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Corporation 
 no.339 PROPERTY MANAGER: 

YAWAR KHAN, CAPITAL INTEGRAL PROPERTY MANAGEMENT  

PH: (613) 722-1232   FAX: 1-613-521-0306    

EMAIL: YKHAN@CIMANAGEMENT.CA 

 

. 

MEETING PACKAGE 
 

prepared for the MEETING OF THE BOARD OF DIRECTORS 

205-215 Somerset West  November 26, 2020  6:00 p.m. 
 

 
 

         Condominium  

 AGENDA  

 MANAGEMENT REPORT 

 ANNUAL SCHEDULE 

 CONTRACTS/INFO 

 MINUTES 

 FINANCIAL STATEMENTS 

 BUSINESS ARISING LIST 

 MAINTENANCE CHECK LIST 

 CORRESPONDENCE 

 

 

 

 

 
 

    Ottawa Carleton   



CARLETON CONDOMINIUM CORPORATION NO. 476 2 

A G E N D A                                                                                                      A  
 

1. CALL TO ORDER 

 

2. APPROVAL OF AGENDA 

 

3. INTRODUCTIONS AND BOARD OFFICER POSITIONS 

 

4. APPROVAL OF MINUTES OF PREVIOUS MEETING 

 

a. October 22, 2020 

b. November 18, 2020 

 

5. RATIFICATION OF DECISIONS MADE BETWEEN MEETINGS 

 

6. FINANCIAL STATUS REPORT 

 

7. DIRECTOR REPORTS 

 

a. President 

b. Treasurer 

c. Secretary 

d. Director-at-Large 

 

8. MANAGEMENT REPORT 

 

9. STATUS CERTIFICATE 

 

10. CORRESPONDENCE/LETTERS 

 

11. NEW OR OTHER BUSINESS 

 

a. AGM Follow-up: Review Gowling document following AGM 

b. Bicycle stand replacements 

c. Security 

d. Christmas Lights 

e. Christmas Tree 

f. Cover for East side stairwell 

g. Snow removal from balconies 

h. Test/plug in eavestrough heat cables 

i. Green Bins 

 

12. NEXT MEETING   

 

13. ADJOURNMENT  

 

 

 

 

 

 



CARLETON CONDOMINIUM CORPORATION NO. 476 3 

 

MANAGEMENT REPORT                                                                            A  
The Following Represents Issues as of November 26, 2020 

BUSINESS ARISING FROM PREVIOUS MEETINGS 

 

1. Status Certificate No change since the last one sent to the Board dated September 9th 

for unit 203 - 215 

2. Window Replacement Management has contacted Comfort King to notify them of the 

changeover in companies and to get an update on the project 

  

3. Parging / Railing 

Repairs & Painting 

The Board needs to continue its deliberations now that the RFS has 

been completed. 

 

4. Brick Investigation 

Report 

Management to follow-up with Paterson regarding the report. 

 

5. Reserve Fund Study The study was completed and received.  The next step is to send out the 

Notice of Future Funding (Form 15) to all owners with an e-copy of the 

report.   

 

6. Fire Evacuation 

Instructions 

Management would like to know what the next steps are on this 

initiative 

 

7. Service Animal Request Management to follow-up with unit 108 

 

8. Unit 501 - Gutter 

Damage 

Management will follow-up with First Response.  A meeting has been 

scheduled for next Wednesday at 10am 

 

9. COVID-19 Management will communicate about this on an as-needed basis. 

 

10. Balcony Leak 504 Interior repairs have been completed.  Management is waiting for a 

report. 

 

11. Exhaust Fans Management will reach out to Associate Air to obtain more 

background. 

 

 

ITEMS FOR BOARD INFORMATION OR NEW ISSUES FOR DISCUSSION 

 

1. Owner/Resident 

Information Sheets 

We continue to receive these.  Calls will be made to obtain as many as 

possible. 

 

2. Banking Bank accounts are set-up.  We are waiting for EFT activation so we can 

process the PAPs next week. 

  

3. Ramp The ramp was not heating properly.  The electrician that installed the 

sensor was called in and it is now working properly.  Management will 

arrange for training on this for Denis and anyone else interested. 

 

 



CARLETON CONDOMINIUM CORPORATION NO. 476 4 

QUOTES FOR APPROVAL 

 

 

 

STATUS CERTIFICATES ISSUED IN 2020 

 

2020 

•  

 

 

1.   

  



CARLETON CONDOMINIUM CORPORATION NO. 476 5 

ANNUAL SCHEDULE                                                                        A  
 

JANUARY 

 

FEBRUARY 

Audit 

Prepare AGM  

Prepare Landscaping Contract 

 

MARCH 

 

APRIL       

AGM 

Inspect Winter Damage  

Spring Inspection 

 

MAY 

Commence Spring Repairs  

Road/Parking Sweeping 

Annual Hydrant Inspection 

Clean the Recycle Bins 

 

JUNE 

Window Cleaning 

Flush Drain Lines 

 

JULY/AUGUST 

Create Draft Budget 

 

SEPTEMBER  

Secure Insurance Renewal 

Prepare Snow Removal Contract 

Smoke Detector Inspection 

 

OCTOBER  

Budget Package Out (Due before 1 October) 

Year End 

Insurance (Due 31 October) 
 

NOVEMBER 

Fiscal Year Starts 

Winterize Property 

 

DECEMBER 

 

  



CARLETON CONDOMINIUM CORPORATION NO. 476 6 

CORPORATION INFO SCHEDULE                                                            A  
 

Last Reserve Study Paterson November 2020 

Year End  30 June   

Insurance  Atrens Counsel (Aviva), February 1 

Auditor  Kelly Huibers McNeely 

Last AGM   November 18, 2020  

    

BOARD OF DIRECTORS AS OF LAST AGM 
 

Position Name Term Ends Contact Info 

 Sandy Cyr  

(409-205) 

 cyr_sandy@hotmail.com 

 Evan Travers 

(501-215) 

 evan.c.travers@gmail.com 

 Mikie Hicks 

(207-205) 

 mikie@bell.net 

 Brian Tell 

(401-215) 

2023? b.tell@icloud.com 

 Christine Butkovich 

(208-205) 

2022? cmbutkovich@hotmail.com 

 

 

mailto:cyr_sandy@hotmail.com
mailto:evan.c.travers@gmail.com
mailto:mikie@bell.net
mailto:b.tell@icloud.com
mailto:cmbutkovich@hotmail.com


Yawar Khan <ykhan@cimanagement.ca>

AGM Report 

Escayola, Rodrigue <rod.escayola@gowlingwlg.com> Thu, Nov 19, 2020 at 10:30 AM
To: Yawar Khan <ykhan@cimanagement.ca>
Cc: "cyr_sandy@hotmail.com" <cyr_sandy@hotmail.com>

Bonjour Yawar (and Sandy),

Please find my report following yesterday’s AGM.  Can I ask you to kindly forward this to the board?

Below are some of the steps which must be taken by the board in the very near future. Some of these steps are to be
taken by management, others by the Board. I will leave it to you to allocate each of these tasks. I’m happy to answer any
questions arising from these or to assist in any way.

1. One of your first tasks will be to elect and appoint the various officers to the board.  You also need to allocate the 2
and the 3 year terms to the new directors.

Unless your governing documents provide otherwise, you must elect a president amongst yourselves. You must
also elect and appoint a secretary (which technically does not have to be a director of the corporation). In many
cases, you may have to elect a Treasurer.  I’m happy to look at your governing documents if you need any
guidance on which positions are required;

2. Directors may consider signing a Director’s Code of Ethics. While this is not mandatory under the current
legislation, many corporations have elected to have their directors sign such code of ethics. You can find CCI’s
Code of Ethics here. It’s pretty basic but can do the job.  We can help you improve this document by developing a
code of ethic specific to your corporation’s needs.

3. New directors should take this opportunity to familiarize themselves with the Corporation’s governing documents,
including the Declaration, By-law and Rules;

4. Since there has been a change to the composition of Board, you must file a Notice of Change with the Condo
Authority of Ontario. You have 30 days to file it. This is usually done by management but directors can do it
themselves (it’s done online and you need the CAO’s ID and password for the corporation).  Such a notice is not
required if past serving members were re-elected. It is only required if there has been a change in the composition
of the board. Incidentally, this filing will result in the CAO sending an email to any new director with information
about how to log into the CAO’s website. This will be required to take the mandatory training (see item #6 below);

5. The Corporation also has 30 days to send an Information Certificate Update to the owners to advise of the
changes to the directors or officers of the Corporation. This form is sent to the owners; not to the CAO. You can
find this form (and all others) on the Form tab of the Condo Adviser’s website.

6. New directors have 6 months following their election or appointment to take the required mandatory training (Brian
just needs to make sure his training is “credited” by the CAO) This training consists of some 21 modules. It takes
between 6 to 12 hours to complete. You do not have to complete it all at once. This training will be valid for 7
years. Failure to take this training within 6 months will result in the director’s automatic disqualification. This
training is free and can be taken online. For this training to be recognized, the directors taking the training will have
to log in the CAO’s website as a director of the corporation, using the login information to be provided by the CAO
(see item #4). You can read more on this training here.

7. If you did not do so already, at the time of your appointment/election to the Board, ensure that new directors
complete a Director Disclosure Form. This Disclosure Form must be in writing, must be signed and should be held
by the Corporation.  You can find a blank disclosure form here.

8. Please keep the proxies for a minimum of 90 days (this must be extended to at least 6 months if an owner
requests them or longer if a legal proceeding ensues).

 

Resources available to the board

https://cci.ca/sites/default/uploads/files/Directors-Code-of-Ethics-rev.pdf
https://condoadviser.ca/condo-act-forms
http://condoadviser.ca/2017/09/more-about-the-mandatory-training-for-condo-directors/condo-law-blog-Ontario
http://condoadviser.ca/wp-content/uploads/2017/11/Disclosure-statement-directors-nov-2017.pdf


The Condo Authority of Ontario is a good source of information for owners and directors alike. The CAO is a not-for-profit
organization created by the province under the Condominium Act. Its mandate is to support consumer protection for
condo communities and to provide condo-related resources and services to owners, residents and directors.

I encourage new directors to consider joining the Condo Directors Group, which is an Ottawa-based association, formed
by and for condo directors. It provides a forum where you can network and learn from each other. There is no cost to
joining this organization. To be added to their distribution list, simply send an email to condodirectorsgroup@gmail.com or
visit their website: h�p://www.condodirectorsgroup.ca/.   We used to meet on a quarterly basis but, due to the current
pandemic, we encourage our members to attend the Condo Adviser’s webinars.  There is one coming up this week (Dec.
2 at 5 pm)! You can find more info here.

They may also want to consider attending some of the seminars presented by the Canadian Condominium Institute.
There is a cost to join this organization, usually paid by the Corporation, but it is well worth it. You can find more
information at h�ps://cci.ca.

I also dare to encourage these directors to visit or subscribe to our blog, the CondoAdviser.ca. We provide free and timely
advice for all of your condominium legal needs.

I am looking forward to working with you or to seeing you at some of the condominium events.

Yours very truly,

 

 

Rodrigue Escayola

Partner

Tél. +1 613 783 8684 
Téléc. +1 613 788 3622 
rod.escayola@gowlingwlg.com

Gowling WLG (Canada) LLP 
Suite 2600, 160 Elgin Street 
Ottawa ON  K1P 1C3 
Canada

gowlingwlg.com

Gowling WLG | +de 1 400 professionnels juridiques | 19 bureaux à l'échelle mondiale

 

https://www.condoauthorityontario.ca/en-US/
mailto:condodirectorsgroup@gmail.com
http://www.condodirectorsgroup.ca/cdg_p_membership.php
https://condoadviser.ca/webinars
https://cci.ca/
https://condoadviser.ca/
mailto:rod.escayola@gowlingwlg.com
http://www.gowlingwlg.com/
https://www.google.com/maps/search/160+Elgin+Street+%0D%0AOttawa+ON++K1P+1C3+%0D%0ACanada?entry=gmail&source=g
https://www.google.com/maps/search/160+Elgin+Street+%0D%0AOttawa+ON++K1P+1C3+%0D%0ACanada?entry=gmail&source=g
https://www.gowlingwlg.com/fr/people/rod-escayola
https://www.gowlingwlg.com/vcard.aspx?LawyerEmail=rod.escayola@gowlingwlg.com&Lang=en-CA
https://www.linkedin.com/in/rodescayola/
https://twitter.com/escayoLaw
https://www.facebook.com/gowlingwlgmontreal
http://gowlingwlg.com/
https://gowlingwlg.com/fr/canada


The information in this email is intended only for the named recipient and may be privileged or confidential. If you are not
the intended recipient please notify us immediately and do not copy, distribute or take action based on this email. If this
email is marked 'personal' Gowling WLG is not liable in any way for its content. E-mails are susceptible to alteration.
Gowling WLG shall not be liable for the message if altered, changed or falsified.  

Gowling WLG (Canada) LLP is a member of Gowling WLG, an international law firm which consists of independent and
autonomous entities providing services around the world. Our structure is explained in more detail at
www.gowlingwlg.com/legal.  

References to 'Gowling WLG' mean one or more members of Gowling WLG International Limited and/or any of their
affiliated businesses as the context requires. Gowling WLG (Canada) LLP has offices in Montréal, Ottawa, Toronto,
Hamilton, Waterloo Region, Calgary and Vancouver.

http://www.gowlingwlg.com/legal
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