
THE BRENTWOOD CONDOMINIUM 

C/O Garthchester Realty 
440 Mamaroneck Avenue, S-512I Mamaroneck, NY 10528 

POLICIES AND PROCEDURE 

SELLING AND LEASING OF UNITS 

Dear Unit Owner: 

At a Board of Manages Meeting of The Brentwood Condominium held on November 23, 2015 the 

following sale/leasing policies and procedures for processing of requests for waivers of the Board of 

Manager's Right of First Refusal for both selling and leasing of units at THE BRENTWOOD 

CONDOMINIUM were adopted to be effective immediately: 

• Any request for a Waiver of Right of First Refusal for either sale or leasing of a unit must be
submitted to the Board of Managers through their managing agent, Garthchester Realty 209
Garth Rd Scarsdale NY 10583, in writing, certified mail, return receipt requested, specifying the
name and address of the intended purchaser(s) or tenant(s) and the exact terms of the proposed
sale/lease.

• Attached please find an outline of the established procedures for both the Leasing and Sale of a
unit at The Brentwood.

Your cooperation in abiding with the established procedures will help expedite the processing of these 
requests and allow closing dates and move-in dates to be met. 

Polides & Procedures: Sale & Leasing of Units 



THE BRENTWOOD CONDOMINIUM 

C/O Garthchester Realty 

440 Mamaroneck Avenue, S-512I  Harrison, NY 10528 

IN THE CASE OF A CONTRACT OF SALE 

Please provide the following: 

Final copy of the executed Contract of Sale. 

A statement advising the Board of Managers of the exact number and names of those persons 

who will be occupying the unit. 

At the time a request for a Waiver is made, all monies due and owing the condominium 

including common charges, assessments and/or other charges outstanding against the unit must 

be paid in full. 

Each sale request must be accompanied by a (non-refundable) check payable to The Brentwood 

Condominium in the amount of $250.00 to obtain the Waiver of Right of First Refusal and a 

(non-refundable) 

Check payable to Garthchester Realty in the amount of $250.00 to cover the costs of processing 

the application. 

In addition a (refundable) $500.00 Move-In fee payable to The Brentwood and a (refundable) 

$500.00 Move-Out fee payable to The Brentwood. Move fees are refunded after moves and 

inspection of common areas. Please see Moving Procedures enclosed. 

The Managing Agent must be provided with the name and address of the purchaser(s) mortgage 

company (if any) as they wish it to appear on a Certificate of Insurance which must be 

requested from and issued by the insurance broker prior to closing. 
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THE BRENTWOOD CONDOMINIUM 

C/O Garthchester Realty 
440 Mamaroneck Avenue, S-512 I Harrison,  NY 10528 

Resident Information Sheet- New Owner 

Unit# 
---

Owner#l 

Name: _______________________________ _ 

Address, if not 300 Main st: ________________________ _ 

Home Phone: (__) _____ Cell Phone:( __ ) ____ Email Address: _____ _ 

Owner#2 

Name. _______________________________ _ 

Address, if not 300 Main st:. _______________________ _ 

Home Phone: (_). _____ Cell Phone:( __ ), _____ Email Address: _____ _ 

Emergency Contact Information: 

First Person to Contact: 

Full Name: _______________ Relationship:, _________ _ 

Present Address: __________________________ _ 

Home Phone:(_) _____ Cell Phone:(_), _____ Email Address: _______ _ 

Second Person to Contact: 

Full Name: _______________ Relationship:. _________ _ 

Present Address: __________________________ _ 

Home Phone:(_), _____ Cell Phone:( __ ), ____ Email Address:. _____ _ 

Who else has the keys to your apartment? 
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THE BRENTWOOD CONDOMINIUM 

C/0 Garthchester Realty 
440 Mamaroneck Avenue, S-512 I Harrison NY 10528 

IN THE CASE OF A LEASE AGREEMENT 

Please provide the following: 

An exact copy of the executed Lease Agreement must be submitted. The Lease Agreement must 

contain reference to the current By-laws of the Condominium Association and the attached 

House Rules must be attached to the Lease and acknowledged by the tenants on the last page 

thereof. All tenants and owners must comply with House Rules. A lease is not complete 

without these Rules attached. 

A statement advising the Board of Managers of the exact number and names of all persons who 

will be occupying the unit. Complete the Information sheet enclosed 

At the time a request for a waiver is made, all monies due and owing the Condominium, 

including common charges, assessments and/or other charges outstanding against the unit must 

be paid in full. 

Each lease request must be accompanied by a (non-refundable) check payable to The 

Brentwood Condominium in the amount of $250.00 to obtain Rental Waiver and a 

(nomefundable) check payable to Garthchester Realty in the amount of $250.00 to cover the 

cost of processing the application. 

The following Move-in/Move-out Procedure must be complied with at the time a request for a 
waiver is made. Please see Moving Procedures enclosed. 
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THE BRENTWOOD CONDOMINIUM 

C/O Garthchester Realty 
440 Mamaroneck Avenue, I Harrison, NY 10528 

Information Sheet- Rental of unit 

Owner's Information 

Name:. ________________________ Unit# ____ _ 

Forwarding Address: _________________________ _ 

Home/Cell Phone ___________ Email Address:. __________ _ 

Lessee #1 

Full Name: __________________ Social Security: ____ _ 

Present Address: __________________________ _ 

Home Phone: (__), _____ Cell Phone:(__j, _____ Email Address:. _____ _ 

Lessee #2 

Full Name:----------�-------- Social Security: ____ _ 

Present Address: __________________________ _ 

Home Phone: LJ _____ Cell Phone:( __ ) _____ Email Address:. _____ _ 

Name of other Occupants: 

I. 

3. 

Emergency Contact Information for Lessee: 

2. ------------

4. ___________ _

Full Name: _______________ Relationship:. _________ _ 

Present Address: __________________________ _ 

Home Phone:( ), _____ Cell Phone:(__j, _____ Email Address.: ______ _ 
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THE BRENTWOOD CONDOMINIUM 

C/O Garthchester Realty 
440 Mamaroneck Avenue, I Harrison, NY 10528 

THESE HOUSE RULES MAY BE ADDED TO, AMENDED OR REPEALED AT ANY TIME, BY RESOLUTION 

OFTHE BOARD OF DIRECTORS OF THE BRENTWOOD CONDOMINIUM. THESE HOUSE RULES 

CONFIRM ALL PRIOR RESOLUTIONS OF THE BOARD OF MANAGERS. 

I HEREBY ACKNOWLEDGE THAT I HA VE RECEIVED AND READ A COPY OF 

THE RULES AND REGULATIONS OF THE BREN1WOOD CONDOMINIUM 

AND I CONSENT AND AGREE TO COMPLY FULLY WITH SUCH RULES AND 

REGULATIONS. 

UNIT# ______ _ 

NAME ___________ SIGNATURE. _________ DATE:. __ _ 

NAME ___________ SIGNATURE. _________ DATE:. __ _ 
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MOVING PROCEDURES 

Whether moving in or out, all residents/new residents must schedule the date with the Superintendent and confirm 
the date with The Brentwood management. The procedure is as follows: 

1. Determine a Date.

a. At least one week before the move call the Superintendent to arrange a date. (914)-879-8357. Be sure 

the Superintendent confirms the date is available. Moves must be completed within the hours of 9AM 

and 5PM, Monday through Saturday, excluding legal holidays.

2. Notify Management

a. At least one week before the move, and after the moving date is confirmed, prepare a written notice to 
management, which should include:

i. Name of Resident/new resident; building; apartment number

ii. Contact telephone number of resident/new resident
iii. Name, address and telephone number of Moving Company
iv. Confirmed date of move

v. Forwarding address (Move-Outs only)

3. Security Deposit:

a. If Owner Moving In:
i. Attach a check that will serve as a security deposit for potential damages; the check will be 

returned after the Superintendent or a representative inspects the premises.
ii. The security deposit for a move-in or move-out is $500.00

b. If Renter Moving In

i. Attach a check in the amount of $500.00 representing the move-in/out security deposit. These 

monies will be deposited in an interest bearing account and held until the unit is vacated. A

W-9 will also need to be completed. In the event damages are incurred during the move
in/out process, additional security will be demanded.

4. Attach Required Mover Documents

a. If Hiring a Move-in Company:
i. It is the responsibility of the resident to send to Garthchester Realty documented proof that the 

moving company carries current General Liability Insurance and has current Workers 

Compensation Insurance certificates. SEE ENCLOSED PAGE FOR JNSTRUCTIONS

b. If you are self-moving:

i. Please complete and sign the enclosed indemnification form.

5. New (moving in) residents should send the required (2-4 above) in one of the following ways:
a. Mail: Garthchester Realty attn: Steven Hegner, 440 Mamroneck Avenue, S-512, Harrison, NY 10528
b. E-Mail: Steven@garthchesterrealty.com

c. Fax: 914-725-6453

i. Deposit will still need to be either mailed in or dropped off in our office regardless of which 
method of delivery you choose.





Information for the Moving Company 

Dear Resident, 

Please provide a copy of this page to your moving company prior to the scheduled move in/out. Your move 

in/out request will not be processed if the required certificates of insurance indicated below are not provided, or 

is completed incorrectly. 

To the Mover: 

The Brentwood Condominium requires that you provide documents to serve as proof that you hold current 

General Liability Insurance and Workers Compensation Insurance certificates covering all employees, 

contractors or subcontractors engaged in the scheduled move in/out. Please ensure this document is faxed to 

9 I 4-725-6453. 

On your Certificate of Liability Insurance, please list the following additional insured under "Description of 

Operations" 
a. Name of Resident/New Resident, Address and Apt#. __ ,
b. The Brentwood Condominium C/O Garthchester Realty.
c. Garthchester Realty

The Certificate Holder of your Liability insurance and Worker's Compensation insurance should be as follows: 

Certificate Holder. 

The Brentwood Condominium 
cl o Garthchester Realty 
440 Mamaroneck Avenue 
Harrison, NY 10528



HOLD HARMLESS AGREEMENT 

The Brentwood Condominium 
C/O Garthchester Realty 
440 Mamaroneck Avenue 
Harrison, NY 10528

Unit Owner/Tenant(s): ____________________ Unit# ____ _

To the fullest extent permitted by law, unit owner/tenant (s) agree to indemnify, defend and hold 
harmless the Condominium and/or Managing Agent from any and all claims, suits, damages, 
liabilities, professional fees including attorneys' fees, costs, court costs, expenses and disbursements 
related to death, personal injuries or property damage (including loss of use thereof) arising out of 
or in connection with the perfonnance of the work of the contractor and/or hired individuals, its 
agents, servants, subcontractors or employees, at premises owned by unit owner/tenant (s) and/or 
the common area of the Condominium 

This agreement to indemnify specifically contemplates (I) full indemnity in the event of liability 
imposed against the Condominium and/or Managing Agent without negligence and solely by 
reason of statute, operation of law, or otherwise, and (2) partial indemnity in the event of any actual 
negligence on the part of the Condominium and/or Managing Agent causing or contributing to the 
underlying claim, in which event, indemnification will be limited to any liability imposed over and 
above that percentage attributable to actual fault, whether by statute, by operation of law, or 
otherwise. 

Unit Owner/Tenant 

Contractor 

Date 





Infonnation for the Moving Company 

Dear Resident, 

Please provide a copy of this page to your moving company prior to the scheduled move in/out. Your move 

in/out request will not be processed if the required certificates of insurance indicated below are not provided, or 
is completed incorrectly. 

To the Mover: 

The Brentwood Condominium requires that you provide documents to serve as proof that you hold current 

General Liability Insurance and Workers Compensation Insurance certificates covering all employees, 

contractors or subcontractors engaged in the scheduled move in/out. Please ensure this document is faxed to 
914-725-6453.

On your Certificate of Liability Insurance, please list the following additional insured under "Description of 

Operations" 
a. Name of Resident/New Resident, Address and Apt#. __ ,
b. The Brentwood Condominium C/0 Garthchester Realty.
c. Garthchester Realty

The Certificate Holder of your Liability insurance and Worker's Compensation insurance should be as follows: 

Certificate Holder: 
The Brentwood Condominium 
c/o Garthchester Realty 
440 Mamaroneck Avenue
Harrison, NY 10528 




