Welcome to Sitco Manor ….

The owners, residents and Strata Council of Sitco Manor would like to take this

opportunity to welcome you to the building.  We are a small building however, we strive 

to be organized, efficient and have a sense of community and camaraderie in our complex.  We think of this as our home and endeavour to keep things presentable, clean, organized and in keeping with a residence we can be proud of.

We have included a few items in this package that will assist you in feeling part of our community and answer some questions you may have as a new resident at Sitco Manor.

This document will accompany a copy of our bylaw and past minutes if you have not already received them.

1. Basic Information about Strata Plan LMS-154 Sitco Manor
 
Sitco Manor is a Strata Corporation with 24 Strata Title units and common property.  The affairs of Strata Corporation are directed by our Strata Council, which is elected at the Annual General Meeting held in October or November.  From among its elected members the Council elects a President, Vice-President, Treasurer and Secretary, and may also elect or designate other official positions as required.

 
The business affairs of the Strata Corporation are managed by a Property Management firm, which assigns a Property Manager to be responsible for the building.  At the present time, we are managed by…

Ascent Real Estate Management Corporation

2176 Willingdon Avenue
Burnaby, BC  V5C 2Z9

Contact: Darren Schulz, Strata Agent

604-431-1800                    e-mail….DSchulz@ascentpm.com

Immediate issues or questions you may have should be directed to the property manager.  They will contact the appropriate council member, individual in a timely manner.  Cheques and correspondence to Ascent is to be mailed.
 

2. Building Keys and Security
Each Strata Title Lot is entitled to receive two building keys at no charge.  Additional keys or replacements for lost keys will be charged at $10 per key.  Each key is individually numbered.  If the building is rekeyed, owners will receive one new key for every old key that is returned.  There will be a charge of  $10 for each key additional key over an above the allotted 2 per unit, regardless of how many keys are turned in.  These keys cannot be duplicated or copied.  Should you lose your key please contact the building manager to purchase a replacement key(s).
3. Remote Control for the Overhead Garage Door
Each Strata Title Lot is entitled to receive one remote control for each parking stall.  Additional remote controls or replacements can be requested at a charge of $60 per remote control unit.
If a remote is lost, stolen or permanently disabled, the owner must immediately inform the strata president and building so the garage individual remote’s code may be deactivated. (This is imperative to eliminate the possibility of unauthorized access to the underground parking garage). Please DO NOT keep your remote in your car.  This encourages break-ins and threatens security.
Council and owners have endeavoured to take steps to provide as much security in our building as possible.  However, we need each of us to take responsibility for our security as well. Please adhere to the following…
· Do not let unknown individuals into the building or underground parking garage.

· Wait for the garage door to close completely when entering or exciting the underground parking.

· Do not provide access to anyone through the garage or doors if you do not know who they are. 

4. Enterphone and Security
The front door Enterphone is connected to the land- line telephone in each unit.  Each unit is assigned a buzzer code number.  (We do not post suite numbers on our menu board for security reasons). New owners please contact the building manager to ensure your information appears as you request on the Enterphone menu board. (Instruction sheets available through building manager)
When someone buzzes the Enterphone …

· You will hear to quick rings of your telephone.
· Pick up the receiver to speak to the person at the front door to identify who it is.
· Once you have identified the visitor, push the #6 key on your telephone number pad, to unlock the front door.  The phone will automatically hang up once they have entered and the door shuts. 
· If you are on the telephone you will hear a distinctive beep.  Press #3 to put your caller on hold.  Speak to the person at the door; to admit the individual, press #6, the door will open and you will be returned to your telephone call.
· Do not admit anyone to the building that you do not know, even if the individual is right behind you at the door.  Similarly, if you are in the lobby, do not admit anyone who is buzzing another owner, unless you know all the individuals concerned and know with certainty that the owner in question is at home and wishes that visitor to enter.  It may not be polite but it's safer.
· For deliveries, please come to the front door to pick them up in person, unless you know that you are expecting a particular service.
5.     Inspections and Reporting Problems & Deficiencies by Owners
Owners are reminded that they must report in a timely fashion any problems whose repairs are the responsibility of the Strata Corporation, including, but not limited to signs of leaks, structural defects, ill-fitting doors and windows, problems associated with heating, plumbing or electrical systems.  If problems are not reported the owners concerned may find that some or all of the costs or repairs are charged to their unit.

Twice a year, when reminded by a notice from the Strata Council, each owner will inspect the common property immediately outside that owner's suite (including decks, balconies, walls, windows, etc.) and report any problems or deficiencies on the response form circulated to each unit.  Failure on the part of an owner/resident to return such a response form may make the owner/resident liable for the costs of repairs of problems that were not reported.

6. Garbage Preparation and Disposal

How to Set Out Your Recyclables

Newsprint
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	Material
	Newspaper, newspaper inserts, TV guides.

	
	Preparation
	Leave newspapers loose. Do not bundle or tie.

	
	Unacceptable
Material
	NO envelops, junk mail, phone books, magazines, string or plastic bags. 


Paper Products
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	Material
	Magazines, cardboard, junk mail, phone books, writing paper, envelops.

	
	Preparation
	Remove plastic liners. Flatten all boxes. Cut cardboard to fit in paper products cart.

	
	Unacceptable
Material
	NO waxed paper, milk cartons, drink boxes, pizza boxes, paper towels, or plastic bags.


Containers
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	Material
	Metal cans, glass bottles and jars, plastic bottles and jugs (types 1, 2, 4, and 5 only).

	
	Preparation
	Rinse all containers clean. Remove and discard lids. Flatten all containers. Leave labels on.

	
	Unacceptable
Material
	NO paper, plastic bags, aerosol cans, dishes, mirrors, windows, toys, Styrofoam, juice boxes or plastic containers other than types 1, 2, 4 or 5.


Container Tip:  Rather than toss that pop can or water bottle in your blue box or “containers” cart why not return it to an Encorp Return-It Centre or to your local retailer to get your deposit back. All ready-to-drink beverage containers are covered by the deposit system except milk, milk substitute and meal replacement containers. For a list of depots and information go to www.encorpinc.com or call the BC Recycling Hotline at 604.732.9253.
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	Blue Box Program - Apartment Program

 Lids on the apartment carts must close. Do not overfill the carts or they can't be dumped.


PLEASE DO NO PUT LARGE ITEMS OUT BESIDE THE CARBAGE BIN

Other Recycling Options

Drop off large loads of flattened cardboard at Vancouver's main recycling depot at 377 West Kent Avenue North. This depot also accepts small and large metal appliances, along with other types of materials. Drop off at the depot is no charge. 

For more information about the City’s recycling programs, call the City’s Recycling Hotline at 604-323-7710 8 a.m. to 4 p.m. Monday to Friday or BC Recycling Hotline at 604-732-9253
For more information about waste disposal and recycling options call the Recycling Hotline at 604.732.9253, or the GVRD at 604.432.6200, or the Regional Compost Hotline at 604-736-2250.  Product Care at 604-592-2972 or www.productcare.org provides information on depot locations for household hazardous wastes, including paints and pesticides.
7. Miscellaneous Items

Lights/Doors…need to be turned off and doors shut in all common (lockers and bicycle room) areas once you have completed your use of the area.  Turning lights on and off in short periods of time is not an efficient use of energy.  However, leaving lights on over long periods for no reason is a waste of our resources and costs us money.

Fireplaces are a great additional source of heat.  We ask that units equipped with a fireplace ensure it is cleaned and maintained regularly and is never left unattended while ignited.
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