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THE HOMEOWNERS ASSOCIATION 

 

 

WHAT IS A HOMEOWNERS ASSOCIATION? 

 

A Homeowners Association is an organization of residents.  A buyer automatically becomes a 

member with the purchase of a home within the development.  As a member, he/she has a voice 

and vote in the Association’s affairs.  These votes are cast during annual or special meetings of 

the general membership. 

 

The Homeowners Association is an incorporated, not-for-profit organization operating under 

recorded By-Laws, which provide that each Unit Owner is automatically a member.  Each 

member is subject to a charge for a proportionate share of expenses for maintenance and 

replacement of common property and support of other necessary activities of the Association. 

 

WHAT DOES A HOMEOWNERS ASSOCIATION DO? 
 

The major responsibility of the Association is to protect the investment and enhance the value of 

the property owned by the members, both units and common property. 

 

The Association has other responsibilities too, such as, enforcing the provisions of the 

Declaration, By-Laws, rules and regulations, architectural and landscape guidelines, and setting 

up an effective communication system among members. 

 

To assure the Homeowner of a well run organization, a professional management firm has been 

retained as an integral part of the operation of the Association.  Professional management staff 

will coordinate and supervise the maintenance, financial and architectural facets of the 

Association, and establish communications access and links to all Homeowners.   

 

THE HOMEOWNERS ASSOCIATION IS A BUSINESS 

  

No matter what role you play in the Association, one thing is certain; you will want it to operate 

as smoothly and efficiently as possible.  The most important thing to remember about the 

Homeowners Association is that it is a business.  To be successful, it must be operated like one. 
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DECLARATION OF COVENANTS, CONDITIONS, RESTRICTIONS, EASEMENTS AND 

LIENS 
 

When the Developer plans his project, he develops a set of legal documents which establish the 

condominium project and Homeowners Association, govern their operation, and provide rules 

for occupancy and use of all properties in the community.  The legal documents include the 

following: 

 

DECLARATION OF CONDOMINIUM OWNERSHIP 
 

The Declaration defines and details each owner’s property, and his/her rights and obligations in 

the Association.  These master regulations are important rules in your day to day living.  They 

are set up to make sharing the property convenient and easy for you and all others involved.  

They are not set up to make things difficult. 

 

ARTICLES OF INCORPORATION 
 

The articles establish the Association and its purpose, structure and powers. 

 

BY-LAWS 
 

The By-Laws delineate the meetings process, election procedures, powers and duties, Board 

meetings, committees, insurance requirements and limited use restrictions. 

 

DISCLAIMER AND REFERRAL TO DOCUMENTS 
 

This Homeowners Handbook is designed to familiarize owners briefly with the Homeowners 

Association, Management, policies and procedures.  A fuller, more comprehensive reference to 

any item concerning the Association can be found in the Declaration, Articles of Incorporation 

and By-Laws issued to all owners at the time they take title to their home. 

 

In case of any conflict between this handbook and the documents, the Declaration, Articles of 

Incorporation and By-Laws shall control. 
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BOARD OF DIRECTORS AND OFFICERS 

 

The purpose of the Board of Directors is to allow for elected representatives of all 

owners/members to set forth and administer policies and procedures, and to make managerial 

decisions affecting the operating and maintenance of Association business and all commonly 

held property.   

 

Members of the Board of Directors, being duly appointed and/or elected by the Unit Owners, 

elect officers of the Association from among the board members.  They have the authority to 

enter into contractual obligations, carry out and enforce all provisions of the Declaration, 

Articles of Incorporation and By-Laws, and may assign such responsibilities as deemed 

appropriate to the Managing Agent. 

 

RESPONSIBILITIES  
 

 Establish the policies and regulations that govern the Association 

 Supervise and prescribe the duties of the Managing Agent     

 Approve the Operating Budget and all expenditures made by the Association 

 Set the amount of the home assessments 

 Enforce architectural control 

 Maintain the common areas and structures located on common property 

 Keep a complete record of corporate affairs and report to homeowners 

 

DUTIES OF OFFICERS 

 

President  –  The President shall be the chief executive Officer of the Association and shall 

preside at all meetings of Unit Owners and at all meetings of the Board.  The President may sign 

all legal instruments authorized by and on behalf of the Association. 

 

Secretary – The Secretary shall record the votes and keep the minutes of meetings of Unit 

Owners and of the Board, shall give notice of meetings of Unit Owners and of the Board, shall 

keep current records showing the names and addresses of Unit Owners and their respective 

percentages of interest in the Common Areas and Facilities, and shall give each Unit Owner a 

copy of any Rules and Regulations or amendments thereto, and shall act in place of the President 

in the event of the President’s absence or refusal to act.  

 

Treasurer – The Treasurer shall receive and be responsible for all money, bills, notes, and 

similar property of the Association; shall keep correct and complete books and records of 

accounts, specifying the receipts and expenditures relating to the Common Areas and Facilities 

and other common receipts and expenses, together with records showing the allocation, 

distribution, and collection of the common profits, losses, and expenses among and from the Unit 

Owners; and shall prepare an annual budget and annual statement of income and expenditures to 

be presented to the Unit Owners at the annual meeting, with a copy to be mailed or delivered in 

person to each Unit Owner. 
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THE MANAGING AGENT 

 

The Board of Directors shall have the power to employ a Manager or Management Company as 

they deem necessary, to prescribe their duties, and to give specific signature authority. 

 

The Managing Agent for the Marburg Square Association is responsible to the Board of 

Directors for carrying out the day to day operations of all Association business and commonly 

held real property. 

 

The Managing Agent has specific authorization and obligations as contained within the 

management contract.  The management contract will generally run for a period of one (1) year. 

The present Managing Agent is: 

 

Towne Properties Asset Management Co., Inc. 

1055 St. Gregory St. 

Cincinnati, OH  45202 

Phone: (513) 751-5040 

Fax: (513) 751-2920 

 

It is the responsibility of the Managing Agent to bid, contract, oversee and direct all contractors 

and vendors servicing the Association under the approval of the Board of Directors.  The 

Managing Agent will select, oversee and direct all employees including maintenance personnel. 

 

The Management Company is the vehicle by which the overall administration, policies and 

procedures, and managerial decisions of the Board of Directors are carried out.  The expertise 

and experience of a qualified management company provides the Board of Directors with the 

information and facts necessary to make appropriate decisions on all aspects of the Association 

administration and management of common real property. 
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COMMITTEE GUIDELINES AND OPERATING PROCEDURES 

 

Committees are a valuable part of the Association and serve two basic purposes.  First, they 

assist the Board in meeting its responsibilities by gathering information and making 

recommendations.  Second, they broaden the community’s input on decisions by serving as a 

means of gathering residents’ opinions and attitudes.  There will be two primary committees that 

will be formed at Marburg Square.  These are the Architecture and Design Committee and the 

Landscape Committee.  If you are interested in serving on either of these committees, please 

contact Towne Properties. 

 

General Guidelines 

 

1. All committee members are requested to become familiar with the Declaration and 

established guidelines and rules. 

 

2. The Board shall define the committee’s scope of authority.  The committee shall then 

establish procedures for fulfilling these responsibilities. 

 

3. The procedures for fulfilling a committee’s responsibility shall be Board approved prior 

to becoming effective. 

 

4. No committee shall have the authority to enact its recommendations without Board 

approval.  All recommendations shall be acted upon by the Board at its scheduled 

meetings. 

 

5. No committee shall publish any communications to the community without Board 

 approval.  All communications shall be printed and distributed by that committee. 

 

Operating Procedures 

 

1. Each committee shall have a chairperson, vice chairperson, and secretary.  All officers 

shall be elected by the committee.  Officers’ terms shall be for one year unless otherwise 

specifically agreed to by the Board. 

 

2. Committees shall meet on a regular monthly basis unless the chairperson decides that 

meeting is unnecessary, in which case, the chairperson should notify all committee 

members.  Even if new matters for discussion are not evident, committees should meet at 

least once every other month to discuss any new ideas members might have and/or to 

review the progress of past action. 

 

3. Committees shall establish a specific time and date for their monthly meetings.  These 

dates shall be distributed to the Board and all other committee chairpersons. 

 

4. The committee chairperson, or if unable, the vice chairperson or designated alternate, 

shall be present at each Board meeting to present the committee report and to report back  

to the committee. 
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5. Copies of the committee reports to the Board should be distributed at the Board meeting 

to each Board member and the Property Manager. 

 

6. All recommendations to the Board should be presented in writing to the Property 

Manager for inclusion on the agenda at least one week prior to the monthly Board 

meeting. 

 

7. Concise minutes of all committee meetings shall be taken by the secretary and kept on 

file by the committee chairperson.  These records shall become a permanent part of the 

committee’s files and shall be passed on to new committee chairpersons. 

 

8. A copy of the committee’s minutes shall be given to the president of the Board after each 

committee meeting. 

 

9. The committee chairperson shall keep on file copies of all recommendations presented to 

the Board and any follow-up thereof.  These also shall be considered a permanent part of 

the committee’s files and shall be forwarded to subsequent committee chairpersons. 

 

Overlapping Jurisdiction 

 

Should a situation arise which could be considered within the jurisdiction of more than one 

committee, the chairperson of the committee evaluating the case should contact the 

chairperson(s) of other relevant committee(s).  Committees would then work together and 

present their joint recommendations to the Board. 
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RESERVES 

 

The Reserve Account is an Association’s way of setting aside money for future repairs and 

replacements.  Each month, a certain part of your fee is set aside in a special interest bearing 

account to plan for the replacement and repair of the common areas.  This helps to protect and 

preserve property values.  Reserves are included in the overall budget for the Association. 

 

Your ability to sell your home can be influenced by the adequacy of, or nonexistence of, 

reserves.  Primary lenders consider reserves for future needs a key part of a good financial policy 

and can be more receptive to lending money in communities with a good, established Reserve 

Account policy.  Reserves do, therefore, directly affect the resale value in Associations. 

 

SALE OR RENTAL OF HOME 

 

When you decide to sell or to rent your home either by Owner or through a Realtor, you need to 

transfer, not only your property, but also the responsibilities of membership in the Association.  

You do this by transferring the Declaration, Articles of Incorporation, By-Laws, and this 

Handbook to the new owner/renter.  Also, please call Towne Properties at (513) 751-5040, as 

there are certain forms you will need to complete. 

 

If you sell, your buyer will become a member of the Association and be subject to the 

Declaration and By-Laws.  If you rent, you (not your tenant) are held responsible to the 

Association for your tenant’s behavior.  By renting your property, you effectively assign your 

ownership rights of use of the amenities to your tenant. 

 

 

MOVE IN/MOVE OUT FEES 

 

Damage is almost always a by-product of the moving process. To protect the common area from 

damage from moving, each owner of a flats unit will be charged a $200 moving fee when 

moving in or out. The fees collected will go toward repair of the common areas of the flats 

buildings. Owners of town homes will not be charged this fee. Owners who rent are required to: 

1. Notify Towne Properties of the turnover 

2. Provide a copy of the new lease 

3. Pay move out fees for tenants who are vacating 

4. Pay move in fees for tenants who are moving in. 

 

 

GRILLS 

 

According to Ohio Fire Code 308.1.4, charcoal burners and other open flame cooking devices 

shall not be operated on combustible balconies or within ten (10) feet of combustible 

construction.  
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ARCHITECTURAL AND LANDSCAPE GUIDELINES 
 

The Homeowners Association has been charged with the responsibility of maintaining the 

aesthetic and architectural character of the community.  Any owner desiring to make any exterior 

change, improvement, or addition must obtain approval for the change or improvement from the 

Board of Directors through filing of an Improvement Application.  All such requests for change 

will be considered on an individual basis, and all reasons presented for the improvements will be 

weighed and evaluated based on the following considerations: 

 

1. The harmony of external design and location in relation to surrounding buildings in the 

community. 

 

2. The recognition of future maintenance problems or expenditures the installation might 

cause the Association. 

 

3. Adherence to guidelines established in the Declaration or Board rules and regulations. 

 

Improvement Application Process 

 

1. Submit the application to Towne Properties with a complete description of the 

improvement, with a drawing, photo, or catalog picture attached if necessary. 

 

2. Management will direct the application to the Architecture and Design Committee or  

Landscape Committee if active and if no current Board standard exists or if more  

information is needed.  Otherwise, the application will be automatically included on the 

agenda for the next scheduled Board meeting. 

 

3. The Board will review the application, including any committee recommendations.  The 

application will be approved, disapproved, or additional/alternative recommendations 

may be suggested.  The owner will receive a copy and notice of Board action within five 

days of the meeting. 

 

4. Any change or improvement becomes the responsibility of the owner for maintenance, 

repair, and/or replacement. 

 

5. Unauthorized changes or improvements must be removed or restored to original 

 condition at the expense of the owner at the discretion of the Board. 

 

The purpose of Architectural and Landscape control is not to discourage improvements, but to 

limit the nature of the improvements to those that enhance the value and conform to the overall 

aesthetic appearance of the community.  This control should be considered a protection of your 

investment. 
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Landscaping Guidelines and Limits 

 

The Landscaping Committee has authority from the Association Board to oversee and provide 

input on plantings and landscaping provided in the common areas of Marburg Square. The 

objective of the Landscaping Committee is to further develop and enhance the landscape 

throughout the community and common property. Actions and decisions made by the committee 

should be done so with the intent of enhancing the actual and perceived quality and value of the 

property and individual owner units. The committee will work with and be in communication 

with Towne Properties and commercial landscapers employed to maintain, trim, plan, and 

replace as needed, the grass, plants, and trees provided in common spaces. 

 

The Landscaping Committee has discussed and approved at a committee level the following 

limits on landscaping changes in front of units: 

 

1) Four pots- two larger and two smaller- in the mulch beds. These pots should be 

appropriately portioned for the size and scale of the mulch bed in front of the unit.  

2) Two black aluminum or cast-iron urns at the front entrance of the landing. The choice 

of urns- color, material, and design- has been preapproved by the Landscaping 

Committee. 

3) Flowers planted in the mulch beds consistent with those planted in adjoingin units 

and the community at large. Consistency, or lack thereof, is subject to approval by the 

committee. 

4) Dead or damaged plants that were planted in urns or pots by the owner(s) removed 

and replaced immediately as they detract from the appearance of the community. The 

maintaining of such plantings is the responsibility of the owner. 

 

All applications for landscape changes in front of individual units will be evaluated using these 

limits.  

 

 

INSURANCE COVERAGE AT MARBURG SQUARE 
 

Each Homeowner should have an individual Homeowner insurance policy.  This policy should 

cover all personal contents, carpeting, and any changes or additions that have been made to the 

home’s interior or exterior since the original walk-through. 

 

The insurance policy which is purchased by your Association is a very broad coverage.  Your 

policy affords the following property coverage: 

 

1. Cabinetry, kitchen, bath, etc.  All cabinets built in forming a part of the building are 

covered.  

 

2. Floor coverings, wall to wall carpeting, linoleum, tile, etc. are not covered.  Oriental, 

Persian, area rugs are not covered. 
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3. Wall coverings, paint, wallpaper are not covered.  Pictures, mirrors, decorations are not 

covered. 

 

4. Plumbing and electrical fixtures are covered.  Hot tubs are not covered.  

 

5. Built in appliances, dishwashers, ranges are covered.  Refrigerators, washers and dryers 

are considered personal property and are not covered. 

 

6. We do provide coverage for back up of sewers and drains. 

 

7. Glass forming a part of the building is covered. 

 

8. Heating and cooling elements are covered.  Maintenance, repairs or replacements of 

heating and cooling elements are not covered. 

 

Because the Association’s policy is quite comprehensive, the amount of optional coverage one 

should purchase when selecting a condominium homeowner policy is minimal.  You should 

select an HO6 (Condominium Home Owner’s) policy.  Under no circumstances should you 

purchase another type of policy.  Inquire about an "All Risk" contract. 

 

Homeowners are responsible for insuring: 

 

1. All personal property, clothing, furniture, furnishings, etc. 

2. Personal liability and medical payments (the Association’s policy does not provide 

personal liability coverage for homeowners). 

3. Loss assessment coverage is an optional coverage. 

 

Coverage of additions and alterations, improvements and betterments, may duplicate the master 

Association policy.  This coverage may not be needed.  Consult your insurance agent for specific 

clarification. 

If you are renting a home, you should request an HO4 (Tenant’s) policy.  Again, you are 

responsible for insuring: 

 

1. Personal property 

2. Personal liability and medical payments 

 

Unless you are under contract by the owner, loss assessment coverage is not necessary for the 

tenant. 

 

If you own a home and are renting or leasing, you should: 

 

1. Have your personal liability extended from your primary residence. 

2. Be aware of loss of rents or fair rental value coverage.  This type of coverage can protect 

your rental income if a loss should occur. 

3. Protect any of your personal property left in the home. 

4. You may require your tenant to maintain his/her own policy to protect possible liability 



 13 

 claims that could arise. 

 

Regardless of your situation, be certain to give your insurance agent a copy of the 

insurance requirements found in your documents. 

 

The material presented herein has been abbreviated to give you a clear and broad 

understanding of coverage.  This summary is not all-inclusive, nor does it alter or waive 

provisions of the actual insurance contract. 

 

Please provide Towne Properties with a copy of your insurance declarations page. If you ever 

have a question as to whose insurance is responsible for a particular incident, call Towne 

Properties at (513)751-5040. 

 

At the time you purchased your home, you should have been provided with a set of documents 

consisting of the Declaration and By-Laws.  Please read these documents carefully since they 

clearly establish your rights as a Homeowner.  They also help define the areas that are restricted 

for the purpose of maintaining the integrity of the community.  If you don't have the Declaration 

or By-Laws, you can purchase a copy from Towne Properties Asset Management Company at a 

nominal price, or you can obtain a copy at the Hamilton County Courthouse.   

 

All rules and regulations are set up to help maintain the community and good relations between 

neighbors. 

 

 

24 HOUR EMERGENCY SERVICE 
 

The following is Towne Properties emergency and insurance claim procedure: 

 

1. Any Homeowner who sustains damage to his/her home for whatever reason should 

contact Towne Properties immediately at (513) 751-5040, regardless of the time of day.  

Towne Properties has an emergency answering service available 24 hours a day, 7 days a 

week,  including holidays. This is a voicemail service, so  leave a message and someone 

will get back to you immediately. 

 

2. The Homeowner should also notify his/her private insurance carrier to assure proper 

coverage on their Homeowners policy (HO6).  It is best to comply with this notification, 

even if there are doubts as to who is responsible. 

 

3. Towne Properties will dispatch an emergency service man after proper notification is 

given.  This service man will investigate the damage and make necessary decisions 

regarding the repairs, call a contractor if required, and/or call the clean up contractor to 

correct the damage. 

 

4. The contractor(s) will contact the Homeowner to determine the work involved and the 

most convenient time for the repairs to be scheduled.  There is the possibility that more 

than one contractor will be involved, for example, a plumber and a carpet cleaner.  
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5. The contractor(s) will forward all necessary paperwork to Towne Properties for direct 

handling with the Homeowners Association insurance carrier.  If the Homeowner has 

questions concerning this damage, calls should be directed to the Insurance Agent or 

Towne Properties. 

 

6. Management will only handle your claim with your Homeowners Association insurance 

carrier.  Under no circumstances will Management be responsible to the Homeowner’s 

private insurance carrier.  This is the responsibility of the Homeowner. 

 

7. Following these step-by-step procedures is the best way to assure proper handling of your 

insurance claim. 

 

8. Routine service calls should be directed to the Managing Agent. 

 

 

PETS 
 

Please be courteous to your neighbors when considering pets.  Dogs, cats, and other household 

pets are permitted in the community provided they are not kept for commercial purposes.  Any 

such pet causing or creating an unreasonable disturbance or unsanitary conditions shall be 

permanently removed from the property subject to these restrictions upon seven (7) days written 

notice from the Board.  All pets must be attended to and not permitted to roam. 

 

1. Dogs, cats or other household pets must be kept within the confines of the owner’s Unit, 

except when being held on a hand leash by the person attending the animal. 

 

2. A Unit Owner shall be responsible for cleaning up after his household pet. This applies to 

any area on the property where the pet has been. 

 

3. The pet owner or person attending the animal must dispose of pet waste in their garbage 

can.  Waste is not to be disposed of in the storm sewers or in the common area. Do not 

allow your pet to urinate in the garden areas.  

 

4. Any pet causing or creating a nuisance, damage, displaying aggressive behavior,  or 

unreasonable disturbance shall be permanently removed from the premises subject to 

restrictions outlines in the Declarations, with seven (7) days written notice from the 

Board. 

 

5. Penalties for violation of the rules pertaining to pets 

 

a. First violation – warning letter 

b. Second violation - $50.00 fine 

c. Third violation - $100.00 fine 

d. Each subsequent violation – an amount equal to the most recent fine plus 

$50.00 
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All residents must follow and enforce these rules and regulations in order for them to be 

successful.  If you see a violation (pet not on a leash, owner not picking up or disposing of waste 

properly), note name, time, date, and contact the management office. 

 

 

MAINTENANCE PROCEDURES 

 

 

COMMON AREAS - Include all portions of the community that are owned by all members of 

the Homeowners Association collectively.  The responsibility of maintaining, repairing or 

replacing these common areas will be borne by the Association with funds being provided by the 

monthly fee paid by each Owner. 

 

Daily, weekly and periodic building maintenance and operations are normally handled by the 

staff under the direction and supervision of the Management Company according to the 

guidelines established by the Board.  Exceptions are those services which must be performed by 

professional contractors or companies. 

 

When a particular job requires the use of outside contractors or companies, a bidding process is 

used whereby job specifications are written out and a minimum of two contractors are solicited 

to submit bids by a specified deadline.  The bids are reviewed by the Management Company and 

presented to the members of the Board for review, discussion and a vote to determine the bid 

deemed to be the most desirable from the standpoint of qualifications, reputation, timely 

completion dates, adequate insurance coverage, and other pertinent factors. 

 

Following is a brief description of various building services and the method by which they are 

normally performed. 

 

GROUNDS CARE  - Common Area lawn and shrub areas are maintained during spring and 

summer months by a contractor approved by the Board.  Lawn and shrub fertilization, weed 

control and insect/disease applications are performed by an independent contractor. 

 

BLACKTOP, PAVEMENT, SIDEWALKS - These areas are maintained by periodic repair 

and/or replacement by independent contractors as the need arises. 

 

TRASH AND RECYCLING SERVICE - Trash removal is provided by the City for 

townhome units and by private contractor for the flats units. Recycling is provided by the City.  

 

EXTERIOR BUILDING SURFACES/STRUCTURES – These areas are routinely inspected by 

the Management Company for assurance of integrity.  Any maintenance such as masonry 

protective work, roofing, or other structural items would be contracted out on a bid basis as the 

need arises. 

 

It is the opinion of the Management Company that maintenance of the Common Areas has been 

well planned and scheduled.  However, if you should become aware of a condition that needs 
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attention, please call the Management Office at your earliest convenience so the matter may be 

attended to promptly. 

 

 

 
 

MARBURG SQUARE EXTERIOR LIGHT POLICY 

Flats Buildings 

1. The Association will continue to be responsible for replacing lights in the common areas 

inside the building, in front of the building, and at the garage doors 

2. Owners are encouraged to report any burned out lights to Cathy Roesener. 

Town Houses and Patio Homes 

1. A quantity of light bulbs for the front door and garage doors will be provided to owners 

by the Association. To maintain consistency, the bulbs will be the same color and 

wattage. 

2. Owners are to notify Cathy Roesener when additional light bulbs are needed. 

3. Owners are encouraged to replace their own bulbs when needed if they feel comfortable 

and up to the task.  

4. If owners are not comfortable replacing these they should notify Cathy Roesener and 

arrangements for bulb replacement will be made.  

5. The Association will purchase photocells for garage lights on townhouses. Lights at the 

garages provide for greater security in the driveways and add to the aesthetics of the 

property. Owners are asked to keep these lights switched on so photocells can work.  

 

ASSOCIATION RESPONSIBILITIES 

 

1. Provide maintenance, repair, and general upkeep of the common areas and any 

improvements of the common areas. 

2. Provide for grass cutting and landscape maintenance on common and limited common 

areas. 

3. Provide for snow pushing from the common areas, drives, and walks.  

4. Provide for exterior maintenance for all buildings. 

 

 a. Paint, caulk, repair and replace roofs, roof vents, chimneys, gutters, downspouts, 

  light fixtures, and exterior wall surfaces. 

 b. Power wash and seal decks. 

 c. Repair and replace parking areas, driveways and walkways. 

 d. Perform other exterior maintenance as from time to time is determined by the  

  Board to be reasonably necessary to maintain the units consistent with the  

  funds available to the Association; such additional maintenance to be exercised 

  uniformly for the benefit of all units. 
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RIGHT TO MAINTAIN - In the event that an Owner shall fail to maintain the unit and any 

improvements thereon in a manner satisfactory to the Board, then the Association shall have the 

right, through its agents and employees, to enter upon the unit and repair, maintain and restore 

the unit and the exterior of the unit or any other improvement erected on it.  The cost of such 

exterior maintenance and repair (including charges incurred by the Association for attorney's 

fees, court costs, and other expenses incurred to obtain access to the subject lot or unit) shall be 

assessed against the subject lot in accordance with the Association’s governing documents. 

 

ACCESS TO UNITS For the purpose solely of performing the exterior maintenance required or 

authorized by the documents or the Board, the Association, through its duly authorized agents or 

employees, or subcontractors, shall have the right, after reasonable notice to the owner, to enter 

upon any unit or the exterior of any unit at reasonable hours on any day.  No notice is required 

for grass cutting or snow pushing. 

 

NOTIFICATION Please notify Towne Properties whenever you see or cause damage to a 

common area. 

 

 

Note: 

See Marburg Square Condominium Declaration for more details of Association responsibilities. 

 

 

HOMEOWNER RESPONSIBILITIES 

 

1. To maintain, repair, and replace at his/her expense all portions of the Unit.  This includes 

windows and frames, doors and frames, locks and hardware, weatherstripping, garage 

doors and openers, water sillcock, vestibules and entryways, glass and screens, and all 

internal and external installations such as appliances, smoke detectors, heating and air 

conditioning, ventilating, plumbing, and electrical fixtures serving only his/her Unit. 

 

2. To maintain, repair, and replace all Limited Common Areas and Facilities reserved for 

the exclusive use of his/her Unit.  Included are chimneys, dryer vents, bath vents, and air 

conditioning compressor pads and related equipment. 

 

3. To perform responsibilities in such a manner as to not unreasonably disturb other Unit 

Owners. 

 

4. Not to paint or otherwise decorate or change the exterior appearance of any doors, 

windows, patio, deck, porch, or garage unless prior written consent of the Association is 

obtained. 

 

5. To report promptly to the Association or its agent any defect or need for repairs whether 

remedy is by the Association or by another Owner. 

 

6. Not to make any alterations, remove any portions of , or make any additions to, the 

portions of the Unit maintained by the Association which would or might jeopardize or 
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impair the safety or soundness of the buildings without first obtaining written consent of 

the Association. 

 

 

Note: 

See Marburg Square Declaration for more details of Owner responsibilities. 

 

 

ANNUAL MEETING 

 

The annual meeting is a meeting of Homeowners, held for the primary purpose of electing 

homeowners to the Board of Directors.  Members of the Association may vote or act in person or 

by proxy.  Appropriate notice will be provided. 

 

1. Notices for the annual meeting should be mailed to each homeowner of record 10-30 

days before each meeting (15 days is normal). 

 

2. Notices will inform each owner as to the purpose of the meeting (election of Board 

Members), date, time and location of the meeting. 

 

The notice : 

 

 Will explain the proxy and how it may be assigned to any person or assigned to the 

Board. 

 May include a brief resume from each Board candidate. 

 May include the agenda for the annual meeting. 

 

 

MEETING PROCEDURES 

 

1. A sign in sheet will be provided with space available for signature and address. 

 

2. The Homeowner will enter his/her name and address, then receive a ballot. 

 

a. If the Homeowner or other appointee has been assigned a proxy, he/she should 

sign their name on the line of the person who assigned the proxy.  He/she will 

then receive a ballot.  The sign in sheet will then be marked with a (p) by the staff 

member. 

 

b. On all proxies assigned to the Board, the same procedures should apply, only 

Board should be used in the assigned space.  NOTE: Managing Agent keeps all 

proxies in their possession. 
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ASSOCIATION RULES AND REGULATIONS 

 

1. Obstruction of Common Areas and Facilities.  There shall be no obstruction of Common 

Areas and Facilities, nor shall anything be stored in the Common Areas and Facilities 

without the prior consent of the Association, except as hereinafter expressly provided.  

Each Unit Owner shall be obligated to maintain and keep in order and repair his/her own 

Unit. 

 

2. Hazardous Uses and Wastes.  Nothing shall be done or kept in any Unit or in the 

Common or Limited Common Areas and Facilities which will increase the rate of 

insurance of the buildings or contents thereof, applicable for residential use, without the 

prior written consent of the Association.  No Unit Owner shall permit anything to be done 

or kept in his/her Unit or in the Common or Limited Common Areas and Facilities which 

will result in cancellation of insurance on the building or contents thereof, or which 

would be in violation of any law.  No waste will be permitted in the Common or Limited 

Common Areas and Facilities. 

 

3. Exterior Surfaces of Buildings.  Unit Owners shall not cause or permit anything to be 

hung or displayed on the outside windows or placed on the outside walls of a building 

and no sign, awning, canopy, shutter, radio or television antenna shall be affixed to or 

placed upon the exterior walls or roof or any part thereof, without the prior consent of the 

Association. 

 

4. Signs.  No signs of any kind shall be displayed to the public view of the properties except 

those on the Common Areas and approved in advance by the Board of Directors, or those 

regarding and regulating the use of the Common Areas and approved in advance by the 

Board of Directors. 

 

5. Animals and Pets.  No animals, rabbit, livestock, fowl or poultry of any kind shall be 

raised, bred, or kept in any Home or Common Areas and Facilities, except that dogs, cats 

or other household pets may be kept in homes and shall not be permitted to run loose 

subject to the Rules and Regulations, provided that they are not kept, bred, or maintained 

for any commercial purpose.  Any such pet causing or creating a nuisance, damage, 

displaying aggressive behavior, or unreasonable disturbance shall be permanently 

removed from the property subject to these restrictions upon seven (7) days written notice 

from the Board of The Association. Pets permitted as above shall be leashed or restrained 

during walking or exercise within the Common Areas. 

 

6. Nuisances.  No noxious or offensive activity shall be carried on in any home or in the 

Common Areas or Limited Common Areas and Facilities, nor shall anything be done 

therein, either willfully or negligently, which may be or become an annoyance or 

nuisance to the other owners or occupants. 

 

7. Impairment of Structural Integrity of Building.  Nothing shall be done in any Unit or to 

the Common or Limited Common Areas and Facilities which shall impair the structural 

integrity of any building or which would structurally change any building. 
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8. Laundry of Rubbish on Common Areas and Facilities.  No clothes, sheets, blankets, 

laundry of any kind or other articles shall be hung out or exposed on any part of the 

Common or Limited Common Areas and Facilities shall be kept free and clear of rubbish, 

debris, and other unsightly materials.  Trash and recycling containers are to be placed 

outside no earlier than 5 pm the evening prior to pick up, and are to be removed from the 

common area no later than the evening of pick up.  

 

9. Lounging or Storage in Common Areas and Facilities.  There shall be no playing, 

lounging, parking of baby carriages or playpens, bicycles, wagons, toys, vehicles, 

benches or chairs on any part of the Common Areas and Facilities except in accordance 

with the Rules and Regulations. 

 

10. Alteration of Common areas and Facilities.  Nothing shall be altered or constructed on or 

removed from the Common Areas and Facilities except otherwise provided in this 

Declaration and except upon the written consent of the Association. 

 

11. Rental of Units.  The owners of the respective Units shall have the right to lease or rent 

any Unit subject to the provisions in the Marburg Square Condominium Declaration.  In 

no event shall said lease or rental period be less than one (1) year. 

 

12. Non-discrimination.  No owner or any employee, agent or representative thereof, shall 

discriminate upon the basis of sex, race, color, creed or national origin in the sale, lease 

or rental or any Unit nor in the use of the Common Areas and Facilities. 

 

13. Rules and Regulations.  The listing of the specific use restrictions above shall not bar the 

Association from making any responsible rules and regulations which place additional or 

different use restriction on the Condominium Property. 

 

14. Compliance with Covenants, Conditions and Restrictions.  Every Unit Owner shall 

comply strictly with the Covenants, Conditions and Restrictions set forth in this 

Declaration, with the By-Laws of the Association and with the Rules and Regulations in 

relation to the use and operation of the Condominium Units, the Common Areas and 

Facilities and the other Condominium Property.  Failure to comply with any of the same 

shall be grounds for an action to recover sums due, for damages, or injunctive relief or all 

of them, as provided by Section 5311.23 of the Ohio Revised Code.  In any case of 

flagrant or repeated violation by a Unit Owner, he/she may be required by the 

Association to give sufficient surety or sureties for future compliance with said 

Covenants, Conditions, Restrictions, By-Laws, Rules and Regulations. 

 

15. Each of the above Restrictions and Covenants shall be independent of every other.  

Invalidation of any of the above by judicial proceedings or any other means shall in no 

way effect the validity of the others. 
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MARBURG SQUARE STANDARDS 

 

Bird Baths 

One bird bath with a maximum diameter of  21 inches and height of  30 inches per unit is 

permitted.  The bath must be neutral in appearance, a material other than plastic, and be properly 

maintained at all times.  If any lighting or heating elements are part of the installation, an 

Improvement Application must be approved in advance by the Board. 

 

Bird Feeders, Bird Houses, and Hanging Baskets on Shepherd’s Crooks 

Shepherd’s crooks are permissible in mulch beds or in the wooded areas, not in the grass, and 

must not interfere with moving.  Homeowners installing crooks with bird feeders are responsible 

for cleanup of seeds and other debris.  No more than two (2) crooks in mulch area or four (4) 

crooks in wooded area are allowed without an Improvement Application.  Shepherd’s crooks 

may have no more than two (2) hooks on each pole.  No feeders may be attached to or hung from 

buildings. 

 

Boulders, Stones, and Decorative Rock Formations such as Geodes in Mulch Bed 

All landscape boulders over 18 inches in height or width must be approved in advance through 

an Improvement Application.  Stones and decorative rocks such as geodes are permitted without 

pre-approval, provided they do not exceed the 18 inch limitation. 

 

Decorations such as Signs, Plaques, Clocks, and Thermometers (Attached) 
In general, decorations can be attached to wood only and cannot exceed/overhang the area to 

which attached.  An Improvement Application giving a detailed description, including 

dimensions and planned location, is required prior to installation. 

 

Flags 

Only the United States flag is permitted.  Flag holders must be attached to wood posts or trim.  

Free standing flag poles are not permitted. 

 

Flower and Plant Containers 

A reasonable number of freestanding pots, urns, and window boxes, none to exceed two (2) feet 

in height, are allowed on decks, porches, patios, and in the mulch beds.  Dead plants and growth 

must be removed in a timely manner.  Containers must be tastefully maintained during all 

seasons. 

 

Flower Bed – Expansion of Existing or Installation of New 

Any expansion of existing mulch beds or installation of new flower beds must be approved in 

advance by the Board.  Improvement Application must include detailed description including 

planned location and dimensions. 

 

Flower Boxes on Deck Rails 

Permitted, provided that they face outward, are not permanently affixed to the rail, and cause no 

structural change to the deck.  Box-holders must be rubber-coated or vinyl-coated.  Both holders 

and boxes must be neutral in color.  Homeowners are expected to remove boxes and holders 

during non-growing seasons.  No plastic or silk flowers permitted.   
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Flower Carts, Baker’s Racks, and Similar Plant Holders 

Must be approved in advance by the Board.  Improvement Application must include details and 

dimensions. 

 

Fountains and Waterscapes 

All fountains and waterscapes must be approved in advance.  An Improvement Application must 

include detailed dimensions and safety measures in regards to wiring for review by both the 

Landscape and Architecture and Design Committees. 

 

Hanging Flower Pots or Baskets on Porches, Decks, and Patios 

Permitted, but not to exceed six (6) per dwelling.  May be attached to exposed wood posts or 

wood trim only (not to siding or brick facing) using good quality black or neutral color 

attachments that will produce no discoloration or rust.  Owner is responsible for any maintenance 

or repairs resulting from installation.  Owner must remove in a timely fashion all containers with 

dead vegetation. 

 

Hose Holders (Attached) 
May not be attached to brick facing or siding.  Portable holders are recommended whenever 

possible.  Holders installed by the Association are approved and any others now in place on the 

brick should not be removed. 

 

Hose Holders (Free Standing such as Boxes and Reels, Including Those That Are Mobile) 

The box or reel may be kept in the common area during the watering season provided it is in 

close proximity to a faucet in a location that will most minimize its visibility.  Must be of a green 

or neutral color.  When not in use, hose must be placed in box or on reel.  The box or reel is to be 

kept in good repair and appearance.  Other than during watering season, hose holder and hose 

must be stored in owner’s unit or garage. 

 

Landscape Timbers, Etc. Surrounding Mulch Bed 

Any landscaping project using timbers or similar materials must be approved in advance by the 

Board.  An Improvement Application must include detailed dimensions. 

 

Lights – Landscape Lights, Spotlights, Security Lights or Any Motion-Activated Device 

Not permitted. 

 

Pavers/Stepping Stones 

Permitted in mulch beds or lawn, especially where there is a steep grade.  Must be neutral in 

color (concrete gray is preferred) and installed level with the ground to facilitate mowing.  

Improvement Application is required. 

 

Peep Holes 
Permitted on exterior entry doors.  Entire installation not to exceed 1 ¼ inches in diameter and to 

be placed in center door panel. 
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Planting Flowering Annuals or Perennials In Existing Mulch Beds 

Annuals and perennials growing to a maximum height of three (3) feet are permitted.  Unit 

owner is responsible for maintenance of plantings and must remove dead plants and growth in a 

timely manner.  No plastic or silk flowers.  No vegetable gardens. 

 

Sales 

Garage and yard sales are prohibited.  A fine of $500 will be imposed for violation. 

 

Satellite Dishes 

Improvement Application is required prior to installation. 

 

Seasonal Decorations – Christmas Trees and Other 

Christmas trees are permitted in the mulch beds or limited common areas (deck, patio, or porch, 

excluding the hallways of Flats buildings).  Seasonal holiday decorations cannot be displayed 

prior to Thanksgiving Day.  Any seasonal decorations must be removed within fourteen (14) 

days after the holiday celebrated.  Lights that are UL approved for outdoor use may be placed on 

live trees in the common area.  No plastic decorations permitted. 

 

Shades/Blinds for Patio or Deck Windows 

A woven basswood “duck-white” color, custom-sized blind installed by Cincinnati Window 

Décor or an equivalent is the adopted standard.  An Improvement Application is required.  If an 

equivalent blind is requested, detailed information including the name of the installer must be 

provided. 

 

Signs – Decorative/Welcome in Mulch Bed 

One (1) decorative sign will be permitted only with advance approval.  Improvement Application 

is required. 

 

Signs – Real Estate 

One (1) real estate sign not to exceed 600 square inches in surface area may be displayed in a 

mulch bed of the unit for sale.  Signs are not permitted in the lawn area.  All signage must be 

removed immediately upon sale of unit. 

 

One (1) “Open House” sign may be placed on the date of the open house at the entrance to the 

community and one (1) directional sign at the entrance of the street on which the unit is located.   

All open house and directional signs must be removed immediately after the open house ends. 

 

Signs – Security 

Two (2) security company signs per unit are permitted in the mulch bed, one in front and one in 

the rear.  Security signs may not exceed a maximum size of 144 square inches. 
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Statuary, Stone Animals, Art Pieces, etc. in Mulch Beds or Other Common Areas 

Permitted in mulch beds, on porches, patios, and decks, but not in any grassy or other common 

area.  No plastic statues.  Statuary may not exceed two (2) feet in height.  No more than three (3) 

items per dwelling.  Must be green or neutral in color.  Decorative animals activated by motion 

or noise to produce sound are not permitted. 

 

Swings or Other Hanging/Affixed Furniture 

Must be located on patio or deck only and properly mounted into joists using good quality, 

neutral color hardware.  Owner is responsible for any maintenance or repair resulting from 

installation.  An Improvement Application is required prior to installation. 

 

Tomato and Pepper Plants 

Tomato or pepper plants are only permitted in containers placed on patio or deck and should be 

within the three (3) feet height limit as measured from the floor of patio or deck. 

 

Wind Chimes 

An owner may install one wind chime only with signed agreement from all contiguous unit 

owners.  The chime shall not exceed twenty-four (24) inches in length, exclusive of the hanger.  

Chimes may be attached only to exposed wood surfaces on decks and patios.  Attachments must 

be black or neutral in color and should be of such quality which will not result in rust and 

discoloration to the surface.  An Improvement Application which includes signed agreement of 

all contiguous unit owners is required. 

 

Wreaths 

May be hung on front door provided that no permanent attachment is used.  Over-the-door or 

magnetic hangers are suggested. 
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MARBURG SQARE CONDOMINIUM ASSOCIATION 

IMPROVEMENT APPLICATION 

 

This application must be submitted prior to any construction or addition to the exterior of your 

home or grounds.   

 

The object of requiring a Homeowner to submit an Improvement Application to the 

Architectural Control Committee is twofold: 

 

1. To ensure that your planned improvement enhances the appearance and maintains the 

architectural harmony of Marburg Square, and in no way inconveniences your fellow 

homeowners and meets all requirements of the governing documents. 

2. To enable the Committee and Board to determine what information and assistance it can 

provide, in order to expedite the completion of your improvement. 

--------------------------------------------------------------------------------------------------------------------- 

Name                                                        Address  _____________________________________                                                                                                                                                                 

Date                              Owner                     Rent                      Phone #   ___________________                                            

Description of Requested Improvement  ___________________________________________                                                                                                 

______________________________________________________________________________   

______________________________________________________________________________                                                                                                                                                                 

Location______________________________________________________________________                                                                                                                                                    

Dimensions                                                        Material   _______________________________                                                                        

Manufacturer                                                  Model                                        Color  _________                             

Supplier                                                                                 Estimated Cost ________________                                           

 

A detailed sketch or drawing of the improvement must be attached to this form to show 

dimensions and location.  Please have your contractor provide a drawing or cut sheet, etc., 

if you are not able. 
 

I understand the rules concerning the proposed improvement.  This improvement in no way 

encroaches upon a neighbor’s property or the Common Ground.  I agree to abide by the rules 

established by the Architectural Control Committee and Board of Directors, and will be solely 

liable for any upkeep required by the addition of this improvement.  I understand that I will be 

responsible for; 1.) obtaining all necessary building permits and complying with all requirements 

of the City of Cincinnati and other governmental agencies.  2.) any damage that may be caused 

to Association property resulting from the improvement and 3.) insuring the improvement.  

 

SIGNATURE                                                                        DATE _______________________                                

 

--------------------------------------------------------------------------------------------------------------------- 

 

For Board/Committee Use Only: Date Received              ________By   ___________                                   

Date Approved                           Date Disapproved  __________________________________                                    

Reason for Disapproval    ______________________________________________________                                                                                              

Board of Directors signed                                                            Date  _____________________                               
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FINES 

 

Violation of any provision of the condominium documents, or a rule or regulation adopted by the 

Board of Directors can result in monetary penalties for the Owner in non-compliance. 

 

General Policy 

i) First violation, warning letter by certified mail. 

ii) Second violation, $50 fine. 

iii) Third violation, $100 fine. 

iv) For each subsequent violation, $50 plus the amount of the fine imposed for the 

preceding action. 

 

Architectural or Landscape Violations 

i) Owner will be notified of violation by certified mail. 

ii) The violation must be corrected within 30 days of receipt of the notice. 

iii) Failure to comply will cause a $5 per day per violation fine to be levied until the 

violation is corrected. 

iv) If the violation is not corrected within 30 days of the commencement of fining, a lien 

will be placed on the property and fining will continue. 

 

Garage or Yard Sales 

 

i) A fine of $500 will be imposed for any violation. 

 

“For Sale” Signs in Vehicles 

i) If owner can be determined, a certified letter will be sent requesting removal of sign 

within 5 days. 

ii) If sign is not removed, a fine of $15 per day will commence with day six. 

iii) If owner of the vehicle cannot be determined, the vehicle will be tagged and 

subsequently towed. 
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PARKING POLICIES AND PROCEDURES 

 

WHEREAS, the Declaration prohibits the parking of any mobile home, trailer, truck, boat or 

anything other than operative automobiles and motorcycles on any part of the common or limited 

common areas; 

 

WHEREAS, the Declaration assigns the Board of  Directors powers and duties necessary for the 

enforcement of the documents and provides specific remedies for the abatement of any violation; 

and  

 

WHEREAS, for the health, safety, welfare, comfort and convenience of all residents, the Board 

wishes to establish a policy regarding unauthorized parking, so that it may equitably and 

consistently enforce the governing documents; 

 

NOW, THEREFORE, be it resolved that the following parking policies and procedures be 

adopted by the Board: 

 

1. All motor vehicles and any other transportation device of any kind, shall display current 

licenses and be maintained in proper operating condition so as not to be a hazard or a 

nuisance by noise, exhaust emissions or appearance. 

 

2. No owners or tenants shall repair or restore any vehicle of any kind upon the common 

area, except for emergency repairs, and then only to the extent necessary to enable 

movement thereof to a proper repair facility. 

 

3. No commercial vehicle, truck (defined as less than ¼ ton in load capacity), tractor, 

mobile home or trailer, camper or camper trailer, boat or other water craft shall be stored 

or parked in the common area. 

 

4. No "junk vehicle" shall be stored or parked upon the common area.  "Junk vehicles" shall 

be defined as vehicles not used on a consistent basis by the owner for purposes of travel 

in the ordinary course of day-to-day activities. 

 

5. “For Sale” signs are prohibited in vehicles parked in the community.  If the owner of the 

vehicle can be determined, a certified letter will be sent requesting removal of the sign 

within five (5) days or a fine of $15 per day will commence with day six.  If the owner of  

the vehicle cannot be determined, the vehicle will be tagged and subsequently towed. 

 

6. When 2” or more of snow is predicted, owners are encouraged to park in their garage or 

guest spots to facilitate snow removal efforts. 

 

7. Parking is not permitted in front of the fire hydrant on Marburg Square Lane. 
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ENFORCEMENT PROCEDURES 
 

1. The Board or its authorized representative shall tag any vehicle that is in violation of this 

parking policy.  The tag shall indicate the violation and notify the owner to remedy 

violation or remove the vehicle within 72 hours.  The tag shall further state that in the 

event the vehicle is not removed within 72 hours, the vehicle will be towed from the 

property at the owner’s expense. 

 

2. The Board or its authorized agent shall mail a letter to the owner whose vehicle is in 

violation.  When the vehicle owner’s address is not known, the vehicle shall be removed 

in accordance with the tag referred to above within 72 hours. 

 

3. The Board may enter into a towing contract with a reputable towing company to carry out 

the removal of vehicle parked in violation. 

 

4. The Board of Directors and its agents, including the towing service contractor, shall 

comply with the provisions of Ohio Revised Code Section 4511.681 prior to the towing 

of any vehicle. 
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MONTHLY ASSESSMENT COLLECTION POLICY 
 

--------------------------------------------------------------------------------------------------------------------- 

 

A. FIRST NOTICE   Mailed after the 10th of the month to anyone that is 

      ten (10) days delinquent.  Also, a 20% late charge 

      per month, charged after the 10th day of the month. 

 

B. FINAL NOTICE   Certified letter is mailed after the 10th day of the  

      month to anyone that is fifty (50) days delinquent. 

      This notice will request full payment within ten 

      (10) days from the date of the notice or a lien will 

      be recorded with NO FURTHER NOTICE. 

 

C. LIEN     When a Homeowner is in default of payment of 

      past due assessments and any other accrued fees for 

      more than 60 days, a lien will be prepared and  

      recorded against the respective home by the  

      Attorney of record.  The Homeowner will be  

      responsible for all legal fees and collection expense. 

 

D.  FORECLOSURE   Any lien remaining unpaid for a period of over  

      thirty (30) days, the Board of Directors, by  

      Resolution, may request the Association’s Attorney 

      to enforce action as provided for in the Declaration 

      of Covenants, Conditions and Restrictions. 
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Authorization Form for Towne Properties’ Direct Payment Plan 
 

Dear Resident, 

 

We are pleased to offer you the opportunity to make your monthly payment through Towne's "Direct 

Payment Plan”.  The "Plan" allows Towne to automatically deduct from your checking/savings account, 

the balance that is due for the month. This FREE, voluntary payment plan has proven to be an efficient 

and convenient method of payment for those who have previously enrolled.  

  

If you are interested, please complete the section below and return to the address below.  Provided your 

request is received in our office by the 24
th
 of the current month, Towne will begin to automatically 

withdraw the balance due from your account on the 3rd of the following month.    

 

Towne  Properties will deduct any Special and or Additional Assessments as approved by your 

Board, under this plan, as part of your monthly outstanding balance. 

   

CANCELLATION:  In order to discontinue your monthly withdrawal, please do one of the 

following and be sure to include your name, address and daytime telephone number: 

   

Written notification sent 10 days in advance to: Towne Properties 

Call Autopay Department @ 513-345-6938.   1055 Saint Paul Place 

Send email to Autopay@tp1.com   Cincinnati, OH 45202-1687 

       Attn: AutoPay Dept 

Sincerely,         

Towne Properties Asset Management Co., Ltd. 

 

(Please detach the section below and mail.  Keep the top portion for your records). 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Please mail to:  Towne Properties 1055 Saint Paul Place, Cincinnati, OH 45202-1687  

Attn: AutoPay Dept 

 

Community Name:   ____ Your Name:       

 

Address: ____________________________ Daytime Phone:      

 

 (Please attach a voided check to help us set up your account) 
 

Your Bank Name: ______________________Account Number: ________________________  

Checking   Savings 

 

Bank Routing or ABA #: _____________________________  

 

Authorization: I (we) hereby authorize Towne Properties Asset Management Co., Ltd. to deduct from 

my (our) account the monthly outstanding balance on the 3rd of each month, until further notice.  I (we) 

understand that monthly charges may increase in the future, and that Towne has the authority to make the 

proper withdrawal for those charges without any further notification. Should the funds NOT be 

available, a $25 fee will be assessed.  The second time funds are not available will result in cancellation 

of this plan. 

 

Signed: ______________________________________________ Date: ________________ 

 

mailto:Autopay@tp1.com

