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CAI Large-Scale Manager (LSM)  
Specialist Designation
Application Instructions

1.	R ead the “Eligibility for Specialist Designation,” and “Special Designation Requirements,” and all other 
pages of this application carefully before filling in the requested information.

2.	T ype or print all answers clearly in blue or black ink.
3.	 Use extra sheets of paper if you need more space for the requested information.
4.	B e accurate and thorough in completing all sections of this application. CAI reserves the right to reject 

any application if evidence shows the applicant has made false or misleading statements in the applica-
tion or in any supporting documentation.

5.	P ayment is due with this application. Check or money order, payable to CAI, must be included with 
the application for this candidate only. For your convenience, we also accept Visa, Master Card, and 
American Express (see payment form).

6.	Y ou may include a resume with your application, however your application must be filled out 
completely. Writing in “see resume” is not acceptable. If your application is not filled out completely it 
will be returned.

Eligibility for Specialist Designation

1.	S ubmit completed application
2.	B e of satisfactory legal and ethical standing in the industry
3.	H old an active PCAM® designation
4.	H ave at least 10 years of community association management experience or 5 years of community 

association management experience and 5 years of municipal management or a comparable position of 
responsibility at the executive level.

5.	B een a professional manager, for at least five years, responsible for the day-to-day operation of a large-
scale community association defined as:

	 a.	P roviding municipal-type services
	 b.	H aving a minimum $2 Million operating budget
	 c.	C ontains 1,000 units or 1,000 acres
6.	A ttended one Large-Scale managers Workshop or completed the M-340 PMDP program within the 

last three (3) years.

For purposes of definition, the following apply:

•	 Professional Manager–One who is compensated
•	 Municipal-Type Services–Recreation programs; swimming pools; fitness centers; pond/lakes; security/

police/fire; maintenance golf courses; concessions, etc.
•	 Day-to-Day Operation–Intimate involvement in tasks such as program/staff supervision; budget prepara-

tion; Board meeting conduct/preparation
•	 $2 Million Operating Budget–Not including Reserve expenses
•	 1,000 Units or Acres

Manager is defined as one who works at a community which qualifies as a large-scale community, directly reports to the 
Board of Directors and has staff and/or contractors.



Application for LSM Specialist Designation

Applicant Information 

Full Name:  q Mr.   q Ms._ ________________________________________________________________

CAI Professional Membership No:__________________________________________________________
(Must be provided for member application rate)

Firm/Association:_ ___________________________________________________   PCAM#:___________

Office Address:__________________________________________________________________________

City:_____________________________________________   State:__________  Zip:___________________

Office Phone:________________________________   Office Fax:_________________________________

Office E-mail:____________________________________________________________________________

Home Address:__________________________________________________________________________

City:_____________________________________________   State:__________  Zip:___________________

Home Phone:______________________________   Home E-mail:_________________________________   

q Please indicate if this is updated information. 

Applicant Employment Summary

	 Present Employer: 

	 From (month/year)_____________________________  until: (month/year)____________________________

	A ssociation or Company:____________________________________________________________________	

	T he applicant has:	 an on site, full time manager	 q Yes	 q No

		  a minimum of 1,000 units or 1,000 acres	 q Yes	 q No

		  an annual operating budget>$2 million	 q Yes	 q No

	 Job Title:________________________________________________________________________________

	B rief description of duties performed:_ _____________________________________________________

	 ________________________________________________________________________________________

	D irect Supervisor:_______________________________________   Title:___________________________

	P hone:____________________________________
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	 Prior Employer: 

	 From (month/year)_______________________________   until: (month/year)_________________________

	A ssociation or Company:____________________________________________________________________

	T he applicant has:	 an on site, full time manager	 q Yes	 q No

		  a minimum of 1,000 units or 1,000 acres	 q Yes	 q No

		  an annual operating budget>$2 million	 q Yes	 q No

	 Job Title:________________________________________________________________________________

	B rief description of duties performed:_ _____________________________________________________

	 ________________________________________________________________________________________

	D irect Supervisor:_______________________________________   Title:___________________________

	P hone:____________________________________

	 Employment prior to above:

	 From (month/year)______________________________   until: (month/year)_________________________

	A ssociation or Company:____________________________________________________________________

	T he applicant has:	 an on site, full time manager	 q Yes	 q No

		  a minimum of 1,000 units or 1,000 acres	 q Yes	 q No

		  an annual operating budget>$2 million	 q Yes	 q No

	 Job Title:________________________________________________________________________________

	B rief description of duties performed:_ _____________________________________________________

	 ________________________________________________________________________________________

	D irect Supervisor:_______________________________________   Title:___________________________

	P hone:____________________________________

	 Please use additional pages as needed to report required years of experience.
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Specialist Designation Requirements 
	 Education and Participation Requirements: CAI believes that all PCAM members specializing in 

large-scale community management must remain active in the profession and continue to expand 
educationally. Therefore, in order to earn the LSM specialist designation, a total of 120 points 
must be attained for activities related to industry-specific education and participation within the 
last five (5) years (unless otherwise indicated.) A minimum of 30 points must be earned in each 
of the following four areas. Refer to eligibility requirement, number 6, on page 1.

I. Education
Did you graduate from high school?     q Yes	 q No

List all post-secondary studies and degree(s) earned:

Institution course or major dates attended degrees earned

	I nstitution__________________________  Degree/Course___________  Dates attended_____________

	I nstitution__________________________  Degree/Course___________  Dates attended_____________

	I nstitution__________________________  Degree/Course___________  Dates attended_____________

	I nstitution__________________________  Degree/Course___________  Dates attended_____________

�Completion of Large-Scale Specific Classes/Educational Sessions, including:

	 •	 M-330: Advanced Insurance and Risk Management (15 points)

	 •	 �M-340: Managing the Large-Scale Association (15 points) 
(Must be completed within last 3 years)

	 •	 M-350: Manager and the Law (15 points)

	 •	 M-360: Leadership Practices in Community Building (15 points)

	 •	 �M-400: Contemporary Issues in Community Association Management (15 points)

	 •	 Future program(s) related to large-scale management (15 points)

	 •	 �CAI’s Large-Scale Managers’ Workshop (15 points per workshop) 
(Must be completed within last 3 years)

	 •	 �CMAA coursework emphasizing large-scale operations (15 points per course)

	 •	 �Open to other professional training opportunities in related fields (10 points per course)

	L ist all large-scale specific classes/education sessions attended:

	S ponsoring organization class/education session dates attended

	N ame of Course_ ___________________________________________   Dates attended_ ________

	N ame of Course_ ___________________________________________   Dates attended_ ________

	N ame of Course_ ___________________________________________   Dates attended_ ________

	 Minimum of 30 points required in this area 
	 Total points this area_____________________
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II.	Conference Attendance
	 List all conferences and workshops attended:

	S ponsoring organization class/education session dates attended

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

Conference______________________ Location_________________________________ Dates_____________

	 •	 �Attend national conferences (CAI, ULI, CMAA, NCSH, etc.), including specific  
programs and tours (10 points per CAI National Conference, 5 points per  
conference of related organizations)

	 Minimum of 30 points required in this area 
Total points this area_____________________

III. CAI Participation—National and Local

	 •	 Host CAI’s Large-Scale Managers’ Workshop (25 points)

	 •	 �CAI Trustee, CAI Foundation for Community Association Research Director and/or NBC-CAM 
Commissioner (10 points per year)

	 •	 �CAI national committee membership (10 points per year)

	 •	 �Local chapter leadership, including chapter officer, board member, or committee chair (10 
points per year)

	L ist all industry-specific professional leadership positions held:

Position_______________________________ Years of Service__________ from____________ to________

Position_______________________________ Years of Service__________ from____________ to________

Position_______________________________ Years of Service__________ from____________ to________

	 Minimum of 30 points required in this area 
Total points this area_____________________



  LSM application  
-6-

IV.	Professional Leadership—National and Local

	 •	 �Complete a large-scale manager knowledge quest project (30 points). Large-Scale Manager 
specialist designation candidates may propose a knowledge quest project, which will require 
approval from the Large-Scale Managers’ Committee or a task force assigned by the commit-
tee. Examples of knowledge quest projects include drafting a case study concerning some 
aspect of large-scale management as it relates to the community managed, or conducting an 
industry-related research project. Candidates will then present their knowledge quest project 
(i.e., case study or research findings) to the Large-Scale Managers’ Committee at either a CAI 
national conference or the Large-Scale Managers’ Workshop.

Title of approved knowledge quest project_______________________  Date presented___________

	 •	 �GAP Report author (20 points per book written)

	 •	 �Common Ground article author (20 points per feature article)

	 •	 �Authorship of an article in a CAI chapter newsletter or an industry publication  
(15 points per article)

	 Authorship

Name of article and publication_______________________________   Date____________________

Name of article and publication_______________________________   Date____________________

Name of article and publication_______________________________   Date____________________

GAP Report title_ ___________________________________________   Date____________________

Total points this area__________________

	 •	 PMDP course instructor (15 points per year)

	 Course Instructor

Name of course_____________________________________________   Dates________________________

Name of course_____________________________________________   Dates________________________

Name of course_____________________________________________   Dates________________________

Total points this area__________________

	 •	 �CAI conference workshop presenter (15 points per assignment)

Location of conference_ ________________________  Date__________   Session title_____________
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Location of conference_ ________________________  Date__________   Session title_____________

Location of conference_ ________________________  Date__________   Session title_____________

	 •	 �Board participation with a local chamber, or other nonprofit organizations, or a position on a 
municipal advisory board, etc (10 points per year)

Name of board______________________________________________   Dates of service___________

Name of board______________________________________________   Dates of service___________

Name of board______________________________________________   Dates of service___________

	 •	 �ABCs facilitator (5 points per course)

Location of course________________________________________________   Date_________________________

Location of course________________________________________________   Date_________________________

Location of course________________________________________________   Date_________________________

	 •	 �National ad hoc assignment, e.g. NCAYA judge, Best Practices panelist, etc.  
(5 points per assignment)

Assignment_ _________________________________________________  Date(s) of service_ _______

Assignment_ _________________________________________________  Date(s) of service_ _______

Assignment_ _________________________________________________  Date(s) of service_ _______

	P lease attach additional sheets if necessary.
	 Minimum of 30 points required in this area 

Total points this area_____________________

Grand total points____________________
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Last revised September 2006

COMMUNITY ASSOCIATIONS INSTITUTE
PROFESSIONAL MANAGER CODE OF ETHICS

The Manager Shall:

	 1.	C omply with current bylaws, standards and practices as may be established from time to time by CAI subject to 
all federal, state and local laws, ordinances, and regulations in effect where the Manager practices.

	 2.	P articipate in continuing professional education through CAI and other industry related organizations.

	 3.	 Act in the best interests of the client; refrain from making inaccurate or misleading representations or  
statements; not knowingly misrepresent facts to benefit the Manager.

	 4.	 Undertake only those engagements that they can reasonably expect to perform with professional competence. 

	 5.	 Exercise due care and perform planning and supervision as specified in the written management agree-
ment, job description or duly adopted Board policies.

	 6.	D isclose all relationships in writing to the client regarding any actual, potential or perceived conflict of interest 
between the Manager and other vendors. The Manager shall take all necessary steps to avoid any perception 
of favoritism or impropriety during the vendor selection process and negotiation of any contracts.

	 7.	P rovide written disclosure of any compensation, gratuity or other form of remuneration from individuals  
or companies who act or may act on behalf of the client. 

	 8.	I nsure that homeowners receive timely notice as required by state statutes or legal documents and protect 
their right of appeal.

	 9.	D isclose to the client the extent of fidelity or other contractually required insurance carried on behalf of the 
Manager and/or client and any subsequent changes in coverage, which occur during the Manager’s  
engagement if the amount is lower than the contract amount requires. 

	10.	S ee that the funds held for the client by the Manager are in separate accounts, are not misappropriated, 
and are returned to the client at the end of the Manager’s engagement; Prepare and furnish to the client 
accurate and timely financial reports in accordance with the terms of the management agreement, job  
description or duly adopted Board policies.

	11.	R ecognize the original records, files and books held by the Manager are the property of the client to be 
returned to the client at the end of the Manager’s engagement; maintain the duty of confidentiality to all 
current and former clients.

	12.	 Refrain from criticizing competitors or their business practices; Act in the best interests of their Employers; 
Maintain a professional relationship with our peers and industry related professionals.

	13.	C onduct themselves in a professional manner at all times when acting in the scope of their employment.

	14.	N ot engage in any form of price fixing, anti-trust, or anti-competition.

	15.	N ot use the work products of colleagues or competing management firms that are considered proprietary 
without the expressed written permission of the author or the management firm.

Compliance with the Professional Manager Code of Ethics is further amplified in the Code Clarification 
Document provided by Community Associations Institute.
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CODE CLARIFICATION DOCUMENT

	A.	A uthority

	 	 The Code derives its authority from the Community Associations Institute (CAI). CAI’s Board of Trustees 
has established a minimum standard of professional ethical performance for those individuals who receive 
recognition or designations from CAI.

		T  hose individuals or entities that have received professional designations from CAI are subject to this Code. 
Those designations include: PCAM®, AMS®, LSM®, and AAMC®.

	B.	 Definitions

		T  he Code shall apply in any manager-client relationship where the Manager receives some form of compen-
sation for professional services offered or provided to the client.

1.	 Manager—a singular term which shall apply to all of the following persons or entities providing or offering 
some form of property or financial or administrative or consulting services to one or more clients:

a.	A  single practitioner functioning as a client employee, or
b.	A  single practitioner employed by a firm contracted by one or more clients, or
c.	A  principal or supervisory staff member for a firm which is contracted by one or more clients, or
d.	A  firm, which is contracted by one or more clients, whether it is organized as a corporation, partner-

ship, or other entity.

	B ecause the Code is designed to establish a standard of conduct for the practice of managing commu-
nity associations, it is equally applicable to individuals and firms. An individual who agrees to abide by 
this Code shall also be responsible to see that any other person or firm under his/her supervision shall 
comply with the Code.

2.	 Client—a singular term applying to one or more community association properties (condominium, 
homeowner association, cooperative, PUD, PRD, etc.) and their governing body. The client may employ 
the Manager directly or be under some form of independent contract with the Manager.

	C.	A mplification

CAI to further explain and define the Code of Ethics provides the following information.

Last revised September 2006
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The following explanations correspond to the numbered paragraphs in the Professional Manager 
Code of Ethics:

	 1.	 Current standards or practices are those numbered one through fifteen in the Code. Managers who practice in 
states with legislative requirements must comply with those laws. Managers shall not discriminate in any relation-
ship, with any individual or firm, based upon race, color, religion, sex, national origin, familial status, or handicap 
and shall comply with all federal, state and local laws concerning discrimination. Managers shall not engage in 
any form of price fixing, anti-trust, or anti-competition with other Managers or Vendors.

	 2.	 Continuing professional education requirements are consistent with that Manager’s designation. While CAI 
membership is not mandatory, the Manager must satisfy the designation requirement in order to use said desig-
nation. Additionally the Manager has a duty to remain informed on relevant matters affecting the industry. 

	 3.	 Act in the best interests of the client; Not make any inaccurate or misleading representations or statements 
to a prospective client; Not knowingly misrepresent facts to benefit the Manager; the manager has a fiduciary 
duty/responsibility to the client and should at all times act in the best interests of the client. Managers should 
avoid exaggeration, misrepresentation, concealment, and knowingly distributing misinformation.

	 4.	 Undertake only those engagements that they can reasonably expect to perform with professional com-
petence; the Manager shall provide accurate information within his area of expertise and refrain from the 
unauthorized practice of other professions. No manager should provide any service or advice that is outside 
his or her field of competence which includes dispensing of professional advice that falls under the auspices 
of other disciplines such as legal representatives, engineers and contractors.

	 5.	 Exercise due care and exhibit planning and supervision as specified in the written management agreement, 
job description, or duly adopted Board policies. The intent of this statement is for the Manager to make a 
good faith effort to operate within the framework of the applicable employment/agent relationship and to 
abide by the terms of said agreement. Any failure of the Manager to fully comply with this requirement shall 
not be considered relevant unless the failure is material and/or willful.

	 6.	 Disclosure of any possible conflict of interest is the key here. An example may be of assistance. A Manager 
(individually or through a company) may have financial interest in a service contractor, supplier, or profes-
sional firm that is being considered by that Manager’s client. Disclosure must be in writing and sufficiently 
in advance of the selection process to allow full consideration of the possible conflicts and any alternatives. 
The fact that the client may still choose the Manager’s related entity is not a violation of the Code, provided 
ample disclosure was given. 

	 7.	 Provide written disclosure to the client of any compensation, gratuity or other from of remuneration from 
individuals or companies who act or may act on behalf of the client. Written disclosure shall be made to the 
client by the Manager, confirming receipt of all commissions, rebates, discounts, payments, or other benefits 
received in excess of $200.00 annually by the Manager from any vendor or vendor related client.

	 8.	CAI  recognizes that insuring that homeowners have timely notice or that their appeal rights are protected 
is limited by the extent that the Manager can influence his or her client. Thus, a Manager who makes reason-
able efforts to properly advise the client has complied with this standard, even if the client chooses to reject 
the Manager’s advice.

	 9.	 Disclose to the client the extent of fidelity or other contractually required insurance carried on behalf of 
the Manager and/or client and any subsequent changes in coverage, which occur during the Manager’s 
engagement if the amount is lower than the contract amount requires. This standard does not require the 
Manager to carry fidelity insurance unless an AAMC company or required by the contract. The change is 
based upon any decrease in contractually disclosed/required coverage and/or fidelity bond coverage.
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	10.	I f the Manager is responsible for handling funds for a client, that client must have at least one, independent cash 
account. This standard does not preclude a Manager from initially depositing payments into a central account 
with funds promptly distributed to individual client accounts, nor does it prohibit a central disbursement or 
payroll account that is promptly reimbursed by each client’s individual cash account. When a Manager’s engage-
ment has ended for a client, all funds must be returned to the client the earlier of:

	 	 • the time limit under state statute, or
	 	 • the time limit in the existing management agreement, or
	 	 • within 30 days of the end of the Manager’s engagement (see also #12)

		T  he Manager shall prepare and furnish to the client accurate and timely financial reports in accordance with 
the terms of the management agreement, job description or duly adopted Board policies. 

	11.	 Original records, files, and books are those items that were given to the Manager at the beginning of his or her 
engagement or were developed by the Manager and/or the client during the period of the Manager’s engage-
ment. This definition may be further expanded by the management agreement. Unless provided in such an 
agreement or otherwise, the Manager has no obligation to provide the client with client-related computerized 
data unless the client owns the computer and software and such data can be separated from that data and 
software which are proprietary to the Manager. For example, if the Manager is a company that maintains hom-
eowner information on its central computer, the Manager shall provide a printout of the homeowner information 
for the client, but need not provide that data via disk or tape. Those items that the Manager brought to and 
used during the engagement, such as operation or procedure manuals, remain the property of the Manager.

		  While the Manager must turn over all records, files, and books, he or she may retain photocopies of those 
key materials that might be necessary for the Manager in dealing with post-engagement client-related mat-
ters. Return of these items should be consistent with the schedule outlined in #10 above. The Manager shall 
maintain a duty of confidentiality to all current and former clients, commencing the effective start date of 
the relationship and continuing through infinity. 

	12.	 Refrain from criticizing competitors or their business practices; Act in the best interests of their Employers; 
Maintain a professional relationship with our peers and industry related professionals.

	13.	S hall conduct themselves in a professional manner when acting in the scope of their employment. Self-ex-
planatory.

	14.	S ubject to all Federal, State and Local statutes, laws and ordinances. 

	15.	 Work products that are posted on the internet, e-mailed, presented as part of an education session or indus-
try related networking exchange are not considered proprietary unless they are clearly labeled as proprietary 
documents or subject to further protection under the copyright or registration. Lists of clients along with their 
contact and confidential contract information that are maintained by a Management Company are consid-
ered proprietary. 

D.		 Future
		T  he Board of Trustees may expand application of this Code, and CAI reserves the right to update, or amend 

both the Professional Manager Code of Ethics and the Code Clarification Document. Any such revision, 
updating or amendment shall be promptly promulgated to CAI Manager members and, after due notice, will 
apply to all members subject to the Code.

E.		  Disciplinary Action
	 	 After an internal investigation and hearing as provided in CAI’s Ethics Enforcement Procedures Policy, a Man-

ager found to be in violation of this Code shall face a sanction in accordance with the enforcement policies 
adopted by the CAI Board of Trustees. The extent of such sanction shall be commensurate with the nature, 
severity, and intent of the violation. In a situation where a firm, principal(s) or supervisory staff are involved, 
sanctions may be imposed on more than one individual or the firm itself.
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Please answer the following questions.

	Have you ever been involved in reorganization for the benefit of creditors or in 	 	Y es	 	N o
	bankruptcy as a debtor? If yes, attach a detailed explanation.

	Have you ever been convicted of fraud, misrepresentation, misappropriation of 	 	Y es	 	N o
funds or property? If yes, attach a detailed explanation.

	Do you know of any reason why you would be unable to obtain bonding? If yes, 	 	Y es	 	N o
attach a detailed explanation.

	Have you ever been subject to disciplinary action by any professional organization? 	 	Y es	 	N o
If yes, attach a detailed explanation.

	 F.	 Signature

		B  y signing below, I agree to abide by the CAI Professional Manager Code of Ethics and to be subject to 
disciplinary action as adopted by the Board of Trustees. All of the information provided by me is complete 
and correct to the best of my knowledge and belief. If I made or at any time make statements with knowl-
edge of its falsity, I understand that it shall be cause for denial or revocation of the designation.

Printed Name 	 Signature

Firm name (if employed by a firm or are a principal or supervisory staff member of the firm)

Printed name and signature of an officer of that firm, if applicable

		A  cknowledged before me on this day:

	 	 notary signature	 notary commission expiration date



Payment Information

LSM Application Fee:  q Member: $95  q Non-member: $195

Enclosed is check#:_________________  in the amount $:_ _____________ payable to CAI	

Please charge my credit card:  

q Visa    q MasterCard    q AmEx    q Discover in the amount of $_ ________________________

Credit card number: ________________________________________ Exp. date:_ ______________

Cardholder name:___________________________________________________________________ 	

Signature:_ _________________________________________________________________________ 	

The non-refundable application fee is due in full with this application. Please do not combine 
this payment with any other candidate fees or amounts.

To expedite processing, you may charge the application fee and fax a copy of your applica-
tion to (703) 970-9558. In addition to faxing the application, please mail the original and 
advise our office on the application that it has been faxed.

Please send completed application and fee to:	 �

Community Associations Institute 
Designations Department
6402 Arlington Blvd., Suite 500
Falls Church, VA 22042
(888) 224-4321
www.caionline.org

6402 Arlington Blvd., Suite 500   
Falls Church, VA 22042

www.caionline.org
(888) 224-4321

Fax: (703) 970-9558


