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The Bradlee Tenants Corporation 
 

House Rules 
Effective August 1, 2010 

 
 
The Board of Directors has approved these House Rules which are rules of conduct adopted 
and designed to promote harmonious living among the owners and occupants of our co-op.   
 
These House Rules are binding upon all residents and may be supplemented, amended or 
repealed at any time by resolution of the Board of Directors.  Any approval granted under the 
House Rules may be revoked at any time.  
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APARTMENTS 
 

ACCESS TO APARTMENTS 
 
The Proprietary Lease requires that the building staff and outside contractors authorized by the 
co-op must be provided access to each resident’s apartment for the following purposes: 
extinguishing fires; exterminating vermin, insects or other pests; repairing leaks; maintaining 
heating units; repairing gas or water lines; and for determining whether these actions are 
necessary.  Apart from emergency situations, every effort will be made by the Management 
Company to schedule a mutually convenient time for providing access. 
 
The Proprietary Lease requires that a duplicate set of keys for every lock be given to the 
Management Company.  Keys held by the Management Company are kept under tight security 
in a locked key box.  The building Superintendent may also accept custody of individual 
apartment keys.  If keys are not provided for an apartment and an emergency condition arises in 
that apartment, the front door will be broken down and replaced at the resident’s expense. 
 
The co-op maintains a record for all residents which contains contact information including 
business and cell phone numbers.  All residents are requested to provide current contact 
information to the Management Company.  This information enables scheduling of routine 
maintenance and is especially important in the case of emergencies. 
 
Residents who fail to provide access to their apartments will be held financially responsible for 
any resulting damage caused to the co-op or to other apartments. 

ALTERATIONS 

Approvals 

Alterations, with the exception of painting, wallpapering and carpeting, may not be performed 
without the prior written approval of the co-op.  Replacement of kitchen or bathroom fixtures or 
cabinets is considered an alteration.  Residents contemplating alterations should request and 
carefully review the Alteration Agreement available from the Management Company. 
 
No construction contract should be signed or alteration work scheduled until written approval of 
the alteration has been granted and construction dates approved by the co-op.  Any alteration 
made without prior written approval constitutes a default under the Proprietary Lease and may 
result in the termination of the Proprietary Lease. 
 
Proposed alterations must comply with New York City building code requirements and other 
city, state and federal regulations.  The cost to review the proposed alterations by the co-op’s 
architect/engineer will be paid for by the resident making the application unless a certified 
engineer’s report is supplied to the co-op.  Certain appliances are not permitted (see 
“Appliances”). 
 
An alteration fee (see Appendix A) is required before any work begins and will be refunded after 
completion pending no damage to any aspect of the building. 



Plumbing Connections 

Installation of devices or fixtures which are connected to plumbing is restricted to those areas of 
apartments which are in a vertical line with such devices and/or fixtures of other apartments in 
the same line.  

Notifications 

Residents are required to notify all adjacent neighbors (above, below and on either side) when 
an alteration project is about to begin. 

Work Hours 

Construction may be conducted in an apartment only on weekdays (not including federal 
holidays) and only between the hours of 9:00 a.m. and 4:30 p.m.  Residents are responsible for 
the proper performance of all work in their apartments and for any damage caused to the co-op 
and to other apartments resulting from work being performed.   

APPLICANCES AND FIXTURES 
Only appliances approved for use in the building may be installed or used in an apartment.  
Installation or use of any of the following appliances in any apartment is prohibited: clothes 
washer, clothes dryer, sauna, whirlpool, Jacuzzi, kiln, garbage disposal, or trash compactor.  
Microwave ovens or electric stoves must be placed on a separate dedicated electrical line.   
 
Nothing may be installed through the walls, including air conditioners and vents.  Window 
mounted air conditioners must be installed in compliance with New York City regulations.  New 
York City law requires that toilets and flush valves installed after January 1, 1992 be on an 
approved list.  Please check with the Management Company before ordering appliances and 
fixtures. 
 
The cost for all repairs or replacement of kitchen and bathroom appliances and fixtures, 
including refrigerators, ranges, dishwashers and toilets is the responsibility of the resident.   
 
The co-op shall have the right to conduct periodic audits of the resident’s appliances. 
 
Residents are required to pay a cartage fee (see Appendix A) as set by the co-op for the 
removal and disposal of broken or unwanted large appliances such as refrigerators, stoves and 
air conditioners, and large items of furniture.  Neither the resident nor anyone in the resident’s 
household or employ shall dispose of any appliance or other property in the hallways, basement 
or other public areas, unless and until written permission is obtained from the Management 
Company and the resident pays the appropriate cartage fee to the co-op. 
 
Residents are responsible for promptly correcting and fully stopping any leak or drip coming 
from any appliance in the resident’s apartment including air conditioners.  Residents will be held 
financially responsible for any damage caused to the co-op or to other apartments that is 
attributable to the use of prohibited appliances or to the misuse or malfunction of any appliance. 

FLOOR COVERING 
Floor covering is a key factor in reducing sound between apartments and safeguarding the quiet 
enjoyment of any apartment by each resident.  Accordingly, rugs of suitable thickness, carpeting 
over adequate padding, or equally effective noise reducing material must cover at least 80% of 



the floor area of each room, including the foyer, hallway and dining area, with the exception of 
kitchens and bathrooms.   
 
The floor area under all tables, chairs, stools, benches or other frequently moved furniture must 
be covered 100%.  Items which produce larger sounds (e.g. musical instruments, speakers, 
etc.) must have extra padding to muffle sounds.  Extra padding must also be used in high traffic 
areas and under frequently moved furniture in order to muffle sounds. 

MOVING 
Moving in or out of the building is permitted only on weekdays between the hours of 8:45 a.m. 
and 4:30 p.m.  Moving is not permitted on Saturdays, Sundays or legal holidays.  Notification 
must be given to the Management Company at least three days prior to moving in or out of the 
building so that arrangements can be made to protect the elevators. 
 
Moves must be facilitated using one of the three service entrances.  No furniture, boxes, or 
other moving material can be brought through the front doors unless it is required as a last 
resort due to service entrance space constraints.   
 
Elevators must not be held or propped open when moving to “reserve” its use.  Other residents 
must also be allowed the use of the elevators during this time. 
 
Residents are responsible for any damage to the building resulting from their moving in or out.  
There is a move in or move out fee (see Appendix A) that is refundable pending no damage to 
any aspect of the building.  Prior to hiring a moving company, that company must furnish 
insurance certificates naming the apartment co-op as an additional insured in limits as 
established by the co-op. 

NOISE AND DISTURBANCES 
It is the responsibility of all residents to be considerate of their neighbors.  Televisions, stereos, 
music, musical instruments and all other forms of personal entertainment must be played at 
minimal levels so as not to disturb other tenants.  This rule applies to day and evening use.  
Noise from the operation of an exercise machine must be kept to a minimum by installing 
additional floor padding.  Telephone ringers must be set at a moderate or low level so that they 
cannot be heard in hallways or in neighboring apartments.  No resident or any member of a 
resident’s household or any person using a resident's apartment shall give vocal or instrumental 
instruction at any time. 
 
Noise of any kind that disturbs or annoys other residents is strictly forbidden between the hours 
of 11:00 p.m. and 8:00 a.m. 
 
The co-op encourages residents to politely notify neighbors of any noise disturbances and work 
together to seek resolution.  If requests are not respected, then the Management Company 
should be notified in writing with specific details.  The Management Company will investigate, 
send notification letters, follow up and take legal action as necessary. 

ODORS 
No resident shall permit unreasonable cooking, smoking, or other odors to escape into common 
areas. 



PETS 
Residents are not allowed to keep dogs in any apartment.  No pets other than caged birds, 
caged rodents and fish shall be kept in an apartment without the express written approval of the 
Board.  The right to maintain all other pets, as well as cats, is strictly subject to the regulations 
set forth below.  Having a pet with Board approval is a privilege which can be rescinded at any 
time.  All approved pets must be registered with the Management Company.   
 
Subtenants may not keep pets in the building.  Pets may not be kept for commercial purposes.  
Pets are not allowed in the common areas of the building, such as the hallways, lobby, 
basement or laundry room.  Pets causing or creating a nuisance or unreasonable disturbance, 
odor or noise shall be permanently removed from the property upon demand by the 
Management Company.   
 
Each resident who keeps any type of pet in an apartment shall be required to indemnify and 
hold harmless the co-op, all other residents and the Management Company from all claims and 
expenses resulting from acts of such pets. 
 
At no time shall litter from any animal be put down the compactor chute.  Such litter must be left 
in sealed plastic bags in the garbage room or taken to the basement compactor room.   
 
No birds or animals shall be fed from the windowsills, in the yards, court spaces or other public 
areas of the building, or sidewalks or streets adjacent to the building.   
 
It is the responsibility of every pet owner to ensure that any caretakers of their pets are aware of 
and adhere to these rules.   

REPAIRS 
Any required repairs which are the responsibility of the co-op should be referred to the 
Management Company. 
 
The co-op is responsible for maintaining and repairing exterior window panes and frames; 
entrance doors; gas, steam, water or other pipes within the walls, ceilings or floors; valves 
attached to exposed gas, steam, water or other pipes; and heating fixtures which are part of the 
standard building equipment.  The co-op is responsible for repairing original interior walls, floors 
and ceilings only if damage is directly attributable to the co-op’s having to access a portion of 
the building for which it is the co-op’s responsibility.  
 
The co-op is not responsible for maintaining and repairing interior walls, floors and ceilings; 
electrical fixtures, fuse boxes or circuit breakers, and electrical wiring and conduits from the 
junction box throughout the entire apartment; and handles attached to exposed gas, steam, 
water or other pipes. 
 

SALES, SUBLETS AND USE OF APARTMENTS 

Approval Process 

Approval for the sale or transfer of an apartment must be obtained from the Board.  All 
apartment transfers are processed by the Management Company which sends the required 
information to the Board.  The application process includes the submission of a financial 



statement, current income tax return or other proof of income, letters of recommendation, the 
purchase application, sales contract and credit report.  There is a non-refundable application fee 
(see Appendix A).  All prospective purchasers including existing residents, their spouses and 
intended residents must be interviewed and approved by the Board.  A capital contribution fee 
(see Appendix A) is required from both the seller and buyer on all unit sales. 

Home Professional Use 

Apartments are to be occupied primarily for residential purposes.  Residents may 
simultaneously maintain ancillary home offices, if such office is operated in accordance with 
Section 12-10 of the New York City Zoning Resolution (or any successor statute).  Under no 
circumstances shall any patients, clients, customers or other invitees of any resident operating a 
home office be permitted to wait in any lobby, public hallway or vestibule. 

Maximum Occupancy Standards 

The Board of Directors may establish at its discretion maximum occupancy standards for the 
apartments in the building. 

Open House 

No group tour of any apartment or its contents shall be conducted, nor shall any auction sale be 
held in any apartment.  Open house events for the purpose of showing apartments to 
prospective buyers are strictly regulated as follows: 

 The Management Company must be given a minimum of three days notice of an 
upcoming open house. 

 A seller must arrange to have an escort in the lobby to meet prospective buyers and take 
them to and from the apartment.  No potential buyers will be allowed to visit an 
apartment unescorted and they will be turned away by the doorman if an escort is not 
provided during an open house event. 

Subletting 

Subletting will be permitted after a minimum of two years of residency on a case by case basis, 
generally for reasons of employment transfer, military service, education, or financial hardship.  
If approval to sublet is granted, it will be for a term of not more than one year with a potential 
renewal for a second year. 
 
Approval of a sublet applicant requires the same approval process as apartment sales and 
transfers.  In all subleases a sublet fee (see Appendix A) based on the rented unit’s monthly 
maintenance is imposed for the term of the sublease.  Subletting without the approval of the 
Board constitutes grounds for termination of the Proprietary Lease. 
 

SMOKE DETECTORS AND CARBON MONOXIDE DETECTORS 
Smoke detectors and carbon monoxide detectors are required by New York City law in all 
apartments.  Purchase, installation and maintenance of these detectors are the responsibility of 
each resident.  Detectors should be tested periodically and batteries replaced annually.  Smoke 
detectors are located throughout the basement.  There are fire extinguishers in the laundry 
room and the boiler room.  The hallway lights include a smoke detector and will provide 
emergency lighting in the event of an electrical outage. 



WINDOWS 
It is the responsibility of all residents to keep their apartment windows clean.  The Management 
Company will notify residents whose windows are unacceptably dirty.  In the case of a resident 
who refuses or neglects to clean the windows within ten days following such notice, contractors 
authorized by the co-op may enter the apartment to clean the windows and the cost will be 
added to the resident’s maintenance bill.   
 
Nothing shall be hung, shaken or thrown from the windows.  No signs or advertisements shall 
be posted or exposed at any window.  Purchase or replacement of screens is the responsibility 
of the resident. 
 
Should a resident wish to utilize an outside company to clean the windows, such company must 
furnish the Management Company with an insurance certificate naming the co-op as an 
additional insured in limits as established by the co-op. 
 

SECURITY 
 
The safety and security of all residents is the foremost concern of the co-op.  The front and all 
three basement entrances are continuously monitored by closed circuit television cameras and 
videotaped. 

ENTRANCES 
All residents should contribute to the security of the building by observing the following:  

 Report intercom system problems to the Management Company for repair 

 Gently close the front or service door behind you when entering or leaving 

 Install a top lock and double lock your door at all times 

Basement 

For additional security, building service entrances and elevators are locked so that the 
basement is inaccessible from 11:30 p.m. until 7:30 a.m. 

FIRE ESCAPES 
Residents should contribute to the security of the building by installing security gates that meet 
fire department standards in any windows facing the fire escape. 
 

PASSAGEWAYS 
Residents shall not obstruct stairways, elevators, public halls, lobbies, entrances, sidewalks, 
passages, or other public spaces in the building. 

VISITORS 
The doorman plays a vital role in maintaining the security of the building.  All visitors must be 
announced by the doorman at the front entrance before being permitted to enter the building.  
The doorman is not permitted to leave his post except for allotted breaks.  Residents should not 



ask the doorman to perform personal tasks which take him from his post and jeopardize the 
security of the building. 
 
Residents should contribute to the security of the building by observing the following:  

 Do not buzz people in unless you know who they are 

 Call the Management Company to report any suspicious people in the building  

 Return the elevator to the first floor after use  

Canvassing 

Canvassing, soliciting or peddling in the building is prohibited.  No advertising matter may be 
placed in the mail boxes except that which is delivered by the USPS.  No circulars or other 
soliciting material shall be placed under or near any resident’s entrance door.  
 

SERVICES 
 

BOARD OF DIRECTORS 
The Directors of the co-op are elected at the Annual Meeting of the shareholders.  The Board of 
Directors is responsible for establishing the co-op’s policies, which may be broad and long-
range or specific and immediate (both are necessary). 
 
Directors do not run the co-op themselves.  The Board hires and supervises a Management 
Company and assesses its performance.  Normally, direct involvement by Board members is 
limited to working with the senior managing agent and other principal service providers, such as 
the accounting and law firms.   

BUILDING STAFF 
Employees of the co-op are not permitted to perform personal services for any resident during 
working hours.  Employees who violate this rule are subject to disciplinary action including 
suspension and termination.  Should a resident engage an employee to perform personal 
services during the employee’s off hours, the resident acknowledges that the employee is 
performing services in the capacity of an independent contractor and not as an employee of the 
co-op. 
 
Complaints regarding the performance of services by the building staff should be made in 
writing to the Management Company.  Complaints regarding the performance of services by the 
Management Company should be made in writing to the President of the Board of Directors. 
 
There is no obligation to provide employee gratuities although tips for unusual service may be 
appropriate at the resident’s discretion.   

DELIVERIES 
The delivery of any large item, including furniture and appliances, must be made through a 
service entrance.  The Management Company must be contacted at least three days in 
advance in order to arrange to have the elevator padded.  Delivery is limited to Monday through 
Friday from 9:00 a.m. to 4:30 p.m.  Requests for exceptions must be made in writing to the 
Management Company and approved prior to scheduling the delivery. 



 
As a courtesy to residents, the doorman on duty will accept deliveries including small packages 
from the USPS, UPS, Federal Express or other courier services.  A note will be posted to the 
resident’s mail box that a package is being held and it is the responsibility of the resident to 
collect the package during regular doorman hours.  Any item that has been accepted by the 
doorman but has not been claimed within ten days may be returned to the sender.  Residents 
who intend to be away for more than ten days should either have their mail held by the USPS, 
arrange to have someone pick up the item, or advise the Management Company to hold the 
item until their return. 
 
The co-op is not responsible for the loss of or damage to any delivered item.  If a resident does 
not wish the doorman to accept delivers on his or her behalf, the resident must notify the 
Management Company accordingly. 

MANAGEMENT COMPANY 
The co-op’s Board of Directors hires and supervises a Management Company who is 
responsible for managing the daily operation of the co-op and maintenance of the building.   
 
Specific responsibilities include but are not limited to: 

 Providing accurate and timely financial reports 

 Hiring and supervising employees; managing payroll 

 Responding to changing federal, state and local laws to avoid violations  

 Interacting with the co-op’s other professionals such as legal counsel, accountant, 
engineer, etc. 

 Maintaining working relationships with reputable contractors and service providers 

 Handling sale, sublet and refinancing applications  

 Responding promptly to resident inquiries 

 Maintaining accurate, accessible files and records 
 
Contact the Management Company for assistance with any matters relating to the co-op. 

TELEVISION SERVICE 
The building has a master antenna that provides over-the-air reception of VHF television 
channels to all apartments.  Residents who wish to be connected to the master antenna should 
contact the Management Company.  There is no charge for this service.  As of June 2009, VHF 
television reception will only work in conjunction with a convertor box.  The purchase and 
installation of a convertor box is the responsibility of each resident.   
 
Cable television service is available throughout the building.  Arranging for the installation of 
cable service in an apartment is the responsibility of each resident.  Installation of any television 
reception device by any resident on the roof or exterior of the building is prohibited. 
 

SHARED AND PUBLIC SPACES 
 
New York City law prohibits smoking in all public areas of the building including the lobby, 
elevators, hallways, basement and laundry room.  Smoking immediately outside of all entrances 
and on the front steps is strictly prohibited. 



BUILDING EXTERIOR 
No radio or television aerial, sign or other object may be attached to or hung from the exterior of 
the building.  Nothing shall be placed on the fire escapes or the window sills of the building.  No 
one is allowed on the roof at any time except in the case of flood, fire, or any other life-
threatening situation. 

ELEVATORS 
There are two passenger elevators, one for each wing of the building.  They are regularly 
inspected and the inspection notice is available at the Management Company.  Bicycles, 
scooters and similar vehicles are not permitted in the elevators, except for carriages and 
strollers when occupied by a child and attended by an adult. 
 
After using the elevator return it to the first floor for the safety and convenience of all tenants. 

HALLWAYS 
Hallways must be kept clear at all times.  No boots, shoes, umbrellas, doormats, bicycles, 
strollers or similar items may be left in the hallways.  Items left in the hallways are a violation of 
the New York City fire code.   
 
No hallway or apartment door may be decorated or furnished by a resident in any manner. 
 
Hallway windows must be kept closed at all times during cold-weather climates. 

LAUNDRY ROOM 
The co-op owns the laundry room equipment and pays a company for maintenance; repairs are 
generally provided within 24 hours of notification.  Report any machines not working properly to 
the Management Company as soon as possible.  The co-op is not responsible for any articles 
washed, dried or left in the laundry room.   

Hours 

The laundry room, located in the basement, is open seven days a week from 8:00 a.m. to 11:00 
p.m. (the last wash may be started no later than 9:45 p.m.).   

Rules 

Folding tables, laundry carts, chairs, a step stool and a fan are provided and are not to be 
removed from the laundry room.  Articles should be removed from the washers and dryers 
within ten minutes of the completion of a cycle.  The washing or drying of drop cloths from 
painting or repairs is not allowed.  Dryer lint filters must be cleaned after each drying cycle to 
maintain the health of the dryers.  Additional rules governing the operation of equipment may be 
posted in the laundry room.   

LOBBY 
Suitable attire should be worn at all times in the lobby and public areas of the building.  
Residents and their guests are not permitted to enter the lobby or elevators with bare feet, in 
swimming trunks or bathing suits. 
 



Bicycles, shopping carts or laundry carts are not permitted in the lobby.  Children shall not play 
in the lobby or any other public area of the building. 

STORAGE 

Bicycles 

Bicycles belonging to residents may be kept in the designated area in the basement.  All 
bicycles must be tagged with the resident’s name and apartment number.  Residents are 
strongly advised to chain and lock their bicycles.  The co-op is not responsible for the loss of or 
damage to any bicycle in the basement.  Motorcycles and/or motorbikes may not be stored in 
the basement or parked on the grounds of the building. 

Storage Bins 

Storage bins are available in the basement storage room for a monthly rental fee (see Appendix 
A).  The Management Company maintains a waiting list and residents who rise to the top of the 
list will be notified as bins become available.  Late payment of storage bin fees, or any violation 
of the storage bin policy, or any violation of the Proprietary Lease will result in immediate 
relinquishment of the storage bin. 
 
Residents with storage bins next to a window must keep the window closed in order to avoid 
damage from rain or snow.   Residents may not store flammable materials and must keep all 
liquids in leak proof containers.  All items must fit entirely within the allotted storage bin space.  
Any items that encroach into a neighbor’s storage bin and any loose items left in the storage 
room will be immediately removed and discarded. 
 

STANDARD OPERATING PROCEDURES 
 

COMPLAINT PROCESS 
Contact the Management Company with any complaints via email or letter.  The Management 
Company will respond in one to five days.  Resolution will depend on the specific issue but in 
most cases should take no longer than two weeks.  Urgent issues will be given priority while 
other issues will generally be handled within a week.  If any issue remains unresolved for more 
than two weeks, residents should contact a Board member, who will follow up accordingly. 

COOPERATIVE APARTMENT AND OTHER LOANS 
If a shareholder desires to obtain a cooperative apartment loan (commonly referred to as a 
mortgage) or other loan from a financial institution which is to be secured by a pledge of the 
shareholder’s shares in the co-op, the co-op will, upon request, execute a standard “Aztec” form 
of “recognition agreement,” provided that the following conditions are satisfied: 
 

1. The combination of all loans may not exceed 70% of the current fair market value of the 
apartment; and 

2. The shareholder satisfies the financial requirements applicable to prospective 
purchasers of apartments.  The shareholder will be required to provide financial 
disclosure, including current income tax returns.   



EMERGENCY SERVICES 
In case of police, fire or medical emergency dial 911 and notify the Management Company as 
soon as possible.  The co-op is in the 112th Police precinct; telephone number (718) 520-9311. 

GARBAGE DISPOSAL 
To keep the building free from insects and other pests it is important that garbage is disposed of 
properly.  Not only does this help keep odors to a minimum, it is vital for the health and safety of 
the staff who have to handle the trash. 

Standard Trash and Trash Chute 

Unless it is recyclable, garbage must be placed in drip-free, sealed plastic bags and disposed of 
through the chute in the garbage room located on each floor.  Never put anything wet or leaking 
down the chute.  Do not put kitty litter, potting soil or any earth and stone products down the 
chute.  Do not put any sharp items, such as knives or broken glass, in bags going down the 
chute.  Sharp items must be placed on the floor of the garbage room either labeled as such or in 
plain sight so that staff can easily see them and take the necessary precautions to avoid injury. 

Large Trash 

Large boxes and bulky items should be taken to the basement and placed outside the 
compactor room.  Empty paint cans or other items that require special handling should also be 
taken to the basement and placed outside the compactor room for proper disposal.  Contact the 
Management Company to make arrangements for the disposal of any large item such as a 
mattress or an appliance.  Depending on their size and weight a disposal fee is charged for 
these items (see Appendix A).  For the removal of more than one item, fees will be determined 
on a case by case basis. 

Recycling 

Recycling is mandatory in accordance with New York City laws and violations carry fines, up to 
$10,000 per day.  The following infractions could result in a Notice of Violation for our building: 

 Failure to separate recyclables from regular garbage and place them in the proper 
containers provided by building management 

 Placing regular garbage in designated recycling containers 

 Failure to rinse beverage cartons, bottles, cans, and foil clean of food and residue 
 
All residents must adhere to the following rules: 

 Place all plastic bottles and jugs in the recycling bin.  If it is NOT a bottle or jug, put it 
in the regular garbage 

 Discard plastic caps and lids; leave labels on 
 Recycle all metal and aluminum foil used for wrapping, not for cooking (unless food 

and grease has been washed off) 
 
If the co-op is fined for improper recycling and the offending resident is identified then the fine 
will be billed to that resident.  

INSURANCE 
The co-op maintains liability and property insurance for the building which only covers the units’ 
outer walls.  As of August 1, 2010, all new residents are required to obtain liability and property 
insurance with fire and water damage coverage equal to the value of the entire contents of the 



apartment.  The policy must specifically insure a cooperative apartment, not a rental apartment.  
It is highly recommended that the policy also cover all personal belongings and apartment 
fixtures.  New residents must furnish the Management Company with an insurance certificate 
naming the co-op as an additional insured. 

MAINTENANCE FEES 
Maintenance and other fees are due on the first day of the month with a grace period (see 
Appendix A).  Late fees will be charged (see Appendix A) on the entire amount owed the day 
after the grace period ends.   
 
If maintenance and late charges are not paid by the middle of the third month, the matter will be 
referred to the co-op’s legal counsel for collection.  All legal expenses incurred in collecting the 
maintenance arrears will be assessed as well.  No transfers, sublets or refinancing will be 
approved by the co-op until all arrears, including late charges and legal fees, are paid. 
 
A portion of each month’s maintenance representing the shareholder’s allocable share of 
mortgage interest and real estate taxes on the building is deductible for state and federal 
income tax purposes.  Each year, generally by the end of January, the co-op’s accountant will 
prepare a statement for each shareholder showing the deductible amount of mortgage interest 
and real estate taxes allocable to each share of stock in the co-op for use in preparing income 
tax returns. 
 
Contact the Management Company with questions regarding maintenance or other charges. 

SHAREHOLDERS 
Shareholders’ responsibilities are outlined in the co-op's documents, which include the By-laws, 
Proprietary Lease and these House Rules.  Shareholders have the right and are responsible for 
electing and removing Board members and amending the By-laws.   
 
Specific responsibilities include but are not limited to: 

 Respecting neighbors and building staff 

 Knowing and following the House Rules 

 Assisting in the security of the building 

 Paying all charges and fees on time  

 Participating in shareholder meetings 

 Electing the Board of Directors 
  



APPENDIX A 
 

Fees 
Effective August 1, 2010 

 
 
The fees specified hereunder are subject to change without notice.  Contact the Management 
Company for confirmation of current fees. 
 

Alteration fee (refundable) $500 

Move in or move out fee (refundable) $500 

Cartage fee for large items depends on size and weight $25-$50 

Apartment sale or sublet application fee $250 

Apartment sale capital contribution fee from both the seller and buyer $1,500 

Sublet fee (based on the rented unit’s monthly maintenance) 20% 

Storage room rental fee (per month) $35 

Grace period for payment (after first day of the month) 15 days 

Late payment fee 10% 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

The Bradlee Tenants Corporation 
 

House Rules Addendum 
Effective January 1, 2011 

 
 
The Board of Directors has approved the following additions to the House Rules, which are 
rules of conduct adopted and designed to promote harmonious living among the owners and 
occupants of our co-op.  New or revised text is in bold and italics. 
 
These House Rules are binding upon all residents and may be supplemented, amended or 
repealed at any time by resolution of the Board of Directors.  Any approval granted under the 
House Rules may be revoked at any time.  
 
 
Replacement of Lost Stock Certificate and/or Proprietary Lease 
 
In order to replace a lost stock certificate or proprietary lease, the shareholder must 
order and furnish a copy of a judgment/lien search ordered by them through a title 
company to ensure that the stock/proprietary lease have not been pledged and are not 
the subject of any other claims.  Upon review and confirmation of the lien search, the co-
op will prepare a new stock certificate/proprietary lease, as well as an Affidavit of Lost 
Stock Certificate/Proprietary Lease with an Indemnity.  A processing fee is charged (see 
Appendix A) and additional fees will be incurred if a formal closing is required. 
  
 
Storage Bins 
Storage bins are available in the basement storage room for a monthly rental fee (see Appendix 
A).  The Management Company maintains a waiting list and residents who rise to the top of the 
list will be notified as bins become available.  Storage bins are not 'owned' by residents and 
when vacated due to an apartment sale, the storage bin must go back into the pool and 
will be assigned according to the waiting list.   
 
 
Donation Drop Off and Pick Up 
The area adjacent to the front service entrance inside the basement has been designated 
as the only drop off and pick up area for any items being donated.  Residents are to: 

1. Schedule pick up during office hours only and notify the charity of how and where 
to pick up the donation. 

2. Notify the Management Company of the scheduled pick up date. 
3. Bring the donation to the designated drop off/pick up area only after all parties 

have been notified.  Donations cannot be dropped off more than 24 hours in 
advance of the scheduled pick up time. 

 
If the charity provides a tax receipt for the donation, the Management Company will 
forward the receipt to the resident via the doorman.  The charity picking up the donation 
is requested to enter the basement using the door adjacent to Rachlin Management’s 
office, who can provide access to the pickup location. 



 
 
Large Trash 
The co-op must comply with all NYC Department of Sanitation rules and regulations, 
which include a new mattress disposal rule that requires all NYC residents to fully 
encase within a sealed plastic bag all mattresses or box springs being discarded.  Failure 
to comply will result in a $100 fine, which will be billed to the resident responsible.  
Contact the Management Company to make arrangements for the disposal of any large item 
such as a mattress or an appliance.  Depending on their size and weight a disposal fee is 
charged for these items (see Appendix A).  For the removal of more than one item, fees will be 
determined on a case by case basis. 
 
 
 
____________________________________________________________________________ 
 
 
 

APPENDIX A 
 

Fees 
Effective January 1, 2011 

 
 
The fees specified hereunder are subject to change without notice.  Contact the Management 
Company for confirmation of current fees. 
 

Alteration fee (refundable) $500 

Move in or move out fee (refundable) $500 

Cartage fee for large items depends on size and weight $25-$50 

Apartment sale or sublet application fee $250 

Apartment sale capital contribution fee from both the seller and buyer $1,500 

Replacement of lost stock certificate and/or proprietary lease  $600 

Sublet fee (based on the rented unit’s monthly maintenance) 20% 

Storage room rental fee (per month) $40 

Grace period for payment (after first day of the month) 15 days 

Late payment fee 10% 

 
 

 


