PALM WORTH, INC. COOPERATIVE
UNIT MODIFICATIONS REGULATIONS

Palm Worth is a cooperative where residents own shares in the corporation and hold a proprietary lease which provides their exclusive right to occupy their unit. Before making any modifications, shareholders must get approval from the Board of Directors (BOD), as outlined in Bylaws Article 20 – “Structural Changes.” Most work such as plumbing, electrical, structural, HVAC, and window or door changes requires a permit from the Town of Palm Beach. Painting, carpet, and wallpaper don’t need permits or BOD approval, but the Property Manager must be notified if a contractor is on-site. 

The following items must be provided to the management office for the approval letter from the BOD (Board of Directors). Town Permits cannot be issued and no work may be started until a letter of approval is issued by the BOD. Please allow two weeks for this. Any contractor who initiates work in the absence of these items will be stopped and asked to leave the property. In addition, the shareholder may be fined. 

1. Signed Request for Unit Modification form including drawing or sketch of plan.  
2. The name of the contractor and any subcontractors with all contractor licenses; County and State. 
3. Certificate of Insurance naming Palm Worth, Inc. as an Additional Insured, with Waiver of Subrogation, copy of contractor’s licenses and proof of registration with the Town of Palm Beach as a contractor. This applies to all contractors who will be on the property and includes sub-contractors.

Additional Requirements and Notes: 
· For any window and/or door replacements, you must meet with or contact the window committee to ensure your plan complies with replacement materials approved by the cooperative.
· When installing new tile flooring, cork underlay must be installed for soundproofing (excl. first floor).
· Shareholders who plan to do their own work should follow the same guidelines. No work that requires a permit or license such as plumbing and electrical is to be done by a general construction contractor, an unlicensed contractor or unlicensed shareholder.
· Projects that create significant noise discernable outside of the subject unit for a period of time that may disturb neighbors is to be done “off season” between May 1st and October 31st.  Emergency requests should be directed to the property manager or BOD for in-season work.
· The following modifications are no longer approved in consideration of professional advice. 
· Removal of sliding glass doors nor disturb the surrounding walls as these are structural supports. 
· Install “instant” or “on demand” water heaters
· Install washer/dryer units

Upon written approval from BOD, the following will be required;

1. A copy of the permit by the Town of Palm Beach consistent with the request and approval of BOD. 
2. A check for security in the amount of $300.00 to be returned upon inspection of elevators and walkways (up to ten days after completion of construction).
3. If not already supplied, 
4. Contractor(s) must read the following Rules Regarding Construction/Replacement Projects and agree to same by providing an initialed copy. 
The following Rules Regarding Construction/Replacement Projects – Palm Worth, Inc. must be observed at all times;

· Contractors must park their vehicle(s) in “Guest” parking spaces and should park “head in” (please do not back into spaces)
· Contractors must display the “PARKING PERMIT” provided by property manager on the dashboard of their vehicle(s) reflecting the unit number, contractor’s cell phone number, date of project start and estimated completion. If the parking permit is not displayed reflecting permission to be on property, the contractor or sub-contractor could be subject to towing at their expense. 
· Contractors may pick up “Letter of Approval” from the office in order to obtain a permit from the Town of Palm Beach.
· Shareholder must call office at least 48 hours in advance if the elevator is being used to transport materials so that padding may be installed to prevent damage to elevator walls and floors. In addition, construction materials or other items should not be dragged across walkways or stairways to prevent costly damage to concrete and coatings. 
· Elevator weight restrictions (max. weight 1500 pounds) must be observed at all times.
· Contractors may not hold elevators for any length of time. Residents have priority over contractors.
· Any work that involves breaking through walls to connect or disconnect to/from water pipes/drains must be inspected by either PW maintenance personnel or plumber at the option and expense of the BOD. This is to allow for inspection of main stack while walls are open. 
· All work should be done between 9:00 AM – 5:00 PM Monday – Saturday.  NO work is permitted on Sundays or Holidays. 
· No construction materials/trash may be placed in Palm Worth trash containers or chutes. If construction materials are placed in these containers, a fee of $350 will be assessed for disposal.
· Contractors must remove trash and sweep walkways and elevators on which they move materials or trash daily. A charge of $25.00/HR will be assessed if maintenance staff has to clean up after contractor.
· No dumpsters are allowed on the property without the express permission of management.
· Fire Department code prohibits blocking walkways. Materials/deliveries should be removed right away. 
· No materials or debris may be stored on walkways on any common area location.
· There is no smoking on Palm Worth property.
· Under no conditions may any association fire annunciator (horn hard wired) located inside the unit be removed or disconnected. This does not apply to battery operated smoke alarms. If the construction causes dust, the fire annunciator must be covered so as not to create a false alarm. If for any reason an alarm is activated, the shareholder will be billed for the service call to correct/repair the issue. 
· Your contractor must meet with the manager prior to any work being started and present all required credentials, proof of insurance and permits, if not previously supplied. 
· In the event of a Hurricane Warning all work must cease at once and all materials must be securely placed inside the unit and windows secured. All contractor vehicles must vacate the property and will not be allowed access until Palm Worth has completed the inspection of the property and all hurricane clean-up has been completed.
· If you have any problems, contact the manager at once. If manager is not available contact any board member who may be on property. The shareholder is responsible for the actions of the contractor(s).
· Please advise office once the project is completed so that the property manager may perform a brief inspection of the premises. 
Contractor Initials: _______________
Construction Checklist for Unit _______
Shareholder Name______________________
(for Office use)

· Shareholder Request 
· Signed Unit Modification Request form with detailed description of proposed work to be done
· If work includes windows/doors, assist with consult with window committee 
· Includes name of contractor/sub-contractors, copy of licenses
· Certificate of Insurance naming Palm Worth, Inc. as Additional Insured and waiver of subrogation (see sample COI document) 
· No work that requires a license may be performed by an unlicensed contractor or unit owner 
· Will Manager’s or Maintenance support be required for access? 
· Board of Director’s Approval
· Approved subject to the following conditions; __________________________________________________________________________________________________________________________________________________________________
· Pending, insufficient information, resubmit requested information. __________________________
_________________________________________________________________________________
· Denied, not approved for the following reason; __________________________________________
_________________________________________________________________________________
· Copy of applicable permits provided by the Town of Palm Beach.
· Confirm that the permitted work is consistent with the written shareholder request
· Meet with contractor prior to work starting and obtain/provide: 
· Approval Letter from BOD
· Copy of Rules Regarding Construction/Replacement Projects initialed by contractor
· Parking permit for related vehicles – include unit #, contractor cell #, start and est completion dates
· Property Manager contact information / hours 
· If walls are open to expose main plumbing stacks, please advise when for inspection. 
· Inquire with contractor when elevator padding may be required
· Place copy of approved BOD letter on the window of the unit 
· Email Shareholders informing them of approved work on unit


· Final inspection completed by: ___________________________ Date: _______________
