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In Queensland, the Body Corporate Committee plays a crucial role in managing and overseeing the affairs of
a body corporate.

A body corporate committee is a group of individuals elected by the owners within a community titles scheme
to make decisions on their behalf.

The committee is formed during the annual general meeting (AGM) of the body corporate, where owners
elect members to serve on the committee.

Decisions made by the committee are typically by a majority vote during committee meetings, Important
decisions may need to be ratified by the body corporate at general meetings.

The committee is accountable to the body corporate and must act in the bests interests of all owners within
the scheme.

Owners within the scheme have the opportunity to participate in the election of committee members and
contribute to decision-making processes through general meetings.

COMMITTEE RESPONSIBILITIES:

. Administration and Finances: The committee is responsible for managing the administrative and
financial aspects of the community titles scheme. This includes budgeting, levying contributions from
owners, and overseeing financial transactions.

. Maintenance and Repairs: The committee is involved in the maintenance and repairs decisions for
common property within the scheme. This may include buildings, facilities, and shared spaces.

. Enforcement of By-Laws: The committee ensures compliance with the by-laws of the community titles
scheme. This involves addressing any breaches and taking appropriate actions to maintain a harmonious
living environment.

. Insurance: The committee is often tasked with obtaining and maintaining insurance for the community
tittes scheme, covering common property and liability.

. Meetings and Communication: Regular committee meetings are help to discuss and make decisions on
various matters. The committee is also responsible for communicating relevant information to owners.

. Contracts and Service Providers: The committee may engage contractors and service providers for
necessary services such as maintenance, landscaping, and security. They negotiate contacts and ensure
the quality of services provided.

. Dispute Resolution: In some cases. the committee may be involved in the resolution of disputes among
owners or between owners and the body corporate.

. Compliance with Legislation: The committee must ensure compliance with relevant legislation
governing community titles schemes in Queensland.
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ABOUT THIS HANDBOOK

Stratacare, as your body corporate manager, collaborated extensively with the chairperson,
secretary, treasurer, and every committee member.

Our objective is to assist all committee members in achieving the common goal, optimizing the
effectiveness of their respective roles and streamlining the time and effort required.

Within the pages of this guide, we will delve into each role, offering detailed insights to support our
committees and enhance each member’s comprehension of their committee responsibilities.




THE
CHAIRPERSON



==_ STRATACARE

25 YEARS OF STRATACARE

The chairperson of the body corporate often assumes a pivotal role in both the committee and the
broader body corporate community. This voluntary position, while potentially fulfilling, demands a
significant investment of time and effort from the member.

Individuals elected as chairpersons typically bring diverse backgrounds to the role, such as:

. Professional leadership experience (e.g. schoolteacher, police officer, business owner)

« A compelling vision for the body corporate community

. Leadership skills demonstrated in specific projects (e.g. major building renovations)

« Prior experience in other chair roles (e.g. sports club, professional association, school PCYC)
. Step into the role simply due to a lack of other volunteers.

Despite attracting capable leaders, there are no specific prerequisites for the position. Every new
building requires a chairperson, and each chairperson experiences a first time in the role.
Collaborating with our Stratacare management team ensures you have a seasoned and supportive
resource available via phone or email.

WHAT DOES THE CHAIRPERSONS’ ROLE ENTAIL?

Legally, the chairperson’s role is straightforward- presiding over body corporate meetings and
holding the authority to sign documents on behalf of the body corporate. In practice, the chairperson

typically:

. Collaborates closely with the body corporate manger (Stratacare)

« Works in tandem with the on-site manager or caretaker (if applicable)

. Guides the committee’s general agenda

. Leads discussions in committee meetings Delegates specific projects to committee members

« Addresses the AGM to provide owners with a comprehensive overview of the committee’s
activity.

While these responsibilities are not formal requirements, they offer an accurate summary of the
typical role. Each body corporate is unique, and they workload varies based on size, complexity,
and the specific objectives for the year.
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TIPS FOR BEING AN EFFECTIVE CHAIRPERSON

Rely on Expert Advice:
« Act as a coordinator of experts, seeking advice from professionals like strata managers, on-site
managers, and lawyers.
. Shared costs make expert advice more accessible and often lead to better outcomes.

Delegate to Committee Members:

. Embrace delegation within the committee to distribute responsibilities efficiently.
« Assign tasks to committee members, fostering a collaborative and productive environment.

Communicate with Owners:

. Keep owners informed about the committee’s progress through newsletters or emails.
. Provide insights into ongoing projects, emphasising the work and time commitment involved.

Know That You Can’t Solve Everything Immediately:

. Understand the inherent slow pace of body corporate decision-making.
. Communicate with owners about the timeline and challenges involved in projects.
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Think About the Bigger Picture:
. Evaluate the significance of issues and prioritise those crucial to the community’s overall well-
being.
. Delegate tasks to others when appropriate, such as the on-site manager.

Separate “Chairperson” Life and Home Life:

. Maintain a healthy work-life balance by setting boundaries.
. Reserve time for personal life and switch off from chairperson duties when needed.

Hand Over the Reins When You Are Ready:

. Consider transitioning to a different position when your specific agenda as chairperson is
fulfilled.

. Embrace the opportunity for new perspectives and passion that other members may bring to the
role.
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The treasurer of the body corporate often assumes a significant role within the committee and the
broader body corporate community. While a volunteer position can be rewarding but requires a
notable investment of time and effort from the members. Individuals elected as treasurers often
possess:

1. A professional financial or accounting background. A solid understanding of numerical data
2.A commitment to active participation in committee governance
3.0Occasionally, individuals take on the role due to a lack of other volunteers

Despite typically attracting individuals with specific financial skills or a passion for numbers, there
are no specific pre-requisites for the position. Every new building requires a treasurer, and every
treasurer experiences a first time in the role.

Collaborating with our Stratacare management team ensure you have an experienced and
supportive resource available via phone or email.

WHAT DOES THE TREASURER ROLE INVOLVE?

Legally, the body corporate must elect a treasurer, but the treasurer does not have specific duties
outlined in the law. However, the body corporate has strict duties related to financial management,
including:

« Operating bank accounts in the body corporate’s name

« Preparing annual budgets for each fund type

. Forecasting future capital costs

. Calculating and issuing levies. Monitoring the balance of every lot

« Issuing information certificates upon request

. Maintaining balance sheets and income/expenditure statements

- Ensuring no transfers between fund types

. Calculating and applying levy discounts and penalty interest

. Recovering overdue levies and levy recovery costs

« Processing incoming and approving outgoing payments

- Recording contacts and providing financial statements to owners

. Handling GST, lodging business activity statements, and maintaining an ABN
« Appointing a public officer for ATO purposes

« Accounting for various income types and recovering insurance premiums contributions
. Lodging income tax returns and investing surplus finds

. Keeping and making records available for audit

« Operating an embedded cost recovery system for bulk utilities

« Administering optional or opt-in mutually funded projects

While the committee manages all of these requirements, the treasurer typically take a supervisory
and reporting role on these functions.
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TIPS FOR BEING AN EFFECTIVE TREASURER

Manager (Stratacare):

. The treasurer’s duties receive intensive support from Stratacare, especially if it is a large and complex
body corporate community

. Stratacare’s accounting department, with skilled professionals, collaborates with the strata manage and
committee to manage financial functions efficiently

Track Spending:

. The treasurer should approve all outgoing creditor payments to ensure accurate payments for undertaken
work

. Stratacare offers an online invoice approval system for convenient viewing and approval of invoices
before payment, enhancing financial transparency

Understand Incomes:

. Treasurers should understand the various income streams of bodies corporate, including levy income,
investment income, and other income types with different taxation treatments

Consider the Purpose of Levies:

. Treasurers should focus on achieving value for money in services and building projects when setting
levies
. Communicate the methodology behind levy decisions to owners to foster understanding and support

Give Owners Confidence:

. Great treasurers provide additional communication alongside financial statements, explaining goals,
priorities, and challenges

. Making comments at the AGM and offering insights helps owners understand the thought process behind
financial decisions

Do Not Worry Too Much About Levy Arrears - Stratacare Has That Covered:

. Stratacare excels in levy arrears management, ensuring effective collection processes aligned with legal
requirements

. Treasurers can trust in the expertise of Stratacare’s dedicated levy arrears manager to handle these
matters efficiently

Ask Questions:
. Treasurers are encouraged to ask questions when uncertain about financial matters

. Stratacare’s experienced team is well-practiced in answering inquiries related to body corporate
accounting



THE
SECRETARY



==_ STRATACARE

25 YEARS OF STRATACARE

The secretary of the body corporate often plays a pivotal organisational and administrative role
within the committee and the broader body corporate community. While a volunteer position, it can
be rewarding but requires a significant investment of time and effort from the member. Individuals
elected as secretaries often come into the role with various attributes, including a desire to get
things right, a general leadership background, business or committee experience, a commitment to
active committee governance, and sometimes, simply because no other owners put their hand up
for the job.

Despite typically attracting individuals with specific skills, there are no prerequisites for the secretary
position. Every building requires a secretary, and every secretary experiences a first time in the role.

Working with our Stratacare management team ensures you have experienced and supportive
resources available via phone or email.

WHAT DOES THE SECRETARY ROLE INVOLVE?

Under the law, the secretary holds a wide range of duties, many of which are quite burdensome. In
Queensland’s body corporate legislation, the secretary is mentioned 104 times, highlighting the
role’s extensive responsibilities. Some examples of the secretary’s duties include:

Meetings:

. Call meeting

. Set the agenda

. Issue meeting agendas and voting papers
« Manage a list of persons entitled to vote

« Record all proxy forms

. Receive and collect returned voting papers
« Count votes

. Manage committee election

. ballots

« Record meeting minutes

« Issue minutes to owners

General:

« Invite committee nominations

. Keep all body corporate records

. Make records available for inspection
« Maintain the owner roll

. Send all outgoing correspondence

« Receive all incoming correspondence
. Sign documents
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Tips for Effective Secretary Management:
Outsource to an Expert:

. Stratacare provides intensive support for the secretary’s duties, especially if it is a large and
complex body corporate community

Be Aware of Potential Disputes:

. The secretary often serves as the first line of defense against disputes between owners and the
body corporate

. Stratacare’s careful management of meeting processes aims to minimise disputes, and accurate
administrative processes protect the integrity of the body corporate and committee’s decisions

Consider Timing:
. Timing is crucial in strata meeting administration and issuing documents
. Stratacare’s experienced team monitors meeting timing for AGMs, committee meetings, end of
the financial year, and other key dates, ensuring compliance with legal requirements
Keep Committee Discussion on Track:
. Emails are a valuable tool for committee discussions but can sometimes veer off topic quickly
. The secretary, as the official spokesperson of the committee, can guide discussions back on
track by summarising opinions and seeking clear decisions from committee members
Ask Questions:
. If you are unsure about any aspect, the secretary is encouraged to ask questions

« While these processes are routine for the Stratacare team, the secretary’s awareness of the
body corporate’s work in progress can be helpful for smooth collaboration

Managing the secretary role effectively with the support of Stratacare ensures the overall success of
the body corporate and contributes to a positive experience for all members involved.
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The committee members, often referred to as ‘ordinary committee members’ in legislation, are a
crucial part of the body corporate structure. While the chairperson, secretary, and treasurer have
specific roles, every committee member, including non-executive ones, plays an equally important
role in the committee’s operation. Owners elected to the committee generally have an interest in
contributing to the success of the scheme and decision-making.

Working with the Stratacare management team ensures access to experienced and friendly support
via phone or email, enhancing the overall experience for committee members, whether they are
seasoned or beginners.

Role Involvement:

The primary role of committee members is to vote. All committee decisions are made through a
simple majority vote among committee members, emphasing the importance of each member’s
participation. Lack of interest from owners is a common challenge in committee processes, but this
can be easily addressed.

Tips for being an effective ordinary committee member:
Participate:

. Attending committee meetings and participating in votes is the most crucial obligation for
committee members

. Stratacare facilitates electronic attendance and voting to make participation convenient

. Every committee member’s participation is essential for decision-making

Take on a Project:

. Committee members can contribute actively by taking the lead on projects relevant to their
interests or expertise

- While decisions are made collectively, individual committee members can research and present
recommendations on specific projects

. Delegating tasks to committee members, in collaboration with the caretaker or strata manager,
ensures expertise in each project

Consider Sub-Committees:
« For larger projects, forming sub-committees is a practical approach
. Sub-committees, though unofficial, involve owners interested in specific topics

. A committee member may oversee a sub-committee, which reports back to the main committee

Sub-committees are beneficial for tasks like selecting paint colours, landscaping plans, investigating
upgrades, monitoring parking, and more
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Bring Perspective:

. Each committee member brings a unique perspective to the table, reflecting the diversity of the
community

. Committees benefit from a mix of owner occupiers, investors, different ages, backgrounds, and
opinions

« Respectful collaboration among committee members and advisors is essential

. Personal backgrounds and experiences can contribute significantly to the committee’s success

Committee members are integral to the effective functioning of body corporate. Their active
participation project involvement, consideration of sub-committees, and diverse perspectives
contribute to the overall success of the committee and the community it serves.

SUPPORTING YOUR COMMITTEE EFFORTS: STRATACARE IS HERE TO HELP!

Being volunteer committee member comes with its challenges and demands on your time. At
Stratacare, we recognise the importance of your role, and our strata management services are
designed to handle essential tasks in the background. From accounting and tax responsibilities to
meeting coordination, levies, contractor payments, contact management, contracts, and compliance
obligations, our services aim to streamline the body corporate’s operations.

Essential Work in the Background:

« Our services automate crucial aspects of body corporate management, allowing the committee
to focus o projects rather than routine tasks

. We handle accounting, tax-related matters, meeting logistics, minute documentation, levy
management, contractor payments, contract details, contracts, and compliance requirements.

Time Savings for Committee:

« Recognising that committee members have limited time; our services aim to free up their
schedules by taking care of routine operational tasks

. This time-saving approach enables committees to channel their efforts into meaningful projects
and community-enhancing initiatives

Outsourcing Complex Strata Projects:

« When faced with complex strata projects requiring substantial time and expertise, committees
have the option to outsource the work to us

. Instead of committee members sacrificing personal time or taking leave from their jobs, our team
can handle the workload efficiently
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Cost Considerations:

. We present a cost-effective trad-off, illustrating that outsourcing certain tasks can be more
economical than committee members investing significant personal time

. The transparent hourly rate structure ensures fairness, with costs shared among all owners in
the body corporate

Value Addition to Projects:

. Beyond handling tasks, our team actively seeks ways to add value to committee projects
. Drawing on diverse expertise, experience from other clients, and technical know-how, we
contribute ideas and insights to enhance the success of the projects

Sharing the Burden of Committee Membership:

« Inviting our Stratacare team to undertake specific project work is a way of distributing the
responsibilities of committee membership among all owners

« Emphasising the collaborative nature, it highlights the collective benefit of sharing the workload
and contributing to the overall success of the body corporate

Stratacare’s goal is to support and facilitate the efforts of volunteer committee members by handling
routine tasks and providing expertise for complex projects. We encourage owners to recognise the
shared responsibility and value in contributing to the support of their committee, fostering a
cooperative and well-functioning strata community.




