropriate, 
recommend to the Board a suitably qualified rental agent, to be hired at the Co-operative’s 
expense and with the Agency’s prior approval, to assist with achieving full occupancy of the 
Property as the units are repaired; oversee the services of the rental agent. 
Capital Repair Program 

Manage the process of obtaining competitive bids for project management services, obtain 
the Co-operative’s agreement to hire the recommended bidder, obtain the Agency’s approval 
of the selected project manager, prepare a contract with the project manager for the 
Agency’s approval, expedite the execution of the contract; direct and supervise the project 
manager. 

Develop and execute a plan for communicating the Co-operative’s capital-repair program to 
occupants of the Property; ensure that construction work is organized and carried out in a 
fashion that will minimize disruption for occupants and respect their privacy to the extent 
practicable. 

Obtain the Agency’s advance approval for all proposed change orders under the construction 
contract or contracts.
(Schedule is OPTIONAL. Include only if the Co-operative and the Manager have agreed 
that the Manager will provide these services, otherwise delete section. Note that Agency 
clients with a financial workout are not allowed to retain the Manager to provide these 
services.) 
SCHEDULE E: ADDITIONAL MEMBER SERVICES 
Governance and Member Participation 

Recommend a proactive member-involvement program to the Board that includes  

reviewing with the Board the need for various volunteer committees 

identifying resources for training the Board and committees. 

Assist the Board in recruiting Members to committees. 

Draw volunteer-participation opportunities to the attention of individual Members.  
Member and Resident Support 

Provide reception services. 

Receive deliveries on behalf of residents. 

Direct residents in need of financial, medical or social support to appropriate community 
resources and social services. 

Organize or assist the Co-operative in organizing social activities, clean-up days and other 
Member events. 

Prepare a regular newsletter to Members reporting on the activities of the Board and other 
matters of interest. 

Assist in settling disputes among residents of the Property. 

Provide guidance to the Board in constructively addressing conflicts within the Co-operative 
community. 
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