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McCormick Welcome Letter 
On behalf of the McCormick Community and Hampshire Property Management Group (HPMG), 
we would like to take this opportunity to welcome you as a new resident. We hope you will find 
this information helpful in answering your immediate questions. Please keep this package for 
future reference. In addition, you should read the Declaration of Trust on the McCormick 
webpage to thoroughly understand the rules, regulations, and responsibilities of the 
community. To access the HPMG website go to www.hpmgnoho.com. Select Condominiums, 
then scroll to the bottom of the page and select McCormick to find the condo documents. 
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Management Company 
The Hampshire Property Management Group (HPMG) is our management company. Their 
mailing address is 150 Main Street, Third Floor, P.O. Box 686, Northampton, MA 01061. The 
main number is 413-582-9970. Our property manager is Sabrina Bardwell. She can be reached 
by email at sbardwell@hpmgnoho.com or directly by phone at 413-650-6010. 


HPMG has an emergency contact number for after hour emergencies; please call 
413-582-9970 and press extension 7 after hearing the automated message.


Building 
The McCormick building has 35 units at the following addresses: 


https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickDeclaration_of_Trust.pdf
http://www.hpmgnoho.com
mailto:sbardwell@hpmgnoho.com
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• 53 South Street - a 3-bedroom unit, 

• 55 South Street - 8 units, 4 2-bedroom, 4 1-bedroom, 

• 61 South Street - 10 1-bedroom units, 

• 65 South Street - 10 units, 5 2-bedroom, 5 1-bedroom, 

• 17 Clark Avenue - 2-bedroom, 

• 19 Clark Avenue - 5 2-bedroom. Each address has its own front entrance.


Trustees 
The board of trustees is made up of 3-5 condo owners and is elected at the annual meeting. 
This meeting is usually held in November or December on a weekend afternoon hosted by one 
of the condo owners. Those who want to run for office will submit a nomination form. Those 
who cannot attend the meeting can assign a proxy (proxy form) for any votes. See Declaration 
of Trust Article III for details. The trustees meet every two months and publish the minutes of 
the meeting. 


Reporting Issues 
Emergencies - call 911 for life threatening emergencies. For emergencies such as water leaks 
or elevator problems call HPMG regular or off-hours phone number and follow up with an email 
to HPMG property manager and board members.


Less urgent issues and questions - email the full board and the HPMG property manager. This 
will give you the best chance for speedy attention.


Notifications to full McCormick community - Emailing all of McCormick should be done rarely 
to avoid email saturation. Typically such emails will come from HPMG or the board. If you do 
need to contact all residents, then put the board on the TO or CC line and the condo 
community on the BCC line. That ensures that Reply All messages will only go to you and the 
board. A full email list will be sent out yearly in an email. For privacy reasons, it is not available 
on the HPMG webpage.


Pets 
You are permitted common household pets in your unit and on leash outside your unit. See 
Declaration of Trust document Schedule B.11  for more details.


Maintenance and Remodeling 
1. Remodeling plans must be approved by the board of trustees. Send your plans to the 

board when you begin planning.

2. After approval, present the Contractor form to your contractor, have them sign it, and post 

it outside your back door. Monitor that they are adhering to the guidelines.

3. Notify your neighbors of the timeframe and type of work that will be done and how it may 

impact them. E.g., utility shutoff, access to unit, unavoidable driving or parking issues, 
noise. Give updates as needed.


4. Notify your neighbors when work is completed.


This document has the names of preferred vendors used by HPMG and other condo residents.


Painting 
The maintenance of the exterior of the McCormick Building is handled by the association. On 
occasion, people have wanted to paint their balcony or back deck more frequently. The paint 
brand and colors can be found here.


Renting 

https://hpmgnoho.com/wp-content/uploads/2021/06/McCormickTrusteeNominationForm.pdf
https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick%20-%20Proxy.pdf
https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickDeclaration_of_Trust.pdf
https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickDeclaration_of_Trust.pdf
https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickDeclaration_of_Trust.pdf
https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick-Contractors-Info.-Sheet-1.pdf
https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick-Vendors.pdf
https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick-Common-Area-Product-Standards-Paint-etc.pdf
https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick-Common-Area-Product-Standards-Paint-etc.pdf
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Any owner may rent their unit. Requirements are described in Declaration of Trust document 
article XI. Submit these tenant information forms to HPMG. You are responsible for your 
tenant’s behavior. Tenants must read and abide by all the condominium documents.


Keys and Remotes

When you move in, make sure you receive a full set of keys 

and remote-control devices: 


1. Outside Key 

This key will open almost everything: 

• front doors to 19 Clark Avenue and 55, 61, and 65 South Street 

• left and right side doors into the ground floor elevator lobby 

• ground floor entry to stairs in the elevator tower

• four entrances from the parking lot: the storage locker room to the left of the elevator tower, 

the laundry room in the right corner, the right exterior stairs, and the rear entrance to the 19 
Clark Avenue ground floor


• the entrance via the catwalk by #53 at the north end of the 1st floor 

• the snow gate padlock

• the padlock at the gate in the chain link fence at the northwest corner of the parking lot

• the padlock on the entrance to the utility room from the laundry room 


2. Unit Back Door Key

This key will open both the doorknob lock and the deadbolt. A Master Key for the building 
opens both of these. Exceptions exist: a prior resident may have changed one or both. If your 
locks do not conform, the Condominium Association will pay for them to be changed. We 
believe it important to be able to access all units in case of emergency. If you know your locks 
do not conform or want to determine if they do, please contact Hampshire Property 
Management or a Board member. We won’t require you to have locks on the master system, 
but if you don’t, we do require that you have copies of your key at HPMG in case of 
emergency. Being on the master system is preferable since it makes emergency access much 
easier on nights and weekends. Two Board members have master keys for prompt emergency 
access when required. 


HPMG has copies of keys for many units but we have not audited these keys to verify that they 
are current. This would be a good time for you to verify that HPMG copies of your keys are 
complete and up to date: front, back, mailbox, and storage locker. 


3. Unit Front Door Keys 

Most units have two different front door keys, doorknob and deadbolt, unique to the unit and 
not on a master system. HPMG may have copies, but it is unlikely. We encourage you to keep 
copies at HPMG. 


4. Mailbox Key

Replacement of this key is done through the USPS. HPMG may have copies, but it is unlikely. 
We encourage you to keep copies at HPMG. 


5. Remote Control for Parking Lot Gate

Replacement or additional units are available at no charge from HPMG. You may also key in 
the code on the keypad on the gate box: 1915* - that’s the year McCormick was built. 


6. Garage Door Remote Control 


https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickDeclaration_of_Trust.pdf
https://hpmgnoho.com/wp-content/uploads/2014/07/McCormick_renter-pkg.pdf
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Garages 1-8 are accessed by a remote control unit and by a key pad. The remote control and 
the keypad combination may be reprogrammed using instructions available from HPMG or a 
Board member. 


7. Garage Key

The entrance door to garages 1-8 at the north end of the building has a unique key. The side 
entrance to garages 9 and 10 has a different and also unique key. Padlocks on garages 9 and 
10 are owner provided. You may leave a copy of your key with HPMG. 


Utilities

Units have cable TV outlets for connecting your modem/router. The service is provided by 
Comcast.


Electrical service is National Grid and gas comes from Columbia Gas. 


There is one water meter for the building and the condominium association pays the bill 
covering water and sewer so this is included in your condominium fee. The city charges 
owners individually a small quarterly fee for storm water


You have your own gas furnaces for heat and gas water heaters and your own gas and electric 
meters. 


Each unit is heated with a gas boiler (furnace). The boiler heats water which is pumped and 
circulated through pipes throughout your unit. There is a thermostat located in your unit. 
Boilers are inspected annually by the gas company and the owner is responsible for problem 
correction. Boilers should be cleaned and tuned every 2-3 years. While it is good to know 
where your gas shutoff is – PLEASE do not ever handle that. If you have a concern about the 
gas supply to any appliance or heating unit, call a licensed plumber or the gas company.


Unit owners who want air conditioning can purchase their own appliances. 


Some unit owners have chosen to install heat pumps to replace boiler and window air 
conditioners. Since there is an external unit, this requires board approval.


There is an electric circuit breaker box in your unit. If you are having problems with power, 
check the circuits breakers first.


You can adjust your unit’s water temperature at the water heater. Typically, water heaters last 
8-12 years. When you replace your water heater, you must have the old heater removed from 
the premises. 


Each appliance in your unit should have a shutoff valve for hot and cold water: kitchen sink, 
dishwasher, toilet, bathroom sink, bathroom shower, washer. Learn where the main water 
shutoffs are in your unit. Some shutoffs may be in a front closet; others in a utility room. You 
may also have smaller shutoffs by the supply lines of your toilet, under your kitchen and 
bathroom sinks and by your washing machine. It is a good idea that if you leave your unit for 
any extended period of time, that the washing machine and main unit valves be shut off. Since 
this is an old building, many appliances do not have these critical shutoffs. If you have work 
done, shutoff valves should be added. 


If you are in 53 or 55 your furnace, water heater, and electric meter are in the utility room in 55 
on the basement level, one up from the ground floor. Come out of the elevator on the basement 
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level, proceed to the left and the door is on your right. Your outside key opens it. The light 
switch is on the outside wall on your right. Your gas meter is in 61 on the ground floor. 
Opposite the elevator is a sunken door with a curtain on it. Go through the door into a short 
hallway. The light switch is on the left wall. The door on the right is the gas meter room. The 
light switch for the room is to the left of the door.


If you are in 61 your furnace and water heaters are accessed through the storage locker room. 
Enter from the parking lot. The door is to the left of the elevator tower and your outside key 
works. The light switch is on the wall to the right. Proceed to the far side and turn right into a 
back hallway. It is unlit. Proceed carefully to the two light switches on the wall just past the 
furnaces, one for that area and one for the room upstairs.  The stairs on the left take you up to 
the water heaters and the furnaces are opposite on your right. Furnaces for units 4, 6, 8, and 
10 are behind the others and are accessed through the hallway for the gas meter room. 
Opposite the elevator on the ground floor is a sunken door with a curtain. Enter a short hallway. 
The light switch is on the left wall.  The door on the left provides access to the furnaces for 
units 4, 6, 8, and 10. The light switch is to the left of the door you see on your right upon 
entering the room. The door on the right is to the gas meter room. Your electric meter is in the 
basement utility room in 55. Take the elevator from the ground floor up to the basement level 

and proceed to the left. Your outside key opens the door. The electric meters are on the right 
as you enter. The light switch is on your right on the outside wall. 


If you are in 17, 19, or 65, your furnaces, water heaters, and gas meters are all in a utility room 
on the ground floor of 65 accessible through the laundry room. The door is padlocked and your 
outside key opens it. The light switch is on the right near the padlock. Your electric meters are 
in the ground floor level of 19, accessible from the parking lot through a door to the right of the 
stairwell entry. Your outside key opens it. Step down carefully. Before stepping down carefully, 
turn on the light switch above you on the wall to the left. Keep turning left to reach the meters. 
The area is also accessible from the entry to 19 by going down the stairs. The light switch is 
next to the door.


Don’t forget to turn off the lights as you leave.


There are seven utility maps in this spreadsheet, showing the locations of individual devices. 

1. Furnaces and water heaters for 53 and 55 in the 55 basement level utility room.

2. Electric meters for 53, 55, and 61 in the 55 basement level utility room.. 

3. Gas meters for 53, 55, and 61 in the 61 ground level gas meter room.

4. Furnaces for 61 on the ground level next to the storage locker room. 

5. Water heaters for 61 on the basement level of 61. 

6. Furnaces, water heaters, and gas meters for 17, 19, and 65 on the ground floor of 65. 

7. Electric meters for 17,19, and 65 on the ground level of 19. 


Smoke Detectors 
You are responsible for keeping your smoke detectors in working order. The rule of thumb used 
to be: change batteries yearly. Now you can purchase 10-year self-contained CO/smoke 
detectors.


Dryer Ducts 
If you have a dryer in your unit, you need to clean out the duct that goes from your dryer to the 
outside. McCormick has this done yearly in spring for the laundry room. This is an opportune 
time to hire the firm to do your personal dryer duct. We strongly recommend this for safety 
reasons,


Disposals 

https://hpmgnoho.com/wp-content/uploads/2021/06/McCormick-Utility-Map-2017.pdf
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Disposals are not permitted in the McCormick building. They put too much load on our fragile 
system. As of 2021, there are 5 units with pre-existing disposals. If work is done, they should 
be removed. Otherwise, they should not be used. No new disposals can be installed.


Fireplaces 
Many units have a fireplace. To use a gas insert, code requires each fireplace to have its own 
flue. The McCormick building has a single chimney for each stack, so in order to use your 
fireplace or add a gas insert you must determine if you have a separate flue within your 
chimney, and if there is room to add one if necessary.


Storage Units and Easements 
Each unit has a caged lockable storage unit where you can store items. See McCormick 
storage unit map for the location of your unit. Do not put items outside your area in the 
common area. The common area is not available for take it or leave it items. If you have items 
you no longer want, dispose of them properly. You may display them on the take it or leave it 
table first, briefly. There is a bike area that you may use. Any other personal items not in your 
storage area should be disposed of properly. There are also a few easements, delimited areas 
that are not for common use, that can be purchased by owners (in the same way that a limited 
number of garages are available for purchase.) Use this map to find your unit.


Garages 
The McCormick building has a row of 8 garages each with an entry pad, and one locked side 
door. Inside the end door is a panel of switches for all the doors. In the event of power failure, 
enter by this end door and make your way to your space. The hanging strap when pulled will 
release your door from the mechanism and it can be raised by hand. There are also 2 garage 
units attached to the main building. These are purchased separately from the living units and 
are not linked to specific units. 


Parking 

- There are 37 marked spaces for 35 units and 2 visitor spaces outside gate. In winter there 
are no visitor spaces since the back gate is open for snow plowing.


- All residents have one allotted parking space in addition to any garage space.

- The only reserved spaces are the 2 in front of garages 9 & 10 which are assigned to those 

residents


https://hpmgnoho.com/wp-content/uploads/2021/06/2021-McC-Storage-Locker-Map.pdf
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- Spaces 11, 12, 18, and 19 have the potential to be “double spots”. Residents with 2 cars, or 
one car and a short term guest can park one behind the other in these spots. If you don’t 
have a need for this, try to avoid these spaces, but if that’s all that’s left, they are available to 
all. But move your single car when there are non-double spots available. Do not ever park 
behind a car that is not yours.


- The corner squares are available to motorcycles. If you would like to use one of these 
spaces to store your vehicle temporarily while on extended time away to avoid wasting a 
space, please discuss with your condo board members


- When construction work is being done on the condo, we have asked workers to park in the 
most distant spaces during the day when the lot has plenty of room. If you have a contractor 
for your unit, please pass on this request and remind them that all outdoor supplies must be 
removed from the lot by the end of the day (unless you are willing to give up your space.)


- During snow season spaces 24, 25, and 26 may not be used. The back gate is opened and 
snow is pushed from the parking lot through the gate. 


- Also in the parking lot: By the door to the storage units are a barrel of sand for use in winter, 
and a hose for use in summer. Be careful to turn off water completely when done with hose 
use.


Snow Removal Policy  
Winter plowing is done by RCW Landscape Construction. They clean up all the sidewalks, 
keep the main path/driveway open and clean any spaces available when they are tending to 
the storm. They will shovel the back staircases as needed. The day after the storm ends they 
do a full lot clean up. 


1. No parking in front of the gate during the winter. HPMG will send a notification as to the 
start. Orange cones are put in place to make sure people know not to park there as this 
area is where all the snow for the parking lot is pushed.


2. During a snow storm RCW Landscaping will make sure that the driveway remains open for 
emergency vehicles, however, doing this will likely pile snow behind your vehicles. Be 
prepared to have to move some snow from the rear of your car when it is time to move cars 
from the lot.


3. Clean off your car where it is parked; do not move it to a cleared space and then proceed to 
clean the snow off of it.


4. After the snow storm has ended and you see open cleared spaces, please move your 
vehicle to those spots so they can clear where you had been parked.


5. HPMG will send out an email (and sometimes a robo call) to tell you when RCW will return 
to do the full and final cleanup. All vehicles will need to be removed from the parking lot 
during the stated time. You will be able to return upon completion of the lot being cleared.  


6. Everyone has to be able to move their vehicles when the snow ends. If you must leave your 
vehicle in the parking lot during and after a storm but are not available to move it, you must 
find someone at the condo to do this for you. 


When You Are Away 
If you are away during winter, but have left a car in the parking lot, make arrangements with 
someone to move your car as needed for plowing. Whenever you leave your car parked in the 
lot unused for a long time, please use the spaces farthest from the building.


If it is necessary to enter your unit while you are away (e.g. smoke detector beeping, water leak 
that appears to be coming from your unit), we will try to reach you by phone and email, then, if 
necessary, enter your unit to assess the problem.


Trash, Recycling, Deposits 
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USA Hauling and Recycling is our trash and recycling service provider. They empty the garbage 
and recycling bins once a week. Contact Valley Recycling for hints on how to dispose of 
contraband items such as mattresses and electronics. We have single stream recycling. All 
recycling is mixed in the bins. Cardboard should be flattened to take up less space. Detailed 
recycling rules are here. The small covered trash can is for local people who pick up bottles 
and cans that have deposits. If it is full, then put your refundable items in the recycle bin.


Landscaping 
We use professional gardeners Adam and Alisa of Halcyon Homesteads to maintain 
and improve the limited garden areas we have. You may be tempted to add plantings of 
your own or do pruning or weeding. Please resist that temptation and let the Board 
know about something needing attention or suggestions for improvement you might 
have. We are interested in good ideas to improve our surroundings and will take your 
thoughts to Adam and Alisa. Adam and Alisa consider the big picture when making 
planting decisions: how to add privacy without blocking windows, what plants will not 
impede the growth of neighboring plants, maximizing bloom times, etc. We have 
authorized them to remove plants that don’t meet their plans.

Take it or Leave it Table and Bulletin Board 
As you enter the ground level to use the elevator, there is a table in the hallway which you may 
use to give away items you believe others may be interested in. If they are not taken in 3-4 
days, you are responsible for disposing of them. In the same hallway there is a bulletin board 
where you may post messages. You are responsible for removing these messages as they time 
out.

McCormick residents who are subscribers to the listserv South-Street-Neighbors will 
see many postings of items the owners are giving away, which can be picked up from 
porches, front yards, etc.  McCormick has no good place for residents to display items 
for giveaway. Please do not post any giveaways on this listserv or leave any articles 
anywhere on the premises with the idea that someone will take them away and 
repurpose them.

Elevator 
Never hold the elevator door open even briefly. 

Press button for desired floor and NO OTHER BUTTONS.

Never block door from closing. It will break the elevator.

• Elevator service calls outside 7-3 M-F cost $900/hour 
• Elevator down time is a severe obstacle for people with mobility issues or people 

carrying loads

So, keep your elevator working.

• Reopen door: You can press the open door button once to reopen the door if it 

closes too quickly, but do not hold.

• Use pads: If you or a contractor are carrying items that may bump the walls, use the 

elevator pads which are stored on the ground level in the room across from the 
elevator


• Extended open needs: If you need the doors to remain open for loading, you need 
the Move key. Contact a board member or Hampshire Management to schedule this. 


https://usarecycle.com/for-home/recycling
https://usarecycle.com/for-home/recycling
https://hpmgnoho.com/wp-content/uploads/2021/06/USARecycle-single-stream-flyer-1.pdf
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- Send an email the night before to everyone telling them the elevator will be in use 
for moving or contract work and the hours when that will be happening. Send 
another email when you’re done. 


- Start after 9am so people have a chance to get to work. 

- Open control panel, turn SERVICE/HE to ON. 

- Throughout the day, return the elevator to service when you take breaks. This will 

allow the elevator to maintain its leveling process.

- If elevator dings multiple times, just wait for it to reset. Don’t press buttons.


If the elevator is not working

- Call Hampshire Management 413-582-9970 and press 9 for all staff, or 7 for emergency 

service if you cannot reach someone.

The area on each level in front of the elevator has a baseboard heater. These have been turned 
off permanently as of 2019 as the cost was $4000 for just these heaters.




Mail and Intercom 
All USPS mail and packages from all carriers are delivered to the front entrance of each of the 
McCormick addresses. Please move large packages in a timely manner so that they do not 
block the lobbies. People in a stack often help out by carrying packages to the recipient’s 
doorway. Outgoing mail can be placed prominently on top of the mailboxes and will be picked 
up by USPS. Some carriers will buzz on the intercom to indicate delivery. Do not buzz in any 
person you don’t know. We have had problems in the past with solicitors.


Common Area Lighting 
The front hallways and the parking lot have lighting which is triggered by light sensors. Most 
common area lights are now LEDs. Notify HPMG if a light is out. 
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Laundry Room 
There is a laundry room on the ground floor with 6 washers and 5 dryers free for residents to 
use. Residents only, please. The light switch is a timer on the wall on the right as you enter. 
Please clear both the primary (by door of machine) and secondary (on wall) lint catchers with 
each use. Notify HPMG if a machine is malfunctioning.


Beneficial Interest 
You own a portion of the McCormick Building. Beneficial Interest is the term for your percent. It 
is based on a formula whose major components are square feet and the level of your unit. 
Percentages for units, garages, and easements are listed separately. When fees are calculated 
or votes taken, your Beneficial Interest determines your portion. (In most votes, a one unit one 
vote can be used, but for a close vote, we would revert to using Beneficial Interest.) See the 
Master Deed Exhibit 3 for your specific information.


https://hpmgnoho.com/wp-content/uploads/2014/07/McCormickMasterDeedAmended2005.pdf

