
 
Insurance Responsibilities 

for the Designated Condominium Association Representative 
 

 
We insure over 3000 condominium associations, from 2 units to over 200. While they are 
different in size, each condominium association has certain common responsibilities.   
 
A typical condominium association of two to four units does not employ a manager or have an 
association president. However, because the association is a legal entity, it has responsibilities 
that must be handled by a designated member. We have listed some of those responsibilities 
that we encounter as your insurance agent.  
 
The designated representative is the decision of the members of the condominium association.  
We will default to the first owner we have on file if we have not been notified to the contrary.  
 
The designated representative will: 
 

• Receive all insurance policies and provide copies if needed to the other unit owners. 
One policy is mailed to the association and we provide a certificate of insurance for each 
additional unit. This certificate may be mailed by you to your mortgage company if they 
request proof of insurance. If you need additional proof, please contact us.  
 

• Receive all bills and remit payment as directed on the bill. A checking account in the 
name of the association is recommended so that all bills in the name of the association 
may be paid. The association members, even if it is two members, should make a 
budget and deposit the funds needed into the common bank account. Bills, including 
policy premiums, must be paid when due in their entirety. Partial payments by one unit 
owner will not be accepted by most companies.  
 

• Receive and respond to correspondence from us and the insurance company that 
pertain to the association insurance coverage. 
 

• Report all losses to the common property to us and receive and respond to information 
and requests during the claim process. 
 

• In the event of a claim payment, the designated representative will receive the claim 
payment, which is payable to the association if common property is involved, and make 
disbursements as needed. This is another advantage to maintaining an association bank 
account. 

 
If you have any questions about these points or any insurance matter, please contact us. We 
are pleased that we are your choice for insuring your property, and take that responsibility very 
seriously. Please let us know how we can help. 


