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At Crockers Body Corporate we are proud to call ourselves 

New Zealand’s leading Body Corporate Manager.

We thrive on providing great management 

services to almost 1,000 bodies corporate 

and manage over 18,500 units.

And because we take your property needs 

personally, each body corporate has their own 

dedicated and experienced Body Corporate Manager.

Everything Property!



Highlights of our services
  Personal access to Crockers Direct - an exclusive website that provides you with access to details of your  

levy accounts, copies of current invoices, AGM minutes, financial accounts, budgets and all sorts of other  
essential information provided by the Body Corporate Committee. Ideal for preparing a Pre-Contract  
Disclosure Statement

  The option of paying your levy accounts by direct debit

  Secure funds management in a partitioned section of our audited trust account, held at 
Westpac bank, with all of your body corporate’s funds earning interest for the benefit of your 
body corporate at all times

  Transparent fees and charges

  Discounted rates from service providers which are passed onto you 

  Helpful advice on dealing with a range of technical building issues

  Regular updates on market developments - including changes 
to legislation - delivered free and straight to your inbox 

  Access to our specialist Property Management, Valuation and 
Realty teams who can help you with your property needs

  Multilingual staff (we cover Mandarin, Cantonese, French, Russian, Romanian and Indonesian, among others)

  Professional meeting facilities

  An emergency line that can be accessed 24/7

  Negotiated, tailor made insurance policy terms for shared ownership properties

 As a client of Crockers you are entitled to our exclusive Loyalty Offerings - you will find them on the inside 
back cover

dited trust account, held at 
ng interest for the benefit of your 

nto you 

issues

es 

d 

We’ve 
got you 
covered



So, what exactly is a body corporate and how did I 
become a member?
A body corporate comprises all of the owners of the units 
within a unit titled property. Each unit has its own legal title, 
which is transferable and mortgageable. If this sounds like you, 
then congratulations! You are a member of a body corporate.

The body corporate is a legal entity, made up of all of its 
members. The members meet annually to elect a Body 
Corporate Chairperson and also a Committee who are in 
charge of the body corporate between General Meetings. The 
Committee must follow any directions given to it at a General 
Meeting. When certain types of major issues crop up, the 
Body Corporate Chairperson will call an Extraordinary General 
Meeting, so everyone has a chance to get together and make a 
decision. 

A common misconception we’ve found is that Crockers “are” 
the body corporate. In reality, our role is to act as a contractor 
to the body corporate, meaning that we provide you with 
services and advice as well as a few added extras. You and 
your fellow owners are the body corporate and the decision 
making power is solely in your hands.

How are the rules for my unit and body corporate 
set, and where can I get copies for my files?
In April 2010, Parliament passed the Unit Titles Act 2010. 
This new Act came into effect on 20 June 2011, once the 
Regulations were completed. 

Like most things in life, all bodies corporate have 
rules. Many of the governance issues are part of 
the Unit Titles Act 2010. Operational Rules can be 

The basics of being part of a Body Corporate
This booklet provides you with relevant information to help make it easier for you to understand the processes

amended by the body corporate at 
a General Meeting. Once agreed 
to, they need to be lodged at Land 
Information New Zealand (LINZ) 
so that they are noted on your 
title.

A copy of the Operational 
Rules should be with the 
title provided to you by 
your lawyer when you 
purchased the unit; if 
not we can provide you 
with an emailed copy 
with our compliments. 
If you’d like a hard copy we can 
get one to you no problem, 
however a small fee may apply. 

The Operational Rules of the 
property cover such things as 
parking, rubbish, installation 
of aerials or signs, where laundry can be hung and so on - 
every body corporate has their own Operational Rules.

My property isn’t on a unit title, so what does that 
make me a member of?
The team at Crockers also provide management services to 
other forms of multi-owner developments including company 
titles, incorporated societies and cross leases. In some cases 
the obligation to be a member of the society or hold shares in 
the company is built into the property title, and the entity then 
provides some form of amenity or service (such as sewerage 



For an experienced Rental Property Manager who is interested in helping you, 
call us at Crockers on 630 8890 or visit crockers.co.nz

At Crockers, we understand that we are not just managing your rental property, but your investment.

The body corporate has rights and responsibilities in respect 
of common property and the building elements – meaning 
that the funds in your body corporate can’t be used (except 
in special cases) for private or internal property matters, (see 
“Understanding the Jargon” for a definition of common and 
private property). This essentially means that if the body 
corporate has to spend money on something which is private 
property or a private responsibility (like cleaning up after 
a tenant who has caused some damage), the cost has to be 
recharged to the owner of that unit. 

How is a body corporate established?
Despite all of the legalities, it’s not as complicated as it sounds. 
A body corporate is established when a developer of a block 
of land deposits a unit plan with the District Land Registrar 
at the local office of Land Information New Zealand. At this 
point the owner of all of the units may be one person or entity, 
that is, the developer. Often at this stage changes will be 
made to the rules and certain ‘founding’ agreements entered 
into, with one person controlling all of the voting power. New 
owners automatically become part of the body corporate upon 
the settlement date of their unit. Being a member of a body 
corporate isn’t an optional arrangement – if you own a unit 
in a unit titled development, you’re automatically a member, 
with all the rights and responsibilities that come with that. Your 
membership doesn’t stop until you sell the property.

schemes) to its members. Owners of cross leased properties, 
especially ones with a larger number of members, will often 
hire an Agent or Manager to deal with the administrative 
details involved in the up-keep of the property. 

Okay, after all that - what does the body 
corporate actually do?
There are a huge number of things that a body corporate may 
do, but the things that the Unit Titles Act 2010 says that it 
must do are:

 Hold an Annual General Meeting, otherwise referred to 
as an AGM (in person or by mail)

 Insure all the buildings and other improvements on the 
land (excluding contents, which need to be covered by 
you or your tenants’ policy) for full insurable value

 Keep the common property and building elements in 
good order

 Carry out the functions detailed in the rules

 Raise enough money to meet its obligations by working 
out its costs, and then raising levies payable by owners 
based on that total. The total costs are allocated to each 
unit on the basis of their unit’s ‘ownership interest or 
utility interest’

 Have a long-term maintenance plan

 Have a Body Corporate Chairperson



As a member of the body corporate, you have a few responsibilities 
to take care of from time to time, but they are all relatively 
straightforward. 

The key things you must do:
 Make timely payment of all body corporate levies and other costs associated with the unit(s)

 Comply with the body corporate rules, and make sure that all of your tenants, guests and invitees  
also comply with those rules  

 Maintain your unit(s) so that the value of other surrounding units or the common property is not  
affected and your unit doesn’t pose a danger to anyone or cause any other unit to suffer consequential damage

 Allow the body corporate access to your unit(s) at all reasonable times for any of the reasons listed in the rules

 Keep the body corporate informed of changes in your contact details (we recommend that you do this in writing  
so that accurate records are kept, and it’s really easy to do this using your Crockers Direct account) 

 Advise the body corporate (again in writing) of any changes in ownership of the unit (especially important, as you  
remain liable for the levies on the unit until you provide the body corporate with written notice of the change) 

 Advise the body corporate of your New Zealand based Agent if you are away from New Zealand for longer than 3 weeks

 If you haven’t paid what you owe the body corporate when a General Meeting is held, then you won’t be allowed to exercise your 
vote. This means that if you haven’t paid your vote won’t count, so it’s important to check that your account is up to date well 
before your next meeting (and again, you can do this quickly and easily using your Crockers Direct account). You must still 
pay all levies even if you dispute the amounts.  Payment doesn’t take away any rights to continue with a dispute you may 
have through the Tenancy Tribunal. Be up to date and be heard.

What do  
     I need to do?



Our core services to your body corporate are based on 
the Body Corporate Chairperson duties as outlined under 
Regulation 11 of the Unit Titles Regulations 2011 and 
include:  

 Maintaining the register of unit owners (contact details for 
owners appearing on the title and their preferred means of 
contact)

 Preparing the agenda and taking the minutes of each 
General Meeting; recording resolutions voted on and 
whether they were passed

 Keeping financial accounts and records - preparing a 
balance sheet, profit and loss account and full details of 
all transactions for all owners to view before the Annual 
General Meeting

 Submitting, on behalf of the body corporate, the body 
corporate’s financial statements to an independent auditor

 Sending Committee reports to unit owners

 Preparing and sending out resolutions for agreement by 
mail, and notify unit owners of the results

 Notify the Body Corporate Committee of any delegation of a 
duty or power to the Body Corporate Committee

 Any other duties relating to the administration of the body 
corporate that the  body corporate has decided by ordinary 
resolution to confer on the Chairperson

 Attending to general correspondence with owners

 Arranging insurance valuations and quotations, placing 
insurance and assisting with the lodgement of insurance 
claims for common property losses or damage

Depending on the requirements of your body corporate and 
the things we have agreed to take care of, we may also offer 
members of your body corporate:

 General advice on the management of the property, such as how 
to plan for long term maintenance of the complex and navigate 
your way through challenging issues

 The option of taking care of routine maintenance for your 
common property areas.  However, please remember that 
we’re not specialist builders or engineers, so larger projects 
are not within our scope

Exceptions to this include complexes where:
 You have your own Building Manager, either visiting or 

resident

And what does Crockers do
As your Body Corporate Manager, our job is to make your life easier 
by taking care of the administrative functions of your body corporate on 

behalf of the Body Corporate Chairperson and/or Committee. We are great 
at multitasking, but the particular services we offer to your body corporate 

tend to depend on the size and requirements of your complex. Just like any great Executive Assistant, in all 
cases we strive to be professional, independent, and utterly reliable.

for me?

 You can trust us implicitly to look after your paperwork like it was our own.!



What happens to all the money I pay as body 
corporate fees?
Quite a lot, actually. Every year we spend some time looking at your 
situation and preparing a budget of the costs we think your body 
corporate will need to pay during the coming year.  If you have a 
Committee, they will generally consider this budget in conjunction with 
your Body Corporate Manager and make adjustments, as they believe 
appropriate.  Once this has been taken care of, the budget is sent to all 
members of the body corporate, usually along with notice of the Annual 
General Meeting (“AGM”), financial accounts for the previous year and 
the agenda for the upcoming meeting.  

You and your fellow members then get to consider the budget at 
your AGM. This is the time to speak up and suggest any changes to 
the budget, such as adding money to cover proposed maintenance to 
common areas, or decreasing the budget for gardening if that’s what you 
think is right.

Once the budget is voted on and approved by everyone at the meeting, 
it becomes the basis of the fees (or levies) that you pay.  We calculate 
each owner’s levy by applying their ownership interest and utility 

interest to the total of each item in the budget, and send 
out the invoices.  We bank the money paid by owners 
to a partitioned section of our Westpac trust account 
(separately identified as being for the benefit of your 

body corporate only).  From those funds we make 
payments to suppliers of services to your complex 
that match the approved budget.  The timing of the 
payments your complex needs to make drives the 
timing of the levies that you have to pay, because the body corporate 
needs to collect levies before it is able to pay its suppliers.  

Are there other costs I might come across?
Yes, there may be. Services might be on-charged to your unit – for 
example, if the occupants of your unit are responsible for causing a 
Fire Service call out to a false alarm, the cost incurred by the body 
corporate may be recharged to you.  Some complexes on-charge 
water rates based on meter readings - ask your Body Corporate 
Manager if you’re not sure.   

An additional fee applies if you request specific services such as 
a Pre-Contract Disclosure Statement or Pre-Settlement Disclosure 
Statement which are needed should you decide to sell your unit. 
There is also an Additional Disclosure Statement which can also 
be requested by any potential purchaser, or additional copies of 
material which we have already sent. We can make most information 
available to you free of charge through our Crockers Direct website.  

And in the (hopefully unlikely) event of you being late in paying 
your body corporate levies, you may incur charges such as interest 
on late payments and debt collection costs.  

Frequently Asked Questions

 You don’t approve a budget for maintenance – meaning that we 
have no authority to incur expenditure and no funds to pay the 
bill when it arrives

 There is the facilitation of an audit of the financial accounts of 
the body corporate

 There are secretarial services to Committee meetings (by 
arrangement)

 There are arrangements of building compliance requirements 
such as Building Warrants of Fitness

Other services are negotiated from time to time between the Body 
Corporate Manager and the Body Corporate Chairperson/Body 
Corporate Committee, including additional General Meetings and 
additional levies.

As your trusty Body Corporate Manager, we can only deal with 
administration related to common property - if your washing 
machine isn’t working or your tap is leaking, we’re sympathetic, but 
sadly not the person to call. We can only deal with the owner of the 
property, as they have the rights and responsibilities of membership 
and these can’t be delegated.
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Who do I talk to at Crockers?
Each and every body corporate has their own assigned Body 
Corporate Manager, and most of our Body Corporate Managers also 
have a Support person who can help you out. If you call us, you can 
guarantee that we’ll call you back, even if we can’t answer your 
question straight away. 

Crockers also offer Property Management Services, Real Estate 
Sales and Property Valuations. If you’re interested in any of these, 
your Body Corporate Manager will be happy to organise for one of 
our team to contact you.

Maintenance on common property 
If your complex has a Building Manager (either on site or visiting), 
they will usually be the first port of call if you notice anything that 
needs repair in the common property.  The Building Manager’s job 
is to work on the common property, so sadly, they’re not usually 
available to change the light bulbs or fix the tap in your unit.  

If your complex does not have a Building Manager, and the item 
needing repair is part of the common property, contact your Body 
Corporate Manager.  We will generally be able to arrange for an 
appropriate tradesperson to contact you and fix your problem ASAP.  

However, some bodies corporate do not budget for maintenance 
work, meaning that we have no authority to incur maintenance costs 
(or money to pay the bill either) but we’ll let you know that when 
you call.  

If it’s a costly piece of work that isn’t in the current budget, it may 
need to wait until the next AGM or for an EGM (Extraordinary 
General Meeting) to be called, so that you and your fellow owners 
can decide how to raise the money for the work.  

To keep costs down, the owners in many smaller complexes carry 
out minor works themselves. Again, if you’re not sure, give your 
Body Corporate Manager a call and they will let you know.   

The body corporate is responsible for the common property and 
building elements as set out in the unit plans and Unit Titles Act 
2010.  However, it is often hard to tell where common property 

stops and private property begins, and this really does depend on 
the complex. However, if it’s an urgent problem, we may send a 
tradesperson at the time, and work out who is responsible later. We 
have to reserve the right of the body corporate to recharge the cost 
later, if it turns out that the issue is private property and therefore 
your personal cost.

Problems with another unit, affecting your unit  
This one can be really, really difficult to solve. In most complexes 
neither we nor the Building Manager will have keys enabling us 
to access private property. We’ll try everything we can to help 
you contact the owner of the unit or someone responsible, like a 
Property Manager.

Insurance claims
Sometimes it can be a little hard to work out whether a possible 
claim might be covered under the body corporate’s policy, as 
opposed to your own contents policy. A rough guide is to imagine 
that if you could physically pick the unit up and turn it upside down, 
anything which doesn’t fall out is covered by the body corporate 
insurance, and the stuff that falls out has to be covered by you 
(or your tenants). Most body corporate policies will also cover the 
owners’ (note, not your tenant’s) whiteware as well, so it pays to 
check what’s what before lodging a claim.

More information can be found at Crockers Direct or contact your 
Body Corporate Manager.

Depending on the nature of your request and your 
complex, it does pay to check with your 

Crockers Body Corporate Manager.

If your property is not a body corporate then you 
will be a member of one of the other entities we 
mentioned previously.  The services we provide 
will depend on what you need from us, and your 
Body Corporate Manager can provide you with 

further information.

List your property with Crockers Realty as a sole agency, and receive $1,000+GST off our standard commission 
and your Pre-Contract Disclosure Statement is free of charge.  Call us at Crocker s on 630 8890 or visit crockers.co.nz  



Understanding the jargon 
of bodies corporate

Common Property 

Areas owned collectively by 

all the owners, and shown on 

the unit plan as such. Common 

Property is the responsibility 

of the body corporate (which 

is of course, all the owners of 

units within the development), 

while Private Property is the 

responsibility of the owner of 

the relevant unit. The body 

corporate is also responsible 

for ensuring that external 

elements and infrastructure are 

maintained.
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Committee  
Owners elected at a General 
Meeting to govern the body 
corporate in accordance 

with the Act. The Committee 
has much of the power of 

the body corporate between 
General Meetings and liaises 

with the Body Corporate Manager. 

Operational Rules 

The Unit Titles Act 2010 

provides a default set of 

Operational Rules.  These are 

brief in detail and cover items 

such as parking and storage on 

the common property. 

Unit PlanThe plan showing the lot, Principal Units, Accessory Units, Common Property, and Utility Interests that is filed at Land Information New Zealand. The unit plan determines what is common property (and therefore the body corporate’s responsibility) and what is private property. 

Ownership Interest This is the figure used to raise the funds for items such as the capital improvement fund and determines an owner’s voting percentage in the event that a poll is called.  It can be changed but must be done by a registered valuer, and is based on the relative value of your unit when compared to others in your body corporate. 

Trust Account 
An account which holds each body 

corporate’s funds entirely separate 

from all other money.

Proxy
Written authority given 

to someone else to 
allow them to attend 

and vote on behalf of the 
registered owner(s) at a 

General Meeting. 

body 
te Disclosure Statements 

There are 3 types of Disclo
sure 

Statements: Pre-Contract,  

Pre-Settlement and Additional.  

The Pre-Contract Disclo
sure 

Statement must be available to the 

Real Estate Agent when you decide 

to sell your unit. Pre-Contract 

and Pre-Settlement Disclo
sure 

Statements are both mandatory.

Budget
An estimate of the costs that the 

body corporate will incur in the 

coming financial year, which is 

considered and approved by owners 

at a General Meeting. Once a 

budget is approved, it becomes the 

basis of the levies that you pay. 

The total payable in respect of each 

unit is (generally) calculated by 

applying the utility interest to the 

total of each item in the budget.

PlUnit PPlit Pl

Private Property 

In the context of a unit titled 

development, this means 

property which belongs to an 

individual unit and is not shown 

as Common Property on the unit 

plan. Private Property is the 

responsibility of the owner of 

the relevant unit, while Common 

Property is the responsibility of 

the body corporate (which is of 

course, all of the owners of units 

within the development).

Annual General Meeting (AGM)   This is a meeting of all of the members of the body corporate, called in accordance with the requirements of the Unit Titles Act.  A body corporate must have at least one meeting every year, which will be referred to as the Annual General Meeting.  Other General Meetings are called Extraordinary General Meetings (EGM). 

Extraordinary General Meeting (EGM)Any General Meeting of the body 
corporate other than the AGM. The 
Act determines who can call an 

EGM: the Chairperson, Committee 
or owners representing not less 
than 25% of the principal units 

by notice to the body corporate of 
their desire to call an EGM.

Unit Titles Act 2010 

& Unit Titles 

Regulations 2011

The current legislation 

governing all bodies 

corporate. 

Accessory Unit 
Unit attached to one or more 

principal units, for example: 

carpark, storage locker or access 

way. Accessory Units are intended 

to be used for a purpose that is 

ancillary to the Principal Unit to 

which it is attached.

Extraordi

n 
Quorum 

The number of owners that must 

be present or represented at a 

General Meeting of the body 

corporate to allow it to conduct 

business. The figure under the 

Act is 25%.  
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Annual Levy
Also called ‘body corporate levy’ 

or ‘body corporate fees’, this is 

the annual contribution which 

each unit owner is required to 

pay in respect of their unit (based 

on an approved budget and their 

unit’s Utility Interest) to enable 

the body corporate to meet its 

commitments. A body corporate 

might also raise a ‘special levy’ for 

a special project.



Body CorporateThe collective entity made up of all the owners in a unit titled development. You and your fellow owners are the body corporate.rporate.

Utility Interest 

The figure used to raise costs 

associated with running the 

complex, such as the long-term 

maintenance fund, contingency 

fund and day-to-day operating 

account.  It can be changed by 

Special Resolution (75%) at a 

General Meeting but whatever 

the figure is, it needs to be fair 

and equitable.  Should Utility 

Interest be changed, there can 

be no further review for another 

36 months.

Special LevyTechnically there isn’t any legal difference 
between a levy that a body corporate raises to cover its operating costs, and a levy that it might raise for a special purpose such as a remediation project. 

To keep things simple and to distinguish 
between ongoing costs and one off costs, 
most bodies corporate that need to raise 
money for a special purpose will refer to 
the levy on members as a ‘special levy’. 

As with ordinary levies, though, there will 
be a budget which is the basis of the total 
amount raised. Each unit’s Utility Interest 
is applied to the total sum to be raised, which determines how much of  the total each unit will have to pay  towards the cost. 

Terms & Conditions 

Apply. 

See crockers.co.nz/connect

I want to sell my property, can you help?
We’d love to!  As part of the extensive Crockers Property Group, we have a  successful 
in house Realty team who are specialists in marketing and selling apartments, 
residential and investment property throughout Auckland. Our highly trained 
and qualified team is thoroughly conversant with the Unit Titles Act (2010) and 
understand the special nature of bodies corporate and community titled properties.

For more information, call Peter Holmes on 09 968 3446.

I want my property managed, can Crockers help?
Absolutely!  As part of the extensive Crockers Property Group, we have a Property Management 
team who are specialists in managing  apartments, residential and commercial properties all 
over Auckland. Our trusted team understand that we are not just managing your property, but 
your investment, and our Property Managers are happy to attend your Body Corporate AGM’s on 
your behalf.  We offer a truly “hands on” personalised property management service and can 
promise a smooth transition with no disruption to the tenant or yourself.

For more information, call Liz Gemmell on 09 623 5659

© Copyright Crockers Property Group 2015

...for saying “I’m with Crockers”!

It’s our way of thanking you...

Enjoy these exclusive offers!



PO Box 74054  Greenlane, Auckland 1546  |  525 Manukau Road, Epsom, Auckland 1023  |  T 09 630 8890   F  09 630 8898 

Crockers Property Management Ltd and Crockers Realty Ltd, Licensed (REAA 2008)

CROCKERS
PROPERTY 

MARKET 
RESEARCH

REALTY
SALES

EX
EC

U
TI

V
E 

L
I

V
I

N
G

PROPERTY

WE TAKE IT 
PERSONALLY

IF
 IT

’S
 N

O
T

 IN
 Y

O
U

R
 

B
E

S
T

 IN
T

E
R

E
S

T
S 

W
E’R

E NOT INTER
ESTEDVALUATIONS

H O N E S T Y  I S 
O U R  P O L I C Y  
   THAT’S THE 
       T R U T H

G O O D  VA LU E 
IS IMPORTANT. 
GOOD VALUES

I M P E R AT I V E

MANAGEMENT

B
ody

 C
orporate


