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The Board of Directors at Cambridge Square South Condominium welcomes you to our 
community. We are quite confident that you are going to like your new home. As this may be 
the first time that you have entered the condominium way of life, there are a number of items 
that we would like to draw to your attention.  
 
When you purchased your condominium, you purchased a unit with boundaries defined in the 
Condominium Plan for your corporation as well as a share in the common property that you 
hold with other owners, or in exclusive use such as a balcony, parking stall or fenced in yard. 
The common areas are maintained by the Corporation and the unit and exclusive use areas are 
maintained by you. 
 
As an owner and member of this community, if you notice an item in need of repair in the 
common areas, please bring it to the Board’s attention. A letter to the Board can be mailed, 
faxed or e-mailed to the property managers. Emergency repairs should be called in to the 
property managers. (Contact information available on the next page).  
 
In the event that your perusal of the bylaws may be a little difficult due to legal language, this 
informal booklet will help alert you to your responsibilities to the corporation and also the 
corporation’s responsibilities to you.  
 
There is a great difference being a homeowner with certain responsibilities that you share with 
others and being a tenant with certain expectations of the landlord. On the following pages is a 
short overview of the rules and regulations and policies you will be expected to observe both as 
a protection to yourself and to the general well-being of the condominium you are now a 
member of. This is your home, treat it and all common areas with respect.  
 
Note – The attached regulations apply to both owners and renters.  
 

Roles and Responsibilities 

Condominium Corporation:  
The Corporation must maintain and repair building components that are considered part of the 
common property. This would include the exterior of the building, grounds, and sidewalks, i.e. 
remove snow and ice in the winter, cut and water grass, prune trees and shrubs. 
 
Board of Directors:  
The Board of Directors is elected to represent the owners annually at the General Meeting. The 
Board administers the Condominium in accordance with the Bylaws. Under our Bylaws and 
Condominium Property Act the Board must consist of no less than three nor more than seven 
owners, spouses of owners or representatives of the mortgagees. They control, manage, lease, 
maintain, repair and administer the common property and all real property of the Corporation 
for the benefit of the owners and for the benefit of the entire condominium project.  
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If you wish to communicate with the Board, please do so in writing and forward your letter 
through our management company at info@newconceptmanagement.com . Any routine 
requests or emergency situations can be dealt with by calling the management company 
directly at 403-398-9528.  
 
Management Company:  
The management company is hired by the Board to take care of the day-to-day administration 
of our Corporation. They collect the condominium fees, pay the bills, hire contractors, assist 
with all annual and board meetings and act as a resource to the Board on matters dealing with 
the Bylaws and the Condominium Property Act. 
  
New Concept Management Inc. can be reached as follows.  
Suite 101, 221 - 18 ST SE 
Calgary, AB T2E 6J5 
 
Direct: 403-398-9528  Fax: 403-398-0751 
 
Email: info@newconceptmanagement.com  Website:  www.newconceptmanagement.com 
 
Condominium Manager: Alex Milnes - Extension 5 
 
Email: alex@newconceptmanagement.com  
 
 
 
 
 
 

 

mailto:info@newconceptmanagement.com
mailto:info@newconceptmanagement.com
mailto:info@newconceptmanagement.com
http://www.newconceptmanagement.com/
http://www.newconceptmanagement.com/
mailto:alex@newconceptmanagement.com
mailto:alex@newconceptmanagement.com
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Annual General Meeting 

The Annual Meeting is held to elect the Board of Directors for the Corporation as well as to review the 

accounts and business of the Corporation. A notice of the meeting is sent to all owners at least seven 

days prior to the meeting. You should attend Annual Meetings or arrange proxy to ensure the 

Condominium corporation is being managed properly and circumspectly and to ensure there is a 

quorum to conduct the meeting. Any member in good standing (fees up to date) is entitled to attend, 

vote and let their name stand for election to the Board. 

Bylaws 

Cambridge Square South has a set of condominium bylaws that were passed by the owners of the 

building. The bylaws are a legal document that regulate the corporation and provide for the control, 

management and administration of the units and the common property. They set out the duties and 

responsibilities of the unit owners, the Corporation and the Board of Directors. The owners of the unit 

and anyone in possession of a unit (i.e. renters) are bound by the bylaws. You should have received a 

copy of the bylaws when you purchased your unit. If you require a copy of the bylaws, please contact 

New Concept Management. 

As a unit owner, some of the rights and obligations given to you in the bylaws include:  

• The right to use your unit and the common property  

• The right to sell, lease, mortgage or gift your unit  

• The right to vote and run for office in the Corporation  

• The obligation to abide by the Condominium Property Act and the bylaws.  

• The obligation to pay your share of the common expenses.  

• The obligation to respect the rights of other owners.  
 

Condominium Fees 

Condominium fees are contributions to the Condominium Corporation for maintenance, repair and 

replacement of the common elements of the complex. The monthly fee for a unit is determined by the 

unit factor that is registered on the Condominium Plan for our Condominium. Your unit factor is the 

number that represents your proportionate share of the total shares of the Corporation. 

The By-laws direct the Board of Directors to determine the amount of funds required for the 

maintenance of the property, to meet the common expenses and maintain a replacement Reserve Fund. 

The Board reviews the requirements annually and provides a budget, a schedule of unit factors and 

monthly condominium fees to all owners prior to the end of the fiscal year, December 31. 

Fees are due on the first of each month. They can either be paid by monthly post-dated cheques or 

through automatic withdrawal from your bank. The fees are made payable to Cambridge Square South 

Condominium and forwarded to our management company. The pre-authorized debit (PAD) form can 

be found on New Concept Management’s website under Document Management 

(www.newconceptmanagement.com)  

http://www.newconceptmanagement.com/
http://www.newconceptmanagement.com/
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Each owner is obligated to pay his or her fees, in full, in advance of the first of every month to ensure 

the operation of the Condominium. If fees are not paid the Corporation may place a caveat on the title 

to the unit, accelerate the fees for the full year, or pursue any remedies as may be available to it by law. 

All cost to collect arrears on an account are charged back to the owners account. 

Intercom 

The front door intercom works off of a phone system that can work with either a landline or a cell phone 

number. To allow a person to access the building, simply press “9” once the call has been received from 

the front door and you have confirmed that this is your guest. To make changes to the telephone 

number connected to the intercom system for your unit, fill out the Intercom Form found on New 

Concept Management’s website under Document Management (www.newconceptmanagement.com) 

Insurance 

It is the owner’s responsibility to insure the contents (furniture, clothing, etc.) contained in his or her 

unit for fire and other perils. Unit owners should also carry liability insurance and ensure that their 

policy will cover any deductibles of the Corporation’s policy that may be charged back to the unit owner.  

The building is insured against fire, water and other perils. A copy of the building insurance is provided 

to all owners annually. If you require a copy of this insurance certificate, please contact New Concept 

Management. 

Keys 

Replacement of keys for your unit and mail box is the owner’s responsibility.  

Building keys must be purchased from New Concept Management.  

Parking 

Parking stalls are assigned by unit.  Owners are responsible for maintaining their assigned parking stall. 
Under your bylaws, vehicles that are not in operating condition or do not have a current license and 
insurance may be removed from your stall. Storage units in the parkade must be approved by the Board. 
 
If the vehicle is parked improperly in the lot, a Board member will have to place the call and the sign the 
ticket when an officer arrives. 
 
Permits for on-street permit parking can be obtained from the Calgary Parking Authority. Current vehicle 
registration at this address is required. More information is available at: 
http://www.calgary.ca/Transportation/Roads/Pages/Traffic/Parkingmanagement/Residential‐parking‐p
ermit‐program.aspx  
 
Pets 

Written permission from the Board of Directors must be obtained to keep or allow a pet in a unit or on 

the property. Pets must be registered with the management company per city bylaws. The Board can 

withhold or withdraw the right to keep a pet on seven (7) days notice. Complaints about a pet can be 

made, in writing, to the Board of Directors through the management company. Owner shall insure that 

any pets owned by themselves or tenants do not damage, by defecation or other methods (i.e. damage 

http://www.newconceptmanagement.com/
http://www.newconceptmanagement.com/
http://www.calgary.ca/Transportation/Roads/Pages/Traffic/Parkingmanagement/Residential‐parking‐permit‐program.aspx
http://www.calgary.ca/Transportation/Roads/Pages/Traffic/Parkingmanagement/Residential‐parking‐permit‐program.aspx
http://www.calgary.ca/Transportation/Roads/Pages/Traffic/Parkingmanagement/Residential‐parking‐permit‐program.aspx
http://www.calgary.ca/Transportation/Roads/Pages/Traffic/Parkingmanagement/Residential‐parking‐permit‐program.aspx
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to turf, etc.) any of the common elements of the Condominium. All pets must be hand leashed and kept 

under control at all times.  

The Pet Approval Form can be found on New Concept Management’s website under Document 

Management (www.newconceptmanagement.com) 

Property Tax 

Property tax is the responsibility of the unit owner. The City of Calgary calculates and bills property taxes 

annually. The property tax amount is based on the assessed value of your unit and the City Council 

determined property tax rate. For more information on property tax, visit 

http://www.calgary.ca/CA/fs/Pages/Property-Tax/Property-Tax.aspx  

Rental 

In the event that you do not occupy your unit, you continue to be responsible for the actions of your 

tenant. Your tenant must comply with all the Bylaws of the Corporation. You must also notify the 

management company that you are renting your unit and provide the name(s) and phone numbers of 

your tenants. The Tenant Undertaking and Agreement form can be found on New Concept 

Management’s website under Document Management (www.newconceptmanagement.com) 

The Corporation has voted to impose damage deposits on all rental units being a minimum of 1 months 

rent. At the present time the damage deposit is set at $1000.00.   

Smoking 

Smoking is not permitted on common property, but is allowed on balconies. Homeowner(s) are 

responsible for disposing of smoking material into a fire retardant receptacle placed on such 

balcony which receptacle shall be filled with sand or water. Homeowner(s) are not permitted to 

throw cigarette butts, matches, or other smoking materials on common property or will be subject 

to a fine. 

Shut-off Valves 

Above all inflow lines, i.e. bathroom, laundry & kitchen, you will see two ½ open pipes, some may be 

covered with chrome caps. The shut off valves are inside and may be adjusted with a heavy screwdriver. 

Because these valves are older, be extremely careful when turning them. Some suites may have shut off 

valves that resemble taps beneath their kitchen and bathroom sinks and toilets. 

 Utilities 

Heat, water and sewer are provided by the building and covered by condominium fees.  

Electricity, telephone, cable, and internet are the responsibility of the unit owner (not covered by 

condominium fees).   

Windows and Sliding Doors 

The windows and doors are part of the unit and that the unit owner is responsible for the maintenance 

and replacement, in compliance with the design agreed upon by the condo owners. 

http://www.newconceptmanagement.com/
http://www.newconceptmanagement.com/
http://www.calgary.ca/CA/fs/Pages/Property-Tax/Property-Tax.aspx
http://www.calgary.ca/CA/fs/Pages/Property-Tax/Property-Tax.aspx
http://www.newconceptmanagement.com/
http://www.newconceptmanagement.com/
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FREQUENTLY ASKED QUESTIONS 
 
MAY I MAKE CHANGES TO MY UNIT? A unit owner may decorate the inside of a unit with total freedom, 
the only limits which apply relate to the following: structural changes, flooring (which requires sound 
specifications) and changes to electrical or plumbing. Any owner that wishes to make changes that may 
affect any of the above elements must obtain written approval from the Board. Applications for changes 
must be made in writing to the Board specifying the work to be done and the materials to be used.  
 
The Corporation (Board of Directors) must approve any changes that you may wish to make to your unit 
or exclusive use area, if these changes affect any of the structural or mechanical components of the 
building or the appearance of the building.  
 
WHAT IF I HAVE A PROBLEM WITH MY UNIT? The first thing to remember is that you are an owner in 
most cases and not a tenant. If something needs to be repaired in your unit, you are likely responsible 
for seeing that it is done. If the item forms part of the common elements, then it is normally the 
responsibility of the Corporation. Any requests for repairs to the building are to be made, in writing, to 
the Board, in care of the management company. If you are a renter, contact your landlord with any 
problems.  
 
WHAT IF MY NEIGHBOR IS NOISY? Living in a multi-unit building means there will always be some noise 
that you must become used to. If the noise becomes excessive, visit your neighbor and explain that you 
are being affected by their activities. If this does not alleviate the problem, contact the management 
company and request a noise complaint form so you can detail the times and types of noise you are 
encountering.  
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ADDITIONAL INFORMATION 
 
FLOWER BEDS: The Board of Directors encourages owners to maintain patio or balcony areas with floral 
decoration.  
 
SEASONAL DÉCOR: Christmas lights are permitted provided no damage is caused to the common 
elements or exclusive use areas by such decorations.  
Because of the concern for fire in our wood frame building only artificial trees are allowed. 
 
An Owner or Tenant Shall not:  

• Use their unit for commercial purposes or any illegal activity  

• Use their unit for any other purpose than as a single family dwelling  

• Permit the unit to be occupied by more than 5 people  

• Display any signs anywhere that may be visible from outside the building  

• Make or permit any noise in the unit or common property that is a nuisance to other residents  

• Make any changes in the appearance of the unit noticeable from outside the building  

• Hang any laundry outside the unit  

• Keep tents or trailers on the common property without prior written approval  

• Keep any garbage, clotheslines or empty beer cases outside their unit (on decks or balconies)  

• Store any combustible or offensive goods in the unit or on the common property  

• Do anything, or fail to do anything, that would increase the risk of fire or invalidate the 
Corporation’s insurance  

• Do anything or permit anything to be done, that is contrary to any statute, ordinance, bylaw or 
regulation of any government  

• Cause damage to the grounds  

• Trespass on another neighbors assigned privacy area or unit  

• Wash or repair vehicles on the common property  

• Keep any vehicle on the common property that is not in operating order and being used from 
day to day or on a regular basis  

• Drive on the property at speeds in excess of 15 km/hr  

• Obstruct any entries, walks, roadways or parking areas  

• Shake mops, dusters or rugs or throw anything out the window or off the balcony  

• Allow the unit or assigned privacy areas to become unsanitary or unsightly  

• Make any changes to the unit that affect the structure, mechanical or electrical systems without 
first obtaining written permission from the Board  

• Use any drains for anything other than the purpose that they were intended for  

• Store any personal items outside the unit  

• Leave unwanted items of furniture and household effects in the main garbage room  

• Allow any/all guests or tenants to contravene the condominium bylaws 
 
PLEASE REMEMBER THIS IS YOUR HOME, TREAT IT AND ALL COMMON AREAS WITH RESPECT. THE 
COST TO REPAIR DAMAGES OR NEGLECT IS SHARED BY ALL RESIDENTS.  
 
New Concept Management is the property manager, their telephone number is 403-398-9528 ext 5. 
For all forms for pets, move in move outs etc. please go to www.newconceptmanagement.com
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CONDOMINIUM TERMINOLOGY 

 
Caveat: A legal notice that is registered at land Titles against the title of a unit that indicates a legal 
charge upon that unit. Often used as a method to protect the Corporation’s right to overdue 
condominium fees.  
 
Common Property: All the remainder of the property that does not form part of any unit. It includes 
hallways, lobby, garbage rooms, roof, siding, grounds, parking lots, roadways, decks, and fences.  
 
Condominium Plan: The Survey Plan that was registered under the Condominium Property Act of 
Alberta at Land Titles. It defines the unit boundaries and the property of the Corporation.  
 
Condominium Property Act: The governing statute for Condominiums in Alberta.  
 
Exclusive Use Areas:  The Board has the authority to grant exclusive use of the common property to any 
owner. For example, a deck or parking stall. Owners are responsible for the maintenance of any 
exclusive use areas that they have been granted.  
 
Reserve Fund: That portion of the annual budget that is set aside by the Corporation for the repair and 
replacement of the common property, portions of the units and the Corporation’s property that is not 
repaired annually.  
 
Unit: the premises owned or rented by you. The unit you own or rent as an entity is from the exterior of 
the drywall surrounding your unit. Anything inside this configuration is your private property and your 
responsibility including all windows and doors.  

 
 


