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Welcome to Berkley House 
We, the unit owners of Berkley House, hope you will enjoy your stay here and that you 
understand that our condominium units are private dwellings. To many of us, Berkley is 
our “home”, not just a “house” or recreational resort.  
 
Berkley House is one of nine (9) Houses in the Charlotte Square Condominium complex. It 
is an independent legal entity, responsible for itself and governed by our voluntary Board 
of Directors. The Board of Directors is charged with the responsibility of conducting all 
affairs of Berkley House Association. Our written Declaration of Condominiums and 
Berkley House By-Laws give the Board the power to carry out their responsibilities. 
 
There are basically four documents that detail all the “rules and regulations” that are 
meant to protect our rights of enjoyment here at Berkley House. Unfortunately, to 
adequately protect your individual rights along with your other 39 neighbors, these rules 
must exist—ultimately for the benefit of us all.  Every Berkley unit owner should read 
each of these legal documents, since they contain the legally binding details of all that is 
highlighted in this “Rules and Regulations” booklet.  
 
The four documents are: 
“Articles of Incorporation of Berkley House” (5 pages) 
“Declaration of Condominium of Berkley House” (89 pages) 
“Bylaws of Berkley House” (25 pages) 
“Rules & Regulations of Berkley House” (12 pages) 
 
Because we all live together in close space, in what is designed to be a wonderful, 
neighborly environment, we must all be mindful of the things we do which might impact 
other owners.  
 
These Rules and Regulations are intended only as a summary of subjects detailed in 
Berkley House’s written Declaration and By-laws. It is each unit owner’s responsibility to 
understand and adhere to the details of any activity he or she undertakes by referring to 
the four base documents referenced above (see subject index at end of this booklet. Each 
unit owner is responsible for any violation of these rules and regulations—whether 
committed by themselves, family members, tenants, agents, or guests. 
 
The Rules and Regulations may be modified, repealed or amended at any time by a 
resolution of the Board of Directors when deemed necessary and in the best interest of 
all Berkley House residents.  A listing of current Berkley House Board Members is listed on 
the House Bulletin Board.    
 
  
 

 
 
 

Maintenance Fee Payments 
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Maintenance fees may be paid either by check or by electronic deduction directly from 
your bank account.  Maintenance fees are due the first of each month and will incur a 
$25.00 late penalty it not received by the 10th of the month. NO EXCEPTIONS. 
 
If you wish to pay by check, make check payable to: BERKLEY HOUSE and include your unit 
number. Mail check to: Charlotte Square Condominiums, c/o Manager's Office, 2296 
Aaron Street, Port Charlotte, FL 33952 or sticker in coupon book. 
 
If you wish to have your maintenance fee automatically deducted from your checking 
account, please arrange this with the Manager's Office. 
 
 

Use of Common Areas 
 

The roads, parking areas, landscaping, roof, lobby, stairs, hall, platform lift, social room, 
Director’s office, laundry room, lavatory, storage areas, the flooring and carpeting, lights, 
windows, doors, furniture and decor in these areas--are all property commonly owned by 
the unit owners of Berkley House. 
 
The maintenance of our common areas is the responsibility of each resident in our House. 
These areas are a part of your home and should be kept as neat and clean as you keep the 
area inside your home. Your cooperation is appreciated (and expected!) by all residents.  
 
Laundry Room 
Washers and dryers are not allowed in individual units. This is a rule of both Berkley 
House and Charlotte Square.  

1.Laundry Room is open daily between 7:00 am, and 10:00 p.m. EXCEPT on 
Thursdays when it opens at 10:00 a.m. to allow for weekly cleaning. 
2.Please do not use more than two washing machines or dryers at a time and 
remove clothing from machines as soon as they are finished to allow others to 
use the machines. 
3.Washers take approximately 35 minutes and dryers take approximately 40 
minutes. 
4.ONLY QUARTERS MAY BE USED IN MACHINES (no foreign currency). 5 quarters 
are required for one load of regular washing.  A normal load for drying usually 
takes 2 quarters. 
5.Clean the lint trays in dryers after each use and be sure to clean up any spilled 
soap powder, bleach, etc. 

 
 
 
Lavatory 
Located on the first floor next to the Laundry Room. Please turn off the faucets, lights, 
and/or fan when you leave the lavatory and make sure the seat is lowered. Leave the 
door ajar so anyone walking by can be sure the water is not leaking and the lights have 
been turned off. 
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Mobility Devices 
People using walkers, wheel chairs, electric carts, shopping carts, etc. are responsible for 
any damage done to the common areas. This includes damage to walls, doors, carpets, 
furniture, glass windows, platform lift, etc. Please be alert when going through the halls 
with these devices as it could be dangerous for people stepping out of their units.   
Parking 
Each unit has a numbered parking space. You are expected to use your designated space. 
There are 28 deeded, covered parking spaces. They are deeded with the unit and may be 
sold at the discretion of the owner to another Berkley House unit owner ONLY. This 
transaction may be done ONLY AFTER notifying the Board and providing them with a copy 
of the agreement, and obtaining Board approval. The agreement must then be filed with 
the Public Records of Charlotte County, Florida. A unit owner may also rent or temporarily 
swap their parking space to another unit owner. No commercial vehicles are permitted 
without prior approval. 

     All vehicles parked in a Berkley House parking space must have a  current registration 
    plate  No extraordinary repairs or maintenance of vehicles may be conducted on Berkley      
    House common grounds. There will be no playing in the parking area. 

 

Recycling and Large Trash Pick-Up 
You are encouraged to recycle according to the Charlotte County's list of recyclables. The 
bin is located behind the Charlotte Square Office.  
 
If you are disposing of any appliances, large pieces of furniture, etc., these items may be 
left only at the recycling dumpster located near the Charlotte Square Office. You must 
notify the Charlotte Square Management Office to schedule a pick-up by Waste 
Management. Waste Management will accept calls ONLY from the Management Office. 
There is no charge for this service. 
 
Contractors working on individual units are responsible for hauling away and disposing 
of all construction materials generated by the work performed including, but not limited 
to, carpeting, cabinets, flooring, lighting fixtures, toilets, sinks, etc. If any action is 
required by the Board to insure the disposal of these materials, all costs incurred will be 
at the expense of the unit owner. 

 

Regular Trash 
Dumpsters are located at the ends of the building. Large boxes and cartons must be 
broken down and flattened before being put in the dumpster. Paper bags may be used for 
dry trash and STURDY plastic bags should be used for any trash that might drip. 

 
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 

Roof Access 
If your air conditioner needs repair or servicing, the repair person must obtain a key to 
the roof from the Charlotte Square Manager's Office during business hours. Be sure to 
caution workers to “Be Extremely Careful” and “Walk Gently” on the roof to avoid 
damage and potential leaks. Only the Charlotte Square Office and Berkley House Board 
Members have access to the roof keys (this is an insurance requirement). All keys MUST 
be returned to the Charlotte Square Office or Board Member before repair person leaves 
the facility. All persons going on roof must sign in at Charlotte Square Office and also on 
the sheet by roof access closet .  

 

Service Personnel and Deliveries 
Under no circumstances should an entrance key be given to any service personnel. 
Service personnel must use the end doors and stairs. Delivery of any large item must be 
made via the end doors and stairs and NOT via the main entrance and stairs. 
 
Smoking 
No smoking is allowed in any common area of Berkley House.   
 

Social Room 
This room is available for the use of every Berkley House resident. If you wish to use the 

room for a private event, please notify a Board Member to assure the room is available to 
you. Naturally, House meetings take precedence but these are usually booked far enough 

in advance to prevent conflicts. 
    There are also books, puzzles, DVDs and VHS movies for your use.  

Please promptly return these items when you are finished so they may be available to 
others. 

The room must be left in a clean condition. 
 
Storage 
Each unit has a designated storage area located in one of four storage rooms located on 
either side of the Berkley House entrance. The Lobby key fits all four doors. The unit 
number is located above the storage area. If you cannot locate your assigned storage 
area, please notify a Board Member. You should use your own padlock and key to secure 
your designated storage area. Berkley House is not responsible for any lost items. 
 
Large storage areas are located on the first and second floors of the North end and on the 
first floor only of the South end of the building. The Lobby key fits these doors. These 
storage areas are available for use by all 40 units and are accessible by all 40 units. Please 
be considerate of the amount of storage you use . Please remove any items you are no 
longer using. All items should be labeled with the owner's unit number.  
 
Storage must comply with all fire regulations. No flammable materials are permitted, such 
as paint, empty storage boxes, carpeting, etc.  
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Unit Sales/Rental Notifications 

 
All owners must own their unit for a minimum of three (3) years before it can be 
rented/Leased. No unit may be rented / leased more than twice in a calendar year. 
 
If a unit owner plans to rent or sell his/her unit, the Board MUST be notified in writing 
two weeks prior to listing the unit with a realtor. A notice must also be posted on the 
Berkley House bulletin board outside Berkley Office, prior to offering it publicly. This 
notifies the Board that there may be realtors and/or potential purchasers coming into the 
building and it also notifies any interested owners or renters that a unit is available. This 
notice may also be posted on the bulletin board outside the Charlotte Square 
Management Office for additional exposure.The Board must be advised in advance of 
any unit owner’s intent to either rent or sell their unit and any such Board approval 
must be in writing.  

     All potential owners or tenants seeking residence at Berkley House must also complete     
the following before approval may be granted by the Board of Directors: 

 
 
1.Completion of Resident Application 

2.Payment of $100.00 Application Fee 

3.Completion of confidential background report 

4.Introductory Interview with at least two Board members 

5.Signed and dated form stating that applicant has read, understood, and agrees to 
abide by the Rules and Regulations of Berkley House. 

 

Guest 
If you have guests staying in your unit for any length of time when you are not there, you 
are required to notify the Board of Directors.  If you have guests (including family and/or 
friends) in your unit for more than thirty (30) days, a completed application form must be 
submitted to the Board, along with a $100.00 application fee.   
 

Berkley House Board of Directors 

 
See the Bulletin Board beside the House office for the names and telephone numbers of 
the current Board of Directors.  
 
Meetings 
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House meetings are regularly scheduled by the Board of Directors each year. All unit 
owners are urged to attend. Meeting notices and agendas are posted on the bulletin 

board.  
    The Annual Meeting, when Officers of the House are elected, is held between January     
15th and February 28th. Proxy forms will be mailed to absentee unit owners for them to 

return their vote. These forms will allow for the following options: 
1.1. An absentee owner may designate a proxy vote to an owner who will be present 

at         the meeting. 
2.2. An owner may write in his or her individual choice for an elected official. 

 

We must receive the proxies to have a quorum (a majority vote of 21).  
 

  Regular Meetings. Regular meetings of the Board of Directors must be held at least monthly per 
Bylaws page 6 Item 3.4 . 

 
 

Right of Access /Emergency Access to Units 

 
It is Florida Condominium Law that the Board of Directors has a key to every unit in 
Berkley House to allow access in case of an emergency.  
 
Per Florida Statute 718.111 (5) Right of Access to Units, the Board of Directors or Manager 
has the irrevocable right of access to each unit during reasonable hours when necessary 
for the maintenance, repair or replacement of any common elements or of any portion of 
a unit to be maintained by the association as necessary to prevent damage to the 
common elements or to a unit or units. To assure this access, each owner is required by 
law to leave a unit key with the Berkley House association. Failure to do so will make the 
owner liable for any expense, including the repair of a broken door or lock, caused by 
forcible entry in an emergency. The key will be kept in the locked emergency key box in 
the Berkley House office. Only Berkley House Board Members and Management have 
access to the locked box. Periodically we will do a key check to make sure we have the 
proper keys that will open your unit. If you change your locks for any reason at any time it 
is your responsibility to provide a new key to the association.  REMEMBER, THIS IS THE 
LAW. 
 
Other Keys 
The realtor or unit owner should have provided you with door keys for your unit, a 
mailbox key, a lobby door key (which opens all four entrance doors to the House and the 
Storage Room door) and a pool key (which also opens the Charlotte Square Recreation 
Room ). 
 
If you lock yourself out of your unit, please contact a Board Member and they will see 
that you get into the House and, if necessary your unit. They will open your unit door and 



 

  PAGE  8  

then return the key to the emergency key box. They will not give you the key or lend you 
the key since it must be returned to the emergency key box. 
 
Berkley House is NOT responsible for replacing any lost keys. 
 
 
Security 
Berkley House security is of the utmost importance to maintain a safe environment for 
our residents.  
 
A surveillance camera system monitors all entrances of the building and will be reviewed 
only if improper activity is evident, while insuring all residents of their right of privacy.  
 
Doors to the building should not be left open for any reason. When you exit or enter the 
building, be sure the door is locked behind you. 
 
Doors should not to be opened for any visitor or service personnel for any resident other 
than you. Visitors and/or service personnel must contact the person they wish to see by 
cell phone or by the phone system in the atrium.  
 
 

Unit Owner Maintenance Requirements 
 
Air Conditioner Maintenance 
All air conditioning units must be serviced at least once every year.  It is in your best 
interest to maintain your air conditioning units as it will help keep your electric bill lower. 
A noisy compressor on the roof is also annoying to second floor residents.  
 
Insurance by Unit Owners 
Berkley House unit owners are required to have adequate casualty and liability insurance 
necessary to rebuild the interior of their condo after casualty and loss.  
 
The Board may require certificates of insurance from unit owners as evidence of 
coverage. 
 
Housekeeping 
To maintain a clean, sanitary environment for all residents of Berkley House, each 
resident is expected to keep your individual unit clean and odor free. If the Board 
becomes aware that you are not following reasonable house cleaning in your unit which 
causes a problem to either adjacent units or to common areas, you will be notified what 
the problem is and allowed two weeks to rectify the problem. If further action is required 
by the Board, all costs incurred will be at the expense of the unit owner. 
 
Controlling Mold/Mildew  
Each unit owner shall take positive steps to reduce and/or eliminate mold growth in and 
around their unit. The actions include having appliances cleaned and serviced regularly 
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fixing leaky plumbing, keeping humidity levels low, regularly caulking windows, faucets 
and drains.  
 
The Berkley House association is not responsible for the presence of mild or mildew 
regardless of the cause.  
 
Moving 
All movers must use the end doors and stairs. No moving may be done through the front 
entrance doors. The lift may be used for smaller items (with the total weight not to 
exceed the posted 500 lb. limit. ANY EXCEPTIONS MUST HAVE PRIOR APPROVAL OF THE 
BOARD. 
 
Pest Control 
Exterior pest control is a quarterly maintenance service that is provided by the Berkley 
House association and part of the budget process. 
 
Interior pest control is on a yearly contract basis .  
 
Plumbing 
Our water/sewer costs account for about 25% of our monthly budget. Therefore, good 
plumbing maintenance is of upmost importance to the Berkley House community. Please 
repair dripping faucets or leaking toilets immediately. At it’s discretion, the Board may 
schedule a time to check all toilets for leakage and will notify unit owners accordingly if 
any action is required by the Board to correct a unit owner's plumbing problem, all costs 
incurred will be at the expense of the unit owner. Your cooperation is appreciated. 

 
Fire Safety 
With respect to electrical work done within the unit, the Board may require a Certificate 
of Compliance from a licensed electrical contractor or electrician as evidence of 
compliance with applicable Fire and Safety Codes.  
 
The smoke detector inside your unit is not hardwired into the Berkley House fire alarm 
system. The maintenance of the detector is the responbility of the unit owner.  
 
Unit Construction/Alteration/Exterior Appearance 
The unit owner must obtain prior written approval by the Board to alter, repair or replace 
interior construction of the unit or the common elements of the building. Any alteration 
to the unit that may be seen from the exterior of the building must be approved in 
writing by the Board  
 
Water Heater Maintenance 
Unit owners are required to replace their water heater on or before it’s separation date 
(maximum 15 years). The unit owner is responsible if an outdated heater bursts and 
causes water damage to Berkley Common Areas and/or other units.  
 
Water Shut-off Valves 
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The main water valves are located on the first floor in the suspended ceiling. First and 
second floor units have individual shut-off valves inside the air conditioning closet. If a 
resident must turn off a water valve THAT WILL AFFECT OTHER UNITS, the other units on 
that line must be notified prior to the shut-off telling them when and the approximate 
time frame of the shut-off.  
When you are leaving your unit for more than one week, you must turn off the water 
inside your unit. 
 

Other Restrictions 
 
Disturbing Noises 
No unit owner shall make or permit to be made by anyone in the unit any unreasonable 
noise that will disturb or annoy other residents or permit anything to be done which will 
interfere with the rights, comfort, and convenience of other residents. 
 
Pets  
No pets are permitted in Berkley House or Charlotte Square's  property. 
Service animals and emotional support animals are welcome per Florida Statues and 
properly filed yearly paper work . 

 

       Bicycles  

     Because of space limitations only unit owners bicycles will be allowed . No more than two per           
unit. Bicyles are only allowed in the two bike racks and must have unit number on them.           

Bicycles not ridden or in poor condition will be disposed of. If you are leaving for a long period 
of time please store in your unit . No riding on any Charlotte Square or Berkley sidewalks. No 

bicycles in Charlotte Square pool areas per Charlotte Square Association rules and 
regulations. 

 

Grills 
We are under Charlotte County Fire Marshall rules which goes by the  National Fire 
Protections Association (NFPA) which are as follows. 

     The specific code sections are as follows:  
NFPA 1:10.11.6.1. For other than one- and two-family dwellings, no hibachi, grill, or other 
similar devices used for cooking, heating, or any other   purpose shall be used or kindled 
on any balcony, under any overhanging portion, or within 10 ft (3 m) of any structure. 
(Per NFPA 1, Uniform Fire Code, Florida FPC 5th Edition)  
NFPA 1:10.11.6.2 For other than one-and two-family dwellings, no hibachi, grill, or similar 
devices used for cooking shall be stored on a balcony  
 
 Short version : No grill within 10 ft. of the building and of 2016 this includes electric grills. 
 We are subject to State, County and House fines. 
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1st Floor Entry Concrete Pad/ Planting Areas 
Remember these are common areas and not controled by individual units. Although they 
are Berkley's, they must also conform to the overall appearance of Charlotte Square. They 
should be maintained and kept uncluttered so as not to create anytype of hazards [ trip, 
etc.]  for anyone. 
For pad changes please speak with a board director before doing. If not preapproved any 
changes could be removed . 
Planting areas are mostly maintained by volunteers . If you wish to volunteer or make 
changes please contact a board director or landscaping committee member . 
 
 
 
Fines 

One of the significant benefits of living in a Florida condominium is the ability of the 

association to adopt and enforce community standards in order to maintain property 

values and avoid the problems associated with neighbors who allow their condominium to 

fall into disrepair or fail to abide by the rules creating a nuisance for the entire 

neighborhood. When a violation is observed, in most instances a friendly letter from the 

association, typically from the community association manager, resolves the matter, but 

not always. In some instances the association must take further action to resolve the 

violation in order to maintain community standards. Available options include assessing 

fines, suspending member privileges and commencing legal action against the homeowner 

to enforce the governing documents  
For complete rules on fines see Berkley's Declarations and ByLaws. Also Florida Statue for 

condominiums. The applicable statute is s. 718.303 Fla. Stat  
 
 
 

  
 
And, last, if you have any requests, complaints, or suggestions, please complete an AVO 
(Avoid Verbal Orders) form located on the bulletin board and give it to a Board Member 
or drop it into the mail slot in the office door. An AVO assures that your concern will be 
given the most immediate, appropriate action by the Board. 
 
Forgive the “Rules & Regulations” set forth here, but they are intended to make life here 
at Berkley as friendly and as “homey” as we can make it—peaceful and orderly for us all 
to enjoy. 
  
  


