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Welcome to dockside Place Condominium
This Owner/Resident Handbook has been prepared in order to acquaint you with the operations, procedures, rules, and regulations in effect at Dockside Place.  This is the first version of the Handbook, issued by the Board of Managers.  We hope that the Handbook will prove particularly valuable to new residents, and serve as a useful reference for present occupants.

Management Company
Barkan Management Company, Inc manages all aspects of the day-to-day operations of Dockside Place, including maintenance, cleaning and security.  Barkan Management, located at 268 Summer Street, Boston, MA 02110, (617) 482-5500 acts for Dockside Place under the direction of the Board of Managers. The Senior Property Manager is Maria Palmieri; the Assistant Property Manager is Chris DeLuca.

Board of Managers
The Board of Managers consists of seven (7) members elected at the annual meeting of Unit Owners (typically the second Tuesday in April).  Managers, also known as Trustees, are elected for a term of two years. Trustees include:


Name



Office



Building

Jamie Chapman

Chair



15

Lloyd Hayes


Treasurer



33


Siobhan O’Connor

Member



33


Mary Watkins


Member



33


Carol McKeon


Member



33


Charles Joseph

Member



15


Patrick West


Member



33

Security 

The Board of Managers at Dockside Place Condominium has contracted with an outside security company. Security is on site 44 hours per week.  Please feel free to contact Barkan Management if you require additional information.  

Emergencies

Emergencies are defined as fire, leaks, and lack of heat, air conditioning, hot water, or electrical power.

A.     Fire

The building is fire-protected with sprinklers, smoke, and heat detectors.  While these systems should automatically respond to any fire emergency, all residents should familiarize themselves with the location of the nearest stairwell and exit.

The building fire alarm system has a loud alarm sound. Quarterly, the alarm system is tested and Barkan Management notifies you before the test dates.  
Note: If it becomes necessary for you to leave the building, please use the fire stairwells, not the elevator, as the elevators are reserved for the Fire Department.

B.
Residents Requiring Assistance and/or Evacuation

Residents who are disabled or who would require assistance in an emergency are requested to provide management with your name, unit number, and description of your special need. Should emergency personnel require that the building be evacuated, in part or in its entirety, a list located in the fire department’s lock box in the entranceway will supply the emergency personnel with the names and locations of all residents requiring special assistance.

C. Other Emergencies  

Please report emergencies to the management office during normal business hours from 9:00 a.m. to 5:00 pm at (617) 482-5500.   Emergency calls after normal business hours should go direct to the answering service. When speaking to the answering service, please identify yourself as a resident of Dockside Place and explain the nature of your call.

Answering Service:

(617) 376-3696

Note: Boston Fire Department lock box installed on the outside of the building give access to Boston Fire and Police Department personnel at all times.  In the event of an emergency, Fire and Police personnel are able to gain access to the building without forcible entry.

Emergency Numbers

Contact: 









Phone:

Barkan Management Company






(617) 482-5500

268 Summer Street 

Boston, MA  02210










Monday – Friday 8:30 am – 5:00 PM

Maria Palmieri





Chris DeLuca

Francisco Perez, Building Superintendent
(Beeper)

(781) 532-6809


Fax (24 Hours) 







(617) 482-0284

Answering Service after 5:00 PM 






(617) 376-3696

NSTAR Electric 








(800) 592-2000

Boston Water and Sewer







(617) 989-7800

KEYSPAN (Gas)








(617) 723-5512


City Side Auto (Towing)







(617) 776-6111

Police









911
Unit Owner Maintenance Responsibilities

Full janitorial/cleaning services are provided for the residential common areas of the building, as are repairs to the common area elements, i.e. repair of a broken lobby door.  However, your condominium fees do not cover maintenance and repairs within individual units.  Unit owners, like individual homeowners, are responsible for hiring their own maintenance and repair personnel. 

A list of unit owner problems that may occur is provided below.  These issues are the individual owner’s responsibility, but if you require assistance and/or recommendations, please feel free to contact the management office  

· Smoke alarm replacement

· Toilet seal failure

· Caulking failure, bathtubs, sinks, etc.

· Poor heat pump operation

· Failure of washing machine seal

· Failure of washing machine supply valves/hoses 

· Water should be turned off when not in use

Owners should be aware that failure of caulking or seals is usually recognized by damage to the ceiling in the unit below.  This damage, in addition to the worn seal/caulk, is also the owner’s responsibility.  See the insurance section for recommendations of coverage for these issues.

Suggestions and Complaints

We welcome all suggestions and complaints regarding operation of the property, cleaning staff, building maintenance, etc.  Please direct suggestions and complaints in writing or via e-mail to Barkan Management Company, in care of Maria Palmieri at Mpalmieri@barkanco.com.

Procedures for reviewing complaints – General

Barkan Management Company has been directed by the Managing Board to inform unit owners or agents of owners who are in violation of the rules.  If, following notification by Barkan, owners persist in violating the rules, Barkan must notify the Managing Board.  After investigation, the Board will inform the owner in writing, of the complaint and if applicable, direct Barkan to impose the designated fine.

The charged owner shall have the right to appeal the fine at the Managing Board meeting following notification of the imposition of the fine.  Failure to appeal shall be judged as acknowledgement being in violation of the rules.

Procedure for reviewing complaints – Between Unit Owners and Tenants
1. Owner or tenant affected by the violation of a rule will initially seek to personally resolve the matter amicably with the owner or tenant violating the rule.

2. If the problem persists, the affected owner shall inform the Managing Board of the problem, in writing.  Upon investigation by the Board, the owner (and tenant, if applicable) in violation may receive a formal warning from the Board.

3.  If, following the warning the problem still persists, the Board, upon notification of the recurrence of the problem and investigation of the facts, may direct Barkan Management Company, Inc. to impose the designated fine.  The charged owner shall have the right to appeal the fine at the Managing Board meeting following notification of the imposition of the fine.  Failure to appear shall be judged as acknowledgment of being in violation of the rule.

Rules and Regulations

Each unit owner and/or resident of Dockside Place is subject to provisions outlined in the Master Deed, the Declaration of Trust, and the Rules and Regulations of the Trust.  This Owner Handbook is meant to be a brief guide to residents of Dockside Place, and only a guide.  The Master Deed, Declaration of Trust, and Rules and Regulations are the governing documents of the Condominium Association.

A.
Common Areas

· Sidewalks, entrances, elevators, hallways and stairwells must not be obstructed or used for any purpose other than entering or leaving the condominium.

· Shoes, boots, umbrellas, or other articles are not allowed in hallways, lobbies, or other public areas of the building.  No decoration or other article, other than those provided by the building may be attached to hallway doors or walls.

· No items of any description may be placed in the common stairwells.  The Association retains the right to remove and dispose of any articles in the stairwells.

· No baby carriages, bicycles or the like shall be allowed to stand unattended in the halls, lobbies, basement storage rooms (other than in bins or on the bicycle racks provided), or to be locked to the fence around the building.  Maintenance staff is authorized to remove items found in common areas.  Unclaimed items may be disposed of.

B. Parking

Do not leave your car unattended under the courtyard awning for longer than 10 minutes.  No more than one car may be parked under the awning at one time.  Cars in violation of this rule will be towed at the owner's expense.

All parking spaces in the courtyard are privately owned.  Please inform your workers/guests that they are not to park there.  All cars illegally parked in another's space are at risk of being towed at the owner’s expense.

It is your responsibility to find parking for workers doing construction/repairs in your unit.  Please inform them that if they park their autos in the courtyard they will be towed at the owner's expense.

For owners of spaces in the courtyard, only one car is permitted per space.  Commercial or oversized vehicles are not permitted and "piggy-backing" is not permitted.  Cars in violation of these rules will be towed at the owner's expense.

There shall be no parking or standing of vehicles on condominium property.  This shall not apply to the lawful use by their owners of the parking spaces (in the courtyard), which are exclusive use areas. Report any illegally parked car to City Side Auto (617) 776-6111 to be towed.

Boston Wharf, not Dockside Place Condominium, owns the parking lots behind 15 and 33 Sleeper Street.  If you have any complaints/comments, they should be directed to Boston Wharf at

(617) 426-6034.

C.
Household Pets

At the May 1984 continuation of the Annual Meeting, owners voted overwhelmingly not to approve any further dogs as Dockside Place.  Only dogs, which were in residence as of May 16, 1984, or seeing-eye dogs are permitted.

D.
Minimum Temperature of Units

Each unit must be maintained at a minimum temperature of 55( Fahrenheit.  See Heat and Air Conditioning for more information.

E.
Noise or Other Offensive Activity

Article 5, Section 11, paragraph C, of the By-Laws of the Condominium states:  “No unit owner shall cause or permit to exist in his unit, nor shall he cause pr permit any occupant or invitee to cause anywhere in or about the property, any nuisance, any offensive noise, odor or fume or any hazard to health”.  

Unit owners in violation of this specific By-Law provision will be fined $75.00 per occurrence.

The volume of television sets, radios, phonographs, musical instruments and the like shall at all times be kept at a level which will not annoy the occupants of neighboring units.  In addition, a unit owner, occupant or guest shall carry on no harmful or destructive activity in any unit or common area.  Each unit owner assumes responsibility for his own safety, actions and conduct, and that of their family, guests, agents, servants and employees while in any part of the condominium.

F.
Signs

For Sale, For Rent or any other type of sign may not be displayed in the window of a unit and/or balcony. 

G.
Architectural Integrity/Remodeling

The architectural integrity of the building, in and out, must be preserved without modification (except within individual units).  To that end, no awning, screen, antenna, sign, banner or other addition, structure, projection, painting, decoration or any other feature may be erected, placed upon or attached to any unit, common area or facility.  Any remodeling, which includes changes or additions to plumbing, electrical systems or partitioning, must have the prior written consent of the Board.

H.
Trash Disposal

There is a trash chute located on each floor for the disposal of household refuse.  Articles too large for the trash chute should be brought to the first floor and placed outside the compactor /recycling area.  No trash or recyclables are to be left on the trash room floor or in the trash room closets. The trash chute should not be used between 10:00 p.m. and 7:00 a.m. 

I.
Recycling

The building has implemented a recycling program that is currently in effect.  Residents wishing to participate can recycle paper products, glass and aluminum containers, etc.  Clearly marked bins are located outside the compactor room on the basement level for this purpose.  Please rinse out all containers before recycling as a measure of pest control.  Cardboard boxes are also recyclable, but need to be flattened to 3' x 3' dimensions. 

J.
Access to Units

The Board and their agents are not responsible for retaining unit keys to each unit. Dockside Place does not have a lock out service policy. Therefore, should you misplace your keys, you must contact a locksmith. 
K.       Moving/Deliveries

FURNITURE DELIVERIES OR MOVES
Any unit owner/tenant moving in or out of the condominium must schedule the move with the management office. Someone will also assist your movers in placing their truck to cause the least blockage to the courtyard.

Deliveries of furniture/appliances should also be coordinated through Barkan Management. Barkan Management Company must be notified at least one day in advance of furniture deliveries, so that pads can be put up to protect the elevators.  Unit owners are responsible for any damage caused to common areas by moving or delivery people and may be required to pay for repairs. 

Moving/delivery hours times are Monday – Saturday from 9:00 a.m. through 5:00 p.m. There will be no moving/deliveries allowed between the hours of 5:00 p.m. and 9:00 a.m. to ensure the quiet enjoyment of all residents of Dockside Place.

The mandatory move-in fee is $600.00 (two separate checks), consisting of a $300.00 deposit, returned when it has been determined that no damage occurred to the common areas during the move.  The one-time $300.00 non-refundable portion of the fee provides the services of an on-site security guard and the installation of pads in the elevators. Please note that a $300.00 deposit is required upon moving out as well. Please make check payable to Dockside Place.

Fines for disregarding moving rules are as follows:

· Moving furniture through main doors





$50.00

· Moving furniture in elevator without obtaining elevator pads

$50.00

· Moving during unauthorized hours





$50.00

In addition to the above fines, unit owners are responsible for any damage to the common areas caused during furniture deliveries or moves.

L.
Operation of Business

Condominium units may only be used for residential purposes.  Clients or the public may not use any unit containing a home office for regular visits.  No signs or advertisements may be posted.
M.
Rental Units

All leases, rentals or use and occupancy arrangements for units shall be in writing and are subject to the Master Deed, the Declaration of Trust and the Rules and Regulations of the condominium.

In no event may the term of any lease, rental or use and occupancy arrangement be less than six (6) months in duration and subsequent to the initial term be less than thirty (30) days in duration. Investor Owners are required to notify the Managing Board of the name of the tenant and the period of tenancy, by submitting to the management company a copy of the lease, (with the rental charge deleted, if you so choose), within 10 days of leasing the unit.  A fine of $25.00 will be imposed for failure to comply with the By-law notification provisions pertaining to filing of leases.

Each unit owner who leases, rents or licenses the use of his unit shall be personally responsible and liable for the actions of any lessee, tenants, licensees and all other occupants.

N. Front Door Access

The building has a chip key access system. The chip keys cannot be duplicated and are tracked by the Management Company. The system allows keys to be deleted in the event it becomes necessary. Additional keys are available at a cost of $35.00 each. All checks must be made payable to Dockside Place. No cash will be accepted.

Keys to the storage room and stairwell (old front door keys) must be provided by the owner.  These keys are necessary for access in the event that the electricity fails and the elevators are inoperable.

O.
Television/Media

The Units at Dockside Place are cable-ready with service provided by RCN Cable.   The Building is also equipped with a satellite dish and master antenna.  For further information on these options, you may contact J & J Antenna at 1-800-244-1159. 

P.
Storage

Please do not store any items outside of your designated cubicle in the storage room.  Owners will be charged a fine of $5.00 per item, per day, for articles stored outside of designated cubicles.  Items will be disposed of after 30 days.  All items left in the storage bins are at the discretion of the unit owner. The Association is not responsible for lost or missing items.

Q. Bicycles

If you have a bike on one of the bike racks, please secure it with a strong lock and clearly tag it with your name and unit number.  Bike hoists, should you wish to store your bike within your unit, can be easily purchased at any bike shop.  Bike hoists take up little space within your unit. 

R. Roof

Access to the roof is not permitted for recreational purposes.  At present, there are no roof decks.  If access is needed to repair a compressor, contact Barkan Management Company, Inc.

S.        Security

Keep common doors closed at all times.  The front doors, service doors and stairwell doors should be closed at all times.  Do not prop these doors open.  If you find one of these doors open, close it.

Do not let strangers in.  When you are entering or exiting the building, do not hold the front door open for strangers.  Do not buzz in any guests other than you own.

As you pass by you neighboring units, take note if the door is open or seems to be tampered with.  If you suspect a burglary has taken place or is in the process of occurring, report it.

Make sure your guests are aware of these simple security measures.

Report suspicious activity to Barkan Management Company, Maria Palmieri, Senior Property Manager or Chris DeLuca, Assistant Property Manager at (617) 482-5500 or to the Boston Police  

at 911.

S. Service Calls

Any service calls made specifically for a unit owner will be billed directly to that owner.  Example: dropping keys down elevator shaft or repairs to the television system due to installation of a splitter in the wall.

Building Operating Procedures

A.
Common Charges

Common charges are due on the first of each month.  Common charges are based upon the percentage of beneficial interest determined at the establishment of the Association.  Common charges are used to maintain and operate the condominium.  For those unit owners that own a deeded parking space in the courtyard, there is an additional .0006 percent added to their beneficial interest.

Checks should be made payable to Dockside Place Condominium and mailed to:

Barkan Management Company, Inc.

P.O. Box 51606

Boston, MA  02205-1606

Common charges not received on time will incur a late fee; see Late Fee Policy.  Note: By Massachusetts’s law, unpaid common charges constitute a lien on the unit.

B. Late Fee Policy

All common charges are due on the first of each month.  If payment is not received by the 10th of each month, a $10.00 late charge will be assigned.  If payment is still not received by the 30th of the month the late fee is increased by an additional $25.00.  These fines will be charged every month a fee remains unpaid.
C.
6(d) Certificates

Barkan Management Company will arrange for a 6(d) Certificate when a unit is in the process of being sold or refinanced.  Please allow at least ten working days turnaround time.  RUSH service is

available at an additional cost of $35.00. 

All outstanding common charges and fees must be paid before a 6-(d) Certificate will be issued.  There is a charge of $65.00 for the issuance of a 6-(d) Certificate. Make your checks payable to Barkan Management, Inc. and mail to the attention of the Dockside Place Condominium.
D.
Insurance

Master insurance policy coverage is maintained with the Rodman Insurance Company.  The master policy covers the repair/replacement of the main building structure in the event of fire, flood, earth movement, etc. Unit owners should obtain their own homeowners coverage for their units and personal possessions.  An H06 policy is the recommended policy for condominium owners to augment the master policy of the building.  Please contact Rodman Insurance, (781) 247-7800 for certificates of insurance, etc. The master carrier is Hanover Insurance Company. Rodman Insurance is the association’s insurance agent.
E.
Entrance Codes

The entry access system is wired into your unit.  The control panel is located on the wall as you enter your unit. 
F.
Unit Security Systems

We suggest that all unit owners install an alarm system as a means of added security.  If you are in need of a recommendation, please contact Barkan Management Company.  Please note that this is an individual unit owner expense.  It is best to make Barkan Management aware if you choose to install an alarm system.

G.       Heating and Air Conditioning

· The heat pumps provide both heating and air conditioning. 

· Residents are responsible for maintaining a minimum temperature of 55( Fahrenheit in their units to prevent freezing pipes.  If you are going to be away from home for any time, please ensure that your thermostats are set to at least 55(.  Should a pipe freeze and burst, causing damage to the common areas and/or other units, the resident or unit owner may be held liable if the minimum temperature rule was not followed.

· Each unit is equipped with one or more heat pumps.  While each heat pump operates independently, they are all tied into a main circulating system.  If this main circulating system experiences any interruption in flow of water or becomes too hot or cold, your heat pump may trip out.  A tripped out heat pump is characterized by the continuous blowing of the ventilator system in your unit and no response from the temperature control on your thermostat.

· To remedy this situation, go to your circuit breaker panel.  Find the breaker marked “heat” or “heat pump”.  Throw it into the “off” position for at least 30 seconds, and then switch it back to “on”.  This action resets the heat pump.  If the pump does not reset, or “trips out” again shortly thereafter, try resetting it again.  If it fails a second time, your pump probably needs service and you should report it to the Management Company immediately.

· It is a common misconception that heat in the units is included in the common area fees.  This is not the case.  The electricity powers the heat pumps individually for the condominium unit, which is billed directly to the resident.  The water, which flows through the pump, acts only as a medium to remove hot or cold air produced through heat pump operation.  The temperature of this water is regulated by the building, but is not the heating or cooling source.  Owners intending to rent or sell their units must make this clear to the representing broker to avoid difficulty.  All utility costs are the responsibility of the unit owner/tenant as billed by NSTAR Electric.  

H.
Pest Control

Bain Pest Control services the common areas.  Should you experience a problem in your home please contact Barkan Management Company.

I.
Other Services

Dry cleaning pick-up and delivery services are available.  Presently, Royal White (617)-776-1500 provides this service to many residents.

The Association presently provides exterior window washing though defined in the condominium documents as the responsibility of the unit owner.

J.         Unit Construction:

The Board of Managers of Dockside Place Condominium adopted, amended and revised the existing rules and regulations regarding construction requirements within units. Based on numerous requests, the Board of Managers decided to outline for all unit owners the rules applicable to construction, repairs and renovations, which may be performed within individual units. 

Prior to any work, plans must be submitted to the Board of Managers no later than thirty days in advance for approval. The following is for the protection of all unit owners and common areas:

1. All plans are to be submitted thirty days in advance for approval. No exceptions to this rule may apply. A detailed scope of work is required before approval. All plans and renovations must comply with the condominium's documents. In addition, all carpet areas within the units are to remain carpeted unless otherwise approved by the Board of Managers. The only exceptions are the kitchen and /or bath areas only. Plans must be submitted before the start of work.

2. All plans must comply with building codes of the City of Boston and State of Massachusetts. Safety standards are required as well as guidelines for proper application of materials, as is customary in the trade. Contractors will install all materials in a professional, workmanlike manner.

3. Appropriate building permits are required and it is the responsibility of the contractor and/or unit owner to provide copies of it to the Board of Managers. 

4. All construction repairs must conform with the specific plans previously submitted to the Board of Managers and cannot deviate in any such way, shape, or form. If additional work is required or desired, the plans must be resubmitted to the Board of Managers for additional approval. 

5. All work must be performed by licensed contractors and must comply with building codes. Before work commencing, a copy of the contractor’s insurance certificate must be submitted. In addition, the contractor must carry workers' compensation insurance. No work is allowed without this coverage.

6. The unit owner is fully responsible for any damage to common areas, is fully responsible, and held liable if the proper permits are not obtained or if a violation should occur.

7. The individual unit owner is responsible to provide their contractor with a copy of these guidelines, the condominium's rules and regulations, and the name of the Management contact, Maria Palmieri, Senior Property Manager, (617) 482-5500. 

8. The elevators must be padded before any materials can be brought inside. All unit owners that allow the contractor to utilize the elevator without the pads are subject to an immediate fine. Please be sure that they clearly understand this requirement. The use of a crane to bring in heavy and oversized materials has proven very successful in eliminating damage to the common areas.  Back stairs cannot be used as a storage or holding area. This is in violation of the fire department codes.

9.  In order to respect surrounding neighbors, the hours of construction are set at 9:00 am - 5:00 p.m., Monday - Friday.  No weekend or holiday construction is allowed.
10. All debris must be taken off the property and hauled away by the unit owner or contractor.       Please note that you are not allowed to utilize the trash compactors or chute in any way.  This rule also applies to old washers, dryers, and refrigerators. If there is debris found in or around the dumpster area or property, you will be charged accordingly.

11. A licensed contractor must perform any construction involving the water sprinklers and/or water systems. All costs associated with the need to have the fire protection sprinkler and/or alarm system on or off line are a unit owner expense. Approval must be obtained from the Management Company before the interruption of the domestic water and sprinkler service. 

12. From time to time, the Board of Managers will specifically ask for samples of the materials to decide if they are within the approved scope of work and meet construction guidelines.

13. If selling a unit, the unit owner or agent representing the unit owner is responsible for forwarding a copy of these guidelines and rules before the sale.  In addition, the prospective buyer is responsible to submit the plans according to the guidelines.

14.  Upon completion of planned and approved construction, the unit must be inspected by the Managing Agent or by the Managing Board, as deemed necessary. Any variations from the approved plans will be noted and action will be taken to rectify the variations. The unit owner will be financially responsible for any changes incurred in rectifying the variation. 

15. The unit owner is fully responsible for any legal expenses incurred by the Managing Board necessary to maintain compliance of unit owners with the above rules. 

All plans must be sent to:
                                               The Board of Managers

Dockside Place Condominium

c/o Barkan Management Company

268 Summer Street

Boston, MA 02210

If there are any questions regarding the Rules and Regulations for Construction within units, please contact Barkan Management Company at (617) 482-5500 and speak with Maria Palmieri, Senior Property Manager or Chris DeLuca, Assistant Property Manager. 

K. Drains

At times, water and sewer/drain problems occur at Dockside Place Condominium.  Specifically, soapsuds often sit in the main drain lines and therefore back up into toilets, sinks and laundry drains within units, caused by excessive use of laundry detergent.  

To avoid this problem it is advised that residents use non-foaming laundry detergent.  The name brand recommended is Arm and Hammer.  This is a non-foaming detergent and is often used in high-rise building, which have in unit laundry facilities.  

Additionally, it is recommended that residents do not use dish detergent (e.g. Dawn, Ivory, etc.) their dishwashers, as this also causes soapsuds back-ups.  
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