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Request for Condominium Documents from Owner or Agent

Buyer/Seller Information for First Property Management

Requests for documents will be processed within 10-14 BUSINESS DAYS.  Payment is required to release documents.  We cannot release a 6(d), Certificate of No Assessment Due, unless the association dues are paid through the month, quarter or year in which they are closing, whichever is applicable.  Also, please note that there may be an upcoming special assessment that the new owner should be aware of.  

Please provide a completed, typed or printed request for documents.

{Association Name}

{Association Street No} {Association Address Line 1} 

{Association Address Line 2}

{Association City} {Association Province/State}  {Association postal/zip code}

*Closing Date (ONLY PROVIDE IF YOU HAVE A SIGNED P&S)  ________________





Unit Number {Unit number}







{Account name}

{Address line 1} {Address line 2}

{City} {Province/State}  {Postal/Zip code}

Please fill in the Buyer’s Info (as much as you have):

(**Required)

**Buyer(s) Name________________________

**Buyer(s) Address After Closing_____________________________

**Buyer(s) E-Mail Address ______________

**Buyer(s) Cell Phone _______________Home Phone_____________

Work Phone __________ Please Contact Me by Regular Mail____or Email ____________

Listing Broker Name and Agency____________________________________

Listing Broker Email ____________________Phone____________________

Seller’s Attorney’s Name and Firm: (if applicable) ________________________________

Buyer Broker Name and Agency_______________________________________________

Buyer’s Broker Phone ____________________  Email:___________________

Buyer’s Attorney’s Name and Firm (if applicable: ___________________________________

Closing Attorney (if different from above) __________________________________

Closing Attorney’s Email __________________ Phone:______________________

Sales price: ___________________________________

The Monthly (Quarterly) Dues for Unit #{Unit number} at {Association Name} are {Common charges}.  IF YOU ARE ON AUTO PAY, PLEASE BE SURE TO CANCEL AFTER SELLER’S FINAL PAYMENT IS MADE.  If this unit includes a fire suppression unit (sprinkler system), a certificate of compliance (if applicable) is required from the appropriate town fire department.

	Documents Requested 
	Check all that Applies 
	Cost
	Payment made by: 
	Paid 

	Certificate of No Assessment

Due (6D)
	
	$125.00
	
	

	Septic Report & WWTF Report 
	
	$50.00
	
	

	Financials: 

Budget 

Revenue & Expense

Balance Sheet
	___

___

___
	$50.00
	
	

	Condominium Documents:

Master Deed

By laws

Declaration of Trust 
	___           

___

___
	$100.00
	
	

	Condominium Questionnaire

Affidavit Certification (lenders form)
	___

___
	$250.00
	
	

	Reserve Study (If Available)
	
	$50.00
	
	

	Meeting Minutes (If Available)
	
	$50.00
	
	

	Insurance Master Policy 
	
	$ No cost
	
	

	
	SUBTOTAL
	
	
	

	Transaction Fee:
	
	$50.00
	
	

	Total:
	
	
	
	


We do not accept credit cards or online payments. There will be no refunds on documents requested and paid for.  Please enclose a ***check made payable to:

First Property Management, Inc., and mail to 167 Lovells Lane, Marston’s Mills, MA  02648

*please reference the association name and unit number on the check.

             The undersigned owner(s) authorizes First Property Management, Inc. to release information in all matters concerning the unit and association.  Information is deemed reliable however First Property Management does not warrant or guarantee its accuracy.  The undersigned agrees to pay First Property Management the total amount due for requested items. 

Signature_______________________________ 




