December 1, 2016
«addr_name»
«addr_1»
«city_state_zip»
RE:

Westchester Country Club (Starlight Cove)

Dear «addr_name»
I am pleased to announce that Westchester Country Club (Starlight Cove) Board of Directors has selected Associa® as the
new managing agent for the community. We are proud to have been selected as the managing agent for your Association
and look forward to commencing our management duties.
As your managing agent, we will be providing your Association with a comprehensive management program to assist in
the day to day operations of your community. Our services will include site visits to ensure the aesthetic appearance of
the property is maintained, oversight of vendors, working with your volunteer Board of Directors, monthly financial
reporting, and the collection of maintenance fees.
We offer several ways to pay your maintenance fees:
 Automatic Funds Transfer (Direct Debit) - Fill out the Direct Debit form (included in this packet)
 Pay online at www.associaflorida.com
 Write a paper check, money order or on-line bill pay check through your bank and mail to the address below:
Westchester Country Club (Starlight Cove)
C/O Associa® - PO Box 169003, Miami, Florida 33116-9003
IF YOU CURRENTLY PAY VIA AUTOMATIC BILL PAY, BE SURE TO UPDATE THIS ADDRESS WITH YOUR BANK. FOR YOUR
CONVENIENCE, WE WILL ALSO BE SENDING YOU A PAYMENT COUPON SHORTLY.
Please always include the following account number with your payment to prevent delays in applying the payment to your
account. Your account number is: «account_id». We encourage you to visit our website at www.associaflorida.com
and sign up for Associa Access where you can view your account history and other Association information at your
convenience.
Our office telephone number is (954) 922-3514, which is also applicable for weekend and after hour emergencies. The
Community Association Manager assigned to your association is Liz Fox. She can be reached via email at
lfox@associaflorida.com. Her administrative assistant, Rose Interian, can be reached at rinterian@associaflorida.com and
the supervisor, Gary Fiegler, can be reached at gfiegler@associaflorida.com.
On behalf of our entire team, I want to personally welcome you to Associa®. We are looking forward to working with you.
Please do not hesitate to contact us if we can be of further assistance.
Sincerely,
Marc Rodriguez, LCAM, CMCA, AMS
Branch President

Frequently Asked Questions
About Management Transition to Associa®



Who can I reach for help?
Our office telephone number is (954) 922-3514, which is also applicable for weekend and after hour emergencies.
The Community Association Manager assigned to your association is Liz Fox. She can be reached via email at
lfox@associaflorida.com. Her administrative assistant, Rose Interian, can be reached at
rinterian@associaflorida.com and the supervisor, Gary Fiegler, can be reached at gfiegler@associaflorida.com.




I already sent my payment to the previous management company, will I get credit for my payment?
Of course! We will have access to all incoming payments, regardless of whether they were sent to prior
management.




Have my maintenance fees changed? Has the due date for payments changed?
No, your maintenance fees have not changed. No, the due date for payments remains the same.




Can I set up direct debit (ACH) with Associa?
Yes, Direct Debit (ACH) is the most convenient method for paying your maintenance assessments. Enclosed with
this Welcome Letter is the ACH/Direct Debit enrollment form.




Where do I send my payment?
Write a paper check, money order or on-line bill pay check through your bank and mail to: PO Box 169003, Miami,
Florida 33116-9003. Please be sure to include the Account Number provided to you in our Welcome Letter and
make the payment out in the name of your Community Association.



I was making payments through the Bill Pay system offered by my bank. What do I need to do to ensure these
payments make it to the right place?
Please update the payment address and your Associa Account Number in your bank’s bill pay system. The new
address is: PO Box 169003, Miami, Florida 33116-9003.





I have prepaid my assessments in advance for the year. Will Associa know that I have paid in advance?
Absolutely, there’s no need to worry. Your balance will carry forward and you can verify your account balance
using our website at www.associaflorida.com



I tried logging into Associa’s website using the instructions that were sent to me, but my account information
isn’t reflecting there yet. How can I access this information?
If this information isn’t already available, please check back after the 15th of the month to allow time for updating.





I haven’t received my payment coupons yet. How can I submit payment?
Coupons are on their way to you! In the interim, you can make payments via the following methods:
 Automatic Funds Transfer (Direct Debit) - Fill out the Direct Debit form (included in this packet)
 Pay online at www.associaflorida.com
 Write a paper check, money order or on-line bill pay check through your bank and mail to: PO Box 169003,
Miami, Florida 33116-9003




I need to update my contact information. How can I do so?
Please log-in to your account on our website, www.associaflorida.com. To log-in, you will need the account
number noted in the welcome letter. We have also included an easy form that can be returned to us.

WESTCHESTER/STARLIGHT COVE

DATE: ____________

OWNER INFORMATION
OWNER NAME(S):

PROPERTY ADDRESS:
MAILING ADDRESS

PRIMARY PHONE #:
SECONDAY PHONE #:
THIRD PHONE #:

(
)
□Work
(
)
□Work
(
)
□Work

Check One: □Home □Cell
Check One: □Home □Cell
Check One: □Home □Cell

EMAIL ADDRESS(ES)*:

EMER. CONTACT NAME:
EMER. CONTACT PHONE #:
EMER. EMAIL ADDRESS*:

Relationship:

TENANT INFORMATION
Term of Lease: Beginning Month/Year: _________________ End Month/Year: _________________
TENANT NAME(S):

PRIMARY PHONE #:
SECONDARY PHONE #:
THIRD PHONE #:

(
)
□Work
(
)
□Work
(
)
□Work

Check One: □Home □Cell
Check One: □Home □Cell
Check One: □Home □Cell

EMAIL ADDRESS(ES)*:

Please take time to complete and return this form to Associa®. Should there be any future changes, please advise our office. We
look forward to serving you as your managing agent.
* In providing an email address you are giving Associa® and its employees the authorization to communicate with you and/or your tenant through
electronic mail. Email addresses will not be shared with other owners and/or any other party

