
See What’s Inside.  

List of Services 
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Everyone remembers the first day in their new place - all the happiness,           

excitement and anticipation. In our modern world, the home search has          

become less focused on the physical structure and more focused on quality of 

life. Whether it is a hip loft in mid-town walking distance from favorite           

restaurants or an expansive swim and tennis neighborhood in the suburbs, 

home buyers often prioritize community living above all else.  

Everyone expects their neighborhood to be well-maintained, attractive and    

financially stable. Many properties offer manicured grounds, beautiful       

amenities and even social events. Although homeowners love the benefits, few 

realize the time, money and effort required to keep these communities running 

smoothly.  

“Working hard for something we love is called passion.”  

~Simon Sinek 

As a Board Member, you understand all the moving parts and the importance 

of professional management. That’s where we come in.  As one of the most    

respected companies in Georgia, HMS offers a series of services and systems 

that make our company a trusted partner for your Association. Our mission is 

to ensure that your community is thriving and that volunteer Board work is 

efficient and rewarding.  

A+ 
Start with Trust  

Look for an A+ Rating  

from the Better Business Bureau  

as a reliable measure of service quality!  
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“We are what we repeatedly do.  

Excellence, then, is not an act, but a habit.”  

~Aristotle 

 Board Training 

 Board Briefs (Monthly) 

 Library of Resources 

 Live Receptionist 

 Customer Focused 

 Homeowner Communications 

We aspire to offer more than knowledge. We offer wisdom.  

97% Client Retention Rate 

Reliable systems and dependable staff are the keys our to success. At HMS, we 

have analyzed the most important elements of community management and 

established the tools necessary to create a predictable product. We focus on  

team member and client retention, not volume. As such, HMS enjoys stable 

portfolios and a dedicated staff. We continue to retain eight of our first ten   

clients from our opening in 1993.  

Associations are often misunderstood. As leaders, it is our goal to  educate and 

inform not only Board Members, but homeowners as well. Detailed             

communications have been designed to clarify the governing documents, and 

the role the Board plays in supporting the Association. Unique tools such as    

explainer videos make concepts much more interesting and easier to               

understand. Our involvement in the Community Association Institute brings 

valuable resources and current information to our company, while the national 

trade shows we attend offer a window into the best technology and support 

systems available.  
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~Vernon Saunders Law 

“Experience is a hard teacher because she gives the test  first,  

the lesson afterwards.” 

We celebrate education and hold our company to the highest standards in the   

industry. Although all managers in Georgia require licenses, few firms go beyond 

the minimum levels demanded by the state or set higher expectations for team 

member knowledge and competence.   
 

HMS is an Accredited Association Management Company (AAMC), one of only 

five in the state of Georgia.  Each manager is recognized by the National Board 

Certification for Community Association Management (CMCA), and over 50% of 

our mangers hold advanced designations. In addition, our management staff is 

constantly attending continuing education classes on current regulations and 

trends. HMS is also proud to have four Professional Community Association 

Managers on staff (PCAM), the highest designation available in the industry.  
 

We are active members of the Community Association Institute (CAI), an            

organization that promotes education and ethics in our industry. HMS is proud to 

be part of the CAI Leadership Circle as well and supports our managers by fully        

covering their membership fees. In addition, our involvement in the CAI Helping 

Hands Committee allows our team an opportunity to participate in a number of           

non-profit projects throughout the year.  
 

HMS does everything possible to be sure each member of our staff has the skills, 

experience and integrity to help our communities flourish, and the drive to give 

back to those in need. With all these achievements, you may find it surprising that 

the award we are most proud of is winning the “Best of Forsyth County 2017”. 

This honor was bestowed upon us by our clients themselves. At the end of the 

day, there is no better measure of our success than happy Associations.  



 

At HMS, we understand that financial stability leads to successful Associations. 

Our exceptional standards for money management include total transparency,      

detailed financial reports, collection agency services and standardized policies, 

all at NO additional charge to the Association!  

Accounts Receivable  

 

• Prepare a Board-Approved Collection Policy  

• Mail Statements: Annually, Semi-Annually, Quarterly or Monthly  

• Special and Specific Assessment Billing ; Utility Billing Upon Request 

• Multiple Payment Options for Homeowners: 

 Check, Money Order, Online Bill Pay  

 Credit Cards: American Express, Visa, Master Card, Discover. 

 (Credit Cards are subject to a 3% charge directly to the homeowner.) 

• Assisting with Payment Plan Options  

 (Plans are subject to an $8.00 charge to the homeowner per payment.) 

• Adding Approved Late Fees and Interest to Homeowner Accounts 

• Sending Monthly Late Notices and Warnings of Collection Action 

• Engaging a NO-COST Collection Agency as a First Line of Defense 

 ($96.00 charge to the delinquent homeowner.) 

• Credit Reporting Services  

 ($25.00 charge to the delinquent homeowner per reporting. ) 

• Sending Lien Warning Notices & Assisting Legal Counsel with Lien Filings 

 ($100 charge to the delinquent homeowner.)  

• Lien release letters 

Accounts Payable  

• Processing All Association Payments 

• Approval Methods based on Board Direction 

• Complete Transparency, Invoices Available Online  

• Vendor Insurance Verification 

• Rush Checks Available for a Minimal Fee ($10.00) 



 

Accounting can be difficult to understand and some software systems present 

the information in a very confusing manner. At HMS, we understand that each 

member of the Board may have varying degrees of experience with budgeting, 

financial report analysis and cash management. As a result, we have created   

educational materials and presentation formats that simplify the work. Our 

goal is to give each member, not just the treasurer, the confidence they need to 

vote on important matters.  

Budgeting, Taxes and Corporate Recordings 

• Preparation of the Annual Budget  

• Property Tax Filings and Appeals 

• Coordination of Annual Tax Return with Accounting Firm  

• Managing Federal Tax Notices (Vendor 1099s ) 

• Maintaining Secretary of State Listing  

Financial  Package  

• Maintain Operating Accounts 

• Maintain Reserve Accounts 

• Bank Statement Reconciliation  

• Prepare Financial Report Monthly 

 Income Statements & Balance Sheets 

 General Ledger & Budget Comparison 

 Assessment Tracking & Aging Reports 

Financials are Available When Needed—The First Week of Each Month! 

Accounts payable are processed by a local team every week, creating timely 

payments month after month.  Transparent software allows 24/7 access to all 

reports, invoices and other relevant information. 
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“Simplicity is the ultimate sophistication”  

~Leonardo Da Vinci 



 

 

• Professional Advice to Board and Committee Members 

• Offering Standard Procedures and Best Practices 

• Governing Document Review and Analysis 

• Responsive to Board/Homeowner Questions or Issues 

• Committee Training Resources 

• Homeowner Responsibility Training Resources 

• Complete Reference Library for All Association Members 

• Proactive Communications to All Association Members 

• Staff is Knowledgeable about Regulation Changes and New Case Law  

• Reserve Study Assistance and Implementation of Recommendations 

Operational and Strategic Support 

At HMS, we focus on proactivity. Our experience and knowledge affords us a 

unique perspective, and we pride ourselves on offering sound advice in an       

environment rich in legal challenges.   

 



Board Briefs & Resource Centers 
 

• Monthly Emails with Current Information  

• Article and Video Content  

• Important Topics and  Engaging Graphics 

• Hyperlinks to a Complete Resource Center 

• Direct Link to the Quality Assurance Director 

• Invitations to LIVE Training Sessions 

• Vendor Expertise and Education Materials  

• “Just for Fun” Articles & Inspirational Quotes 

“Education is the most powerful weapon  

which you can use to change the world.” 
~Nelson Mandela 

 

One of our most important responsibilities is educating our staff, our Board 

members and our homeowners. We have designed a completely unique and    

engaging way to explain a wide variety of  topics. Through proactive email     

campaigns, animation videos, and information packages, HMS helps everyone            

easily understand their roles and responsibilities.  

LIVE Training Classes  

• HMS Classes are Always Complimentary 

• Multiple Classes Throughout the Year  

• Content Presented by Industry Experts 

• Training Materials and Interactive Sessions 

• Vendor Sponsors are Available for Meet and Greet Sessions 

• Come Hungry: All Classes Include a Delicious Meal and Dessert! 

Board Member Welcome Packages 
 

• Orientation Packages & Videos 

• Print and Online Experiences Available 
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As your management company, we keep careful records of all homeowner sales 

and contact information for all our clients. A  lease monitoring program is also 

available as an option. This service provides detailed research into occupancy 

status, lease documentation and wait list management. Reports and records are       

available monthly. Depending our your governing documents, this level of       

review  may be available at NO CHARGE to the Association. 

 

• Accurate List of Owners 

• Real Estate Closing Letters 

• Account Status Letters 

• Proof of Insurance 

• Mortgage Questionnaires 

• Real Estate Agent Correspondence 

• Welcome Packages 

• Homeowner Education  

Homeowner Sales Lease Monitoring 
 

• Community-Wide Audits 

• Occupancy Verification 

• Monthly Reports 

• Leasing Cap Monitoring  

• Wait List Management  

• Lease Policy Administration 

• Tenant Education 

• Unauthorized Lease Management 



 

At HMS we know that one of the most important responsibilities we have is to    

educate residents about architectural control guidelines. Systems that help         

facilitate exterior change requests and reminders of community standards are 

critical. Our services can include complete inspections of individual properties, 

non-compliance letters, ongoing correspondence with residents, and initiation of 

fines. HMS highly encourages broadcast messaging to limit the overall number of 

issues and neighborhood websites provide homeowners with easy access to     

Governing Documents and guidelines. Our professional staff can handle all types 

of difficult situations, allowing the Board more time to focus on strategic items.  

Architectural Control Requests  
 

• Assist with Preparing and Delivering Required Forms 

• Online System for Requests, Status and Updates  

• Architectural Committee Training Materials 

• Ongoing Communication with Individual Homeowners 

• Archive of Approvals, Denials, and Correspondence 

• Instructional Materials and Video Tutorials  

Compliance Notices 
 

• Document Reviews 

• Covenant Reminders  

• Planned Inspections 

• Compliance Notices 

• Intent to Fine Notices 

• Regular and Certified Mail 

• Adding Fines as Needed 

• Communication Archive 

• Current Legislation Training 



 

• Select and Reserve an Appropriate Site 

• Send Notice of Meeting and Proxy 

• Preparing Pre-Meeting Checklist, Agenda, Budget Review and Ballots 

• Candidate Biographies, and Management Report for Presentations 

• Arranging for Projector and Screen Equipment 

• Providing Sign-Up and Distribution of Meeting Materials 

• Recording and Preparing Minutes for the Secretary 

• Conducting Election and Voting Tally 

• Ability to Act as Chairperson and Conduct Meeting Upon Request  

Annual Meetings 

 

Creating a wonderful client experience starts with a dedicated staff. HMS enjoys 

one of the best team member retention rates in our industry. Keeping in mind 

that relationships are at the heart of it all, each Association is paired with a   

specific manager. Check our references and you’ll find stability is a key factor in 

long term Association success.  

 

• Management Reports 

• Meeting Agendas 

• Office Space for Board Meetings 

• Attendance is Customizable 

• Vendor Presentations 

• Archive of Board Minutes 

• Strategic  Planning 

• Evenings: Monday–Thursday 

Board Meetings 



 

Our company has extensive resources when it comes to effectively assisting our 

communities with planning successful socials events. Whether you need an HOA 

Administrator to manage a full calendar of celebrations or your Association     

simply needs a party planner for a one-time event, HMS can help!  

Clubhouse/Pool/Facility Reservations  

• Maintain Reservation Schedule 

• Supply Usage Agreement & Verify Homeowner Eligibility 

• Collect and Return Reservation Deposits 

• Verify Conditions of the Facility Pre-Event and Post-Event 

• Posting Reservation Schedule on the Community Website  

Community Social Event Planning  

• Coordinating All Aspects of the Events 

• Contacting Caterer and Supplying Decorations 

• Purchasing Tickets and Providing Reservation Service 



 

Avoid bigger issues by attending to the small ones quickly. The 

importance of preventative maintenance cannot be overstated. 

Our firm works with the Board to identify the most important 

budget  elements. We encourage many associations to prepare 

expense projections based on professional reserve study           

recommendations. For day to day concerns, HMS has a           

dedicated team on staff available to work on immediate              

repairs—large or small. 

Day to Day Operational Support 
 

• Inspect Association Common Areas 

• Arrange for Maintenance of Association Property 

• Preparing Cyclic Maintenance Schedule 

• Schedule All Maintenance as Needed 

• Provide Routine Maintenance Support  

• Perform Periodic Inventory of Association Assets 

• Create a Photo Log Book of All Association Assets  

Capital Improvements & Common Area Repairs 
 

• Identifying Qualified Contractors and Verifying References 

• Preparing Work Specification and Presenting Proposals 

• Managing Periodic Contractor Payments and Supervising Work Progress 



 

Bid Procurement & Project Management   
• Identification of Qualified Providers, Verification of Insurance 

• Presentation of Final Qualified Bids and Facilitation of Final Contracts 

• Review of Bid Quality and Presentation of Alternative Options 

• Common Area Inspections to Ensure Service Levels Meet Expectations 

Insurance Claim Filing  

HMS has vendor relationships with multiple professionals able to satisfy all of 

your community’s needs. As an HMS client, your Board will enjoy unique        

solutions for common problems, competitive prices and relationships built on 

long-term trust. Upon Board direction, project management for capital            

improvements can be handled by our dedicated HMS construction team.  

Access System Maintenance   
• Maintain Computer Database of Access Codes 

• Update Access Schedule of Members 

• Remove/Restore Access Due to Delinquency 

 

• Securing Sites as Needed on an Emergency Basis 

• Develop and Administer A Claim Filing Plan 

• Obtaining Quotes Needed for Repair or Restoration 

• Submitting Bids to the Association 

• Reviewing Progress of Claim Settlement 

• Monitoring Progress of Work Completion 

• Project Management Fees Apply 

 (Fees are paid by the carrier in most cases.) 



• Individual Log-In 

• View Association Documents 

• ARC Forms and Updates 

• Personal Account Information  

• Calendar of Events 

• Association Annual Budget 

• See-Click-Fix Reporting Option  

 

Homeowner Access 

 

Board Member Access 
• All Financials, Paid Invoices, Bank Statements, & Meeting Minutes 

• List of Residents, Delinquency & Aging Reports, ARC Reports & Board Business 

Let’s face it—we are all living life on the go,  

so we thought it APPropriate to get with the times!  

HMS not only provides online access to everything your Board and homeowners 

need on any device, we’ve gone mobile. The official HMS APP includes a       

“See-Click-Fix” Feature that makes reporting a maintenance concern easier 

than ever! 



 

Communication is key. The Board and the management company need to be 

vigilant with accurate and complete information, while our homeowners need 

to be able to reach our office easily. Our  clients enjoy a full time LIVE             

receptionist during business hours. With US Mail, email and web-portal        

notifications available, the Board has the option to select the proper channel for 

each communication, every time.  
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• 24/7 Emergency Calls 

• Dedicated Team for After-Hour Service 

• Board Directed  Plan of Action  

• Network of Vendors Available to Respond 

• Archive of Emergency Service Details 

• Experienced After-Hours Staff 

• In-House Maintenance Personnel  

• Multiple On-Call Response Teams 

• Calls Subject to a Per-Occurrence Fee 

 (Misdirected calls are not subject to a fee.) 

After-Hours Support 

“Trust is built with consistency”  

~Lincoln Chafee 

Homeowner Messaging  
 

• USPS Mail 

• Certified Mail 

• Email Blast 

• Newsletters 

• Website Notifications 



 

Homeowner Savings & Support  Systems 

HMS celebrates creativity when it comes to exceeding our clients’ expectations 

and we are proud to offer advantages to our homeowners that are outside the              

industry's traditional scope. From buying groups to individualized educational 

materials, everything is at your fingertips. Yes, we SAVE you MONEY….         

and why not? Our clients  represent a significant buying group! HMS recognizes 

and embraces our role in maximizing your spending power. Find out how we 

can help “brand” your association and why our company aspires to enjoy        

exceptional relationships with not only the Board, but every single member of 

the community.  

• Discounts on National Brands  

• HMS Website Homeowner Access 

• New Homeowner Welcome Packages 

• HMS “Welcome to the Family” Packages 

• “Good Neighbor” Educational Materials 

• Property Specific Information Packages 

• Creating and Distributing Membership Directories 

• Newsletters Services Keep the Community Informed 

Association Income 

As far as Association funds, we are 

expert at maximizing cash flow! A 

covenant analysis is included in      

order to determine that income 

streams outside of annual dues have 

been optimized. Also, be sure to ask 

us about our bulk cable access                  

negotiations. Our broker has earned 

millions for Atlanta Associations and 

your community could be next!  



 

As you have just seen, HMS offers a variety of programs and with all these          

options, it can seem difficult to decide on a plan. Don’t worry, we are here to make 

it stress-free! Simply select the items your Association currently needs, or allow us 

to analyze your budget and suggest an appropriate plan. No matter what your 

Board requests, rest assured that our charges are predictable and our contracts 

have NO hidden administrative costs! 

• NO “Fax or Telephone” Fees 

• NO “Check or Banking” Fees 

• NO “Standard Website” Fees 

• NO “Office Supply” Fees 

• NO “Invoice Processing” Fees  

• NO “Postage Mark-ups” Fees 

 

“Creativity is a continual surprise.”  

~Ray Bradbury 19 

One of the most important roles of the 

Board of Directors is to manage the 

budget. Surprise fees on the monthly 

management bill is not what our      

communities need. Your Association’s 

services are predetermined and our 

contract clarifies expenses and costs 

clearly. In addition, HMS invoices are 

easily visible to the Board online, just 

like any other vendor.  

Our “Bird’s-Eye View” booklet clarifies the step-by-step process when              

considering Homeowner Management Services, Inc. and a simple checklist         

highlights our three main Relationship Levels: Financial, Membership and     

Partnership. Options and complimentary services are also easy to identify.   

Thank you for learning all about HMS. 

We look forward to the prospect of working with your Association!  



Call us for a complimentary consultation.  

See how we can help your Association thrive!  

Is it time for a change?  

HMS@hms-inc.net   

www.hms-inc.net 

Phone: 770-667-0595  

Fax:     770-667-6315 

               1260 Old Alpharetta Road, Alpharetta, Georgia 30005 

 


