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Finding the Right Condominium Property Manager 

 

Ideally, condominium corporations should work in harmony with the same condominium property 

manager for many years.  In reality, from time to time, condo corporations may wish to change property 

managers or want to survey the market to ensure that their current property manager is competitive in 

price and services provided. 

Selecting the right condominium property manager is one of the most important decisions your 

condominium corporation will make.  The property manager is a vital support, providing professional 

advice, sources of information and services.  The manager also plays an important role in 

communicating with owners and residents.  The quality of the manager’s relationship with the condo’s 

stakeholders can have wide and long-lasting impacts.  And, the condominium property manager is a 

trustee for your condo, an important legal role. 

A condominium building is a valuable property.  Excellent management of the physical building, finances 

and relationships is essential.  Many Alberta condos are self-managed, but larger condos almost always 

require at least some professional management services. 

While the cost of a property manager is important, including both fees and extra charges, it is always 

wise to search for the best value to the condo corporation.  The lowest price bidder may not be the best 

choice.   

Condos change property managers infrequently so there may be few or no board members with 

experience in this area. The Condo Owners Forum Society of Alberta has provided this guide, as part of a 

series, to support condominium boards as they initiate this process.  Feedback is welcome.  Please send 

it to us at: 

info@cofsab.ca   
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The Life Cycle of Property Management Oversight 
For a condo board of directors, it is useful to consider a circular and continuous life cycle for the 
oversight of a property manager.  
 

1. Develop a Plan: 

• Review the current property management agreement 
• Review termination clauses, the condo corporation’s responsibilities  and potentially discuss 

with legal counsel 
• What are we currently paying for their services and what do we receive? 
• Compile and review feedback from owners 
• What do we want from a property manager? What level of services do we need?  How much 

hands-on work will the board of directors take on?  What does a well-run condo community 
look like to us? 

• How much can we afford to spend? 
• Will the property manager supervise our maintenance person? 
• How will we transition from the current to a new property manager? 

 
 

2. Find the right property manager: 

• establish selection criteria 
• prescreen potential property managers 
• send out an RFP (request for proposal) 
• make a choice 
• negotiate a contract  
• transition from our current to our new property manager 

 
 

3. Manage the on-going relationship with our property manager:   

•  Maintain lines of communication 
• Resolve conflicts 
• Amend bylaws when necessary   
• Review performance at least annually 



   

   

 

This document may be freely shared with others, but 
please give credit to 

Condo Owners Forum Society of Alberta 
www.cofsab.ca  info@cofsab.ca 

 
© 2020 Condo Owners Forum Society of Alberta 

 

Page: 3 

Date:  2020.10.01 

 

Principles for Procurement of Services 
It is essential that the Board agree upon a common approach and principles to guide decision making.  
Some key principles to keep in mind while planning for and finding a property manager are:   

• Fair:  The process is fair to all those involved, including condo owners, board members, the current 
property manager, condo employees, potential property managers, and the selected property 
manager. 

• Without real or apparent conflicts of interest:  No person involved in the process gains personally 
from the process or its outcome.  

• Open-minded:  All non-prejudiced and non-biased opinions and ideas are welcomed and respected. 
• Transparent:  All owners and other interested parties can see and understand the process, while 

respecting privacy. 
• Accountable:  The board and committee members are responsible to the owners of the condo 

corporation. 
• Value for money:  The choice does not depend solely on the lowest price bid and instead also 

considers the appropriateness and quality of the services to be provided.  Consider the contract 
price and any additional pricing for extras that will impact the monthly fee. 
 

Key Success Factors for a Request for Proposal Process 
The process for choosing a property manager will likely be successful if the following factors are present: 

• A cohesive team manages and participates in the process 
• Everyone on the team clearly understands and agrees on what is desired in a service provider 
• Expectations are realistic given the budget and market conditions 
• The selection criteria is defined and disclosed in the request for proposal (RFP) 
• A short list of qualified and acceptable property management candidates is created before sending 

out an RFP 
• There is a single contact person for candidates 
• There is an opportunity for potential candidates to view the site and ask questions 
• Sufficient time is allowed for candidates to develop and deliver proposals 
• The decision-making process is disciplined and accomplished within a reasonable amount of time 
 

Establish a Committee of the Board of Directors 
We recommend the establishment of a committee of the Board of Directors.  The committee should 
ideally have three to five members made up of owners, including at least one representative from the 
board.  Involving volunteer non-board members reduces the workload of the board and provides insight 
to owners on the workings of the board.  Participating on a committee will also engage owners who may 
want to offer their services as a board member in the future. 
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Recommended Process 

Here are some steps your board might take to search for the right property manager. 

1. Clearly define what services your condominium wants in terms of services from a condominium 
property manager and establish selection criteria.  For example, some condos may only want 
administrative/accounting support, whereas others want supervision of maintenance staff or 
procurement support.  You must be clear on what services you want before you can proceed 
further.  It is a foundation for future work. 

2. Create a selection committee composed of board of director members and interested owners, who 
can commit to doing the work to select a property manager.  The commitment may be from several 
weeks to a number of months.  An ideal committee would include people with previous experience 
in procurement of services for condominiums or for other types of organizations and people with 
experience in property management.   Five people is a manageable number and provides a wide 
perspective (promoting an open-minded process).  

3. Ensure that the committee is aware of and in agreement with the direction the board has 
established with regard to terms of reference, principles, end goals and selection criteria (being 
accountable to the board and corporation membership).  Agree upon at what points in the selection 
process the committee will report back to and seek approval from the board (accountability and 
transparency of process).   We recommend the preparation of a terms of reference to clearly 
identify the roles, responsibilities and authority of the committee.  A draft format for any board 
committee is included in this document.  It is also recommended that the committee members 
agree to and sign a code of conduct that includes the procurement process principles adopted by 
the board.  

4. Identify a number of potential property managers, perhaps five.   This will give the committee a 
realistic picture of varying approaches to property management and the level of services managers 
can provide. And it will create a short list to send a request for proposal. 

If you are having trouble identifying prospective condominium property managers, we suggest: 

• Use your network: ask friends and acquaintances for names of condominium property managers 
they would consider. 

• Consider asking condo service provides for feedback.  They see a different view of property 
managers than others. 

• Investigate who is managing condominium buildings in your community that appear to be well 
managed 

• Look for companies who are members of the organizations below, keeping in mind that these 
organizations do not certify their competence:  
• Canadian Condominium Institute: 

• Southern Alberta Chapter: https://www.ccisouthalberta.com 
• North Alberta Chapter: https://www.ccinorthalberta.com 

• Association of Condominium Managers of Alberta: https://myacma.com 
• Real Estate Institute of Canada; http://www.reic.ca 
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• In future, condominium property managers will be licensed by the Real Estate Council of Alberta  
(RECA).  Make sure that prospective bidders are licenced. 

• Review websites of property managers 
• Conduct an email or telephone survey of potential property managers 
• Interview a number of potential property managers to give the committee a realistic picture of 

varying approaches to property management and the level of services that are available 
 

5. Create a shortlist of potential property managers who would likely be a good fit for your 
condominium and would provide the services that your condo corporation needs and can afford.  
Only include property managers who are interested in working with you to manage your property 
and with whom you would be prepared to enter into a contract.  Including others means more work 
for your selection committee and fruitless work for a property manager who has no chance of 
winning your business (which is not fair).   A shortlist of no more than five is suggested.  Seeking 
proposals from a least three qualified contenders would be the minimum (fairness and seeking value 
for money). 

6. Refine your selection criteria based on what you learned in Step 4, then create a request for 
proposal (RFP).  Look at RFP templates for guidance as to structure and level of detail.  Ask both 
specific and general questions.  You want the candidates’ answers to reveal their ability to provide 
the services you require and to communication effectively with you.  This process is not just to 
provide you with information.  It is a test of their attention to detail, thoroughness, commitment, 
and communication skills (seeking value for money).   

7. Include a request for the contact information of three condominium corporations who can provide 
information on the quality of their services. 

8. Reporting and communication are important: consider asking to see some sample monthly reports 
sent by the candidates to their current clients. 

9. Create an evaluation scoring sheet that each committee member can use to rate the answer of each 
proponent to each question.  A score of 0 for “didn’t answer the question” up to 5 for “the best 
answer we could hope for” would be a suitable scoring scheme.  Ensure that all committee 
members understand the scoring system (transparency of process and fairness).  See the included 
sample weighting scheme, with suggested categories for questions.  The committee members can 
use this to tally up their scores within the categories. 

10. Prepare questions to ask references, e.g.,  

• How long have you worked with XYZ? 
• Are they reliable? 
• What are their strengths? 
• What are their weaknesses? 
• What are the capabilities of the individual who will be personally managing your condo? 

 
11. Designate one or two committee members to contact references and to report back. 

12. This would be a good point to report back to the board of directors so that they are aware of your 
process and progress (providing transparency of process and showing accountability).   
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13. Send the RFP to the shortlisted candidates: 

• Follow-up and confirm that they have received it 
• Confirm that they will submit a proposal 
• Ask them if they have any questions 
• Provide a contact person on the committee to receive and respond to questions 

 
14. If a candidate submits a question, including questions asked during a tour, provide the answer to all 

candidates who have indicated they will be making a proposal.  Similarly, if the RFP needs 
clarification, send that information to all the candidates (to ensure fairness and transparency of 
process).   

15. After the deadline for proposals has passed, distribute copies of the received proposals to the 
selection committee members.  They need to keep in mind that these proposals will contain 
confidential business information that belongs to the property managers.  Accordingly, the 
proposals should be kept private, and the content discussed only with other selection committee 
members (fairness).   

16. Allow every selection committee member a reasonable amount of time (one week recommended) 
to review and score each of the proposals. 

17. At a meeting of all selection committee members, discuss the responses and individual scores. 
Determine a consensus score for each answer and note any outstanding concerns (transparency of 
process).   

18. Rank the candidates based on their scores. 

19. Determine which of the candidates you will not investigate further, then carry out reference checks 
for the others that are still of interest.  If there are any outstanding questions about these potential 
property managers, formulate an additional question or two to ask the references.  Ask the identical 
questions about each candidate.  Record the answers (fairness and transparency of process).  

20. At a selection committee meeting review the comments of the references, revisit your ranking and 
make changes as required.  This is a good point at which the committee can update the board of 
directors and obtain their input.  

21. Once you are comfortable with one or two of the property managers obtain a proposed contract 
from them.  Identify which clauses you would need to amend or add to protect the interests of the 
condo corporation. 

22. Recommend to the board one property manager and upon their approval begin negotiating a 
contract. If this doesn’t arrive at a satisfactory agreement the committee can terminate this 
discussion and begin with your next preferred candidate.  

23. Develop a transition plan in conjunction with the current property manager and new property 
manager. 

24. Before you sign the contract ensure that the interests of the condominium corporation are 
protected by having your corporation’s lawyer review the draft contract.  Heed their advice.  Your 
lawyer cannot help you after you sign the contract. 
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25. An approved board of directors’ motion is normally required to authorize the designated board 
members to sign the final contract.   

26. A designated selection committee member should contact the unsuccessful candidates to let them 
know that they were not successful and to thank them for their proposal. 

This terminates the selection process.  Your next challenge is the transition from the current property 
manager to the new property manager.  You are also moving into Phase 3 of the oversight life cycle:  
maintaining the on-going relationship with your property manager.  
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Evaluation Scoring Categories and Weights 

To ensure that all proposals are evaluated fairly and consistently and to reduce subjectivity, we 
recommend using a quantitative method for evaluating proposals.  Here is an example of how you might 
categorize your selection criteria and subsequent RFP responses. 

1. Corporate website 5 points 
• Completeness 
• Easy to Understand and Navigate 
• Stated Ethics 

2. Face to Face Interview 10 points 
• Attitude 
• Communication Skills 
• Listens and Understands our Needs 
• Overall Impression 

3. Qualifications 10 points 
•  (CCI, RECA, ACMA, REIC, CPM etc.) 
•  Company Capabilities and Experience 
•  Staff Support 
•  Designated Manager and Qualifications 
•  Manager to Property Ratio 
•  Number of Properties Managing (e.g. could the prospective manager be overloaded?) 
•  Number of Properties Gained and Lost in Past Five Years 

4. Quality of Written Proposal 10 Points 
•  Clarity of Organization 
•  Ethics 
•  Addresses all of our needs 
•  Overall impression 

5. Technological Capabilities for:   10 points 
•  Communication with Board 
•  Communication with Owners 
•  Financial Tracking and Reporting 
•  Records Management  

6. Procedures for Managing Contractors, Service Providers and Building Operator                         5 points 
7. Health and Safety, Environment, and Quality Management Systems                                             5 points 
8. Proposed Property Management Contract                                                                                          5 points 
9. Fees                                                                                                                                                           10 points 

• Base Fee 
• Extra Charges 
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Terms of Reference for Condo Board Committees 

This is a general terms of reference that can be used for any committee of a condominium corporation’s 
board of directors. 

The objectives are to be clear about: 

• what is expected from the committee, and 
• the authority of the committee (generally the condominium board of directors are the only 

authority that can make commitments on behalf of the condominium, unless the board delegates 
that authority.  We do not recommend that the board delegate the authority to commit the 
corporation to any contract). 

 

Committee Name and Type 
• Committee name  
• Committee type (standing, advisory, ad hoc, sub-committee)  

 
Responsible To 

• The board or a committee of the board? 

 
General Purpose or Mandate 

• What specific tasks are to be accomplished during the committee's term?   
• What is the general area of work or responsibility?  
• What is the scope of the committee’s work?  
• What objectives and targets are to be achieved?   
• What are the monitoring assignments? (e.g., budgets, policies)  

 
Key Duties and Responsibilities 

• What results are expected from the committee?  
• What authority does the committee have?  
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Terms of Reference for Condo Board Committees 
(continued) 

Appointments & Composition 
• Who is appointed to the committee (both voting and non-voting members, including any ex-officio 

members)?  
• Who appoints the committee members? (e.g., board)  
• When are committee members appointed (e.g., after the annual general meeting, at certain 

points in the organization's calendar)?  
• How long do the appointments last (e.g., one year, two years)?  
• How do appointments of the chair and vice-chair of the committee happen?  

 
Meetings 

• What are the expected number of meetings per year?  
• Are there heavy work periods?  
• How are meetings scheduled?  
• What types of meetings are held (in-person or electronic)? 

 
Resources and Financial 

• Is the budget approved by the board and what types and size of expenditures are allowed?  
• What are the restrictions on committing the corporation or spending? 
• What approval is necessary? 
• What is the committee's budget process? 
• How is the budget reviewed? 
• What other resources are available to the committee (e.g., staff support, meeting rooms, expert 

advisors)  

 
Reports and Target Dates 

• To whom does the committee report? (board chair or entire board) 
• What are the dates for submitting reports?  
• Does the committee report verbally or in writing?  
• How does the committee obtain an extension to their assignments or to the end of their term? 
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Code of Conduct for a Condo Board Committee 

 
 
We recommend that committee members sign a “Code of Conduct” prior to the 
commencement of work. 
 
See our Guideline for a recommended Code of Conduct at our website www.cofsab.ca, under 
the Resources/Publications tab. 


