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WHAT TO DO WHEN.... 

In case of a health or medical emergency 
CALL 911, stay on the telephone line and give clear, accurate 
information. State your name, address, building, unit, and your 
telephone number. Also your gate code if appropriate.  
In case of fi re 
If the fi re alarm sounds, feel the door before opening. If it is hot, 
use another way out. See p. ix and tinyurl.com/FireEducation
Please trigger the alarm in your hallway, then CALL 911
Alarms are located next to each staircase door on every fl oor.
These alarms warn your neighbors, not the fi re department, so 
it is important that you call 911. 
In case of emergency, such as fl ooding... 
...or other imminent property damage or safety endangerment, 
call The Manor emergency phone at 650  587-3505. 
In case...     (not a complete list, but you get the idea )
You don’t want to get yourself locked out See page xi
The pool needs attention Call MCS *
A sprinkler problem Call MCS *
Building needs repair Call MCS *
Carpet needs cleaning Call MCS *
Mechanical noise Call MCS *
A landscaping problem Call MCS *

Please DO NOT call Menlo Commons Board Members or 
Val Smith for these kinds of problems. 

* MCS = The Manor Client Services:  650  637-1616 ext. 1 
 Email: cs@manorinc.com,  Emergency: 650  587-3505. 
 The Manor has a staff  of 3 on call Mon-Fri, 9:00–5:00
 They will contact Val, our on-site manager. 

For more on the Manor, see page iii. 
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BOARD, COMMITTEES, TELEPHONE

2021 Menlo Commons Board of Directors *
President John Loughlin
Vice President Brian Pirzadeh
Treasurer Jan Frakes
Secretary Josephine Dorval
Director Dag Forssell

Committees: **
Architecture:   Brian Pirzadeh
Facilities:   Dag Forssell
Finance:  Susan Marshall
Landscaping:   John Loughlin
Orientations Josephine Dorval, Jan Frakes
Social:   Lilly Schulte, Carol Clarke
Important Phone Numbers:
For all emergencies 911
Menlo Commons on-site manager (Val) 650  854-2100
The Manor Client Services 650  637-1616 ext. 1
Non-emergency Fire Department 650  363-4961
Non-emergency Police Department 650  330-6300
Kwik Key (authorized locksmith) 650  965-2997
AT&T 866  299-6824
Telephone – Television – Internet
For all telephone, television or Internet services, service 
delivery issues or billing questions please call AT&T directly 
at 866  299-6824. Identify that you are calling from Menlo 
Commons and are served by a Connected Community Bulk 
Contract.  Have your AT&T phone number handy if you are 
calling from another phone. 

* For more on the nature of our board, see page iv. 
** For more on committees, see page v. 
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OUR MANAGEMENT COMPANY

Menlo Commons is professionally managed by:
The Manor Association
1800 Gateway Drive, Suite 100    San Mateo, CA 94404
Our Community Association Manager is:
Paul Rallonza:   Phone: 650  637-1616 ext. 502
Email address:  prallonza@manorinc.com
The Manor Association Client Services can be reached via:
Phone: 650  637-1616 ext. 1 Fax: 650  637-1670 
Email cs@manorinc.com     www.manorinc.com
The Manor Association Client Services ...
...is open Monday thru Friday, 9:00 am–5:00 pm.
All maintenance issues or requests, inquiries, questions or 
concerns regarding the facilities or operation of Menlo Com-
mons should be directed to Manor Client Services.  (Not to Val 
Smith or HOA Board members.)
When calling please provide your name, building and unit, and 
your telephone number. Please clearly state the purpose of 
your call.  Client Services will log your call and direct it to the 
appropriate person for resolution. 
Weekend and After-Hours Requests
For Maintenance Services      , defi ned as 
imminent property damage or safety endangerment, please call 
The Manor at 650  587-3505 and speak to the on-call Manor 
representative or leave a message with phone number.  Your 
call will be returned ASAP. 
I      , call Manor: 650  637-1616  ext. 1  
and at the voicemail prompt please leave a detailed message 
with your name, building and unit number, that you are calling 
from Menlo Commons, and the service needed.
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GOOD TO KNOW...ORGANIZATION...

Our Menlo Commons Board of Directors...
...are volunteers who serve our Association. By California 
civil code the Board of Directors has the fi duciary obligation 
to protect, maintain, and enhance the value of assets, and is 
responsible for management and operation of the association. 
The board has retained the services of our management com-
pany, the Manor, to handle day-to-day operations, and the 
Manor in turn, employs our on-site manager, Val Smith.
When you have a concern, please direct your communications 
as shown on page i. Do not call your volunteer board member 
friends unless a truly urgent issue demands it.
Association CCRs and Bylaws...
...are our formal governing documents. 
A copy is located in the Commons Room. 
Menlo Commons Operating Rules ...
...is a 29-page reference drawn from several documents. 
A copy is located in the Commons Room.  A PDF version is 
available on request. 
Insurance and liability...
...Buildings are owned and insured by the Association.  
...Unit owners are required to carry an HO-6 policy for content 
and liability.  Tenants are required to carry an HO-4 policy. 
Failure to carry such insurance puts owners and renters at 
extreme fi nancial risk. 
If you consider any remodeling changes to your unit...
...such as air conditioning, new bath, new windows etc., see 
the Menlo Commons Operating Rules. You will have to prepare 
a remodel request and submit it to the Board and the City. 
Questions should be directed to the Architectural Committee. 
For original unit blueprint drawings, contact Dag Forssell. 
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GOOD TO KNOW...ORGANIZATION...

Committees...

Architecture / Remodel:  
Homeowners who want to make upgrades or other changes to 
their units must confer with the Architecture / Remodel commit-
tee to determine what can be done with and without a permit 
from the City of Menlo Park. 
Facilities:  
The fi ve Menlo Commons buildings are over 40 years old and 
require understanding and care of common utilities, ventilation 
systems, as well as general maintenance and upkeep.  This 
committee works to identify issues and resolve them. 
Finance: 
The Finance Committee works with the Board to continually 
review the fi nancial condition of the Association.
Landscaping:  
The committee will oversee maintenance and improvement to  
the appearance of the association’s common area landscaping 
(perimeter, lawn, fl ower gardens, gazebo, walkways, and plant-
ers) thru oversight and coordination of the landscaping vendors.
Orientations:  
The committee will welcome new residents to Menlo Commons 
and provide them with pertinent information to enjoy a pleasant  
and successful move to our community.
Social:  
Holiday and other social events are planned by this committee. 
To use common facilities, residents turn to the social committee 
for reservations. 
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COMMUNITY LIVING...

Living together in harmony...
...means considering the impact of your actions on your neigh-
bors, and it means paying attention to things, odors and sounds.
Composting:   
ALL residents are strongly encouraged to compost.  It is simple, 
easy and saves our landfi lls.  It also reduces plumbing issues 
which we all pay for. Please collect food scraps, pizza boxes, 
used paper plates, fl owers, coff ee grounds, and paper food 
containers and empty them in the big green container right 
inside the Menlo Commons main driveway entry.
Recycling:   
ALL residents are strongly urged to recycle various household 
waste. Glass, metal, paper, aluminum foil, clean cardboard, 
plastic jars, and bottles, can be recycled.  Check for the recycle 
symbol if not sure. Styrofoam, bubble wrap and plastic bags 
cannot be recycled.  Place recyclable materials in the large 
blue bins located in the garage. 
Trash:  
What cannot be composted or recycled (clothing, broken glass/
china), can be placed in plastic bags, tied securely, and placed 
in the trash chute on each fl oor. Large items should be carried 
to the garage level trash room. 
Pets:   
Are welcome companions, but should neither be seen nor heard 
in ways that disturb your neighbors.  Never bring pets into the 
Commons Room.  Please walk your pets for toilet purposes 
outside of the fenced interior courtyard, and pick up droppings 
right away. Place waste in one of the two exterior pet waste 
collection baskets. Please—kitty litter must be carefully bagged 
and sealed before being placed in garbage chutes. 
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COMMUNITY LIVING...

Independent of the board, residents can and do 
organize activities such as:  
Emergency preparedness,  Movie nights,  Mahjong,  Bridge,  
Exercise,  Swimming,  Walking,  Hiking,  Shopping,  Swapping 
books and equipment, Picnics in nearby parks,  Communal 
dining (scheduled, spontaneous, indoors or out).  Book clubs,  
Discussion groups,  Lectures,  Town Hall meetings,  Computer 
support groups. 

Communications...
The Board communicates:
1 Notices of HOA meetings are posted on bulletin boards 

located near mail boxes in each building.  
2 Notices of HOA meetings and Board meeting minutes are 

posted and when possible emailed to residents using email 
addresses shown on pages 16 – 20.  

3 Important materials (required documents) are sent via the 
US Mail to owners of record.  

 Residents communicate between themselves:
1 By telephone.
2 By email.
3 By posting on general purpose bulletin boards located in 

the elevator lobby on the garage level.
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GOOD TO KNOW...BUILDINGS...

Plumbing
It is IMPORTANT  that we all avoid clogging drains by fl ushing 
excess toilet paper, (single thickness recommended) hygiene 
products and/or wipes down the toilet drains.  Wipes may claim 
you can fl ush them, but please don’t.  Clogs in the garage 
ceiling sewer pipes cause fl ooding—water coming up into toilets 
and sinks. 
Kitchen drains can clog from fat and foods. Never pour grease 
down the drain.  A sieve in your sink can catch tea leaves and 
anything else so you can dump them in compost. 
When it is determined... that a certain unit caused a blockage, 
the owner may be held responsible for all repair costs. 

3rd fl oor

garage ceiling

19’


Horizontal drain 
inside unit, if any, 

adds length

1st fl oor

2nd fl oor

Some drains on the 3rd fl oor 
drain 19 ft straight down. 
Some drains on the 3rd 
fl oor drain 9 ft straight down, 
then join 2nd fl oor drains. 
Most drains on the second 
fl oor join drains on the fi rst 
fl oor 9 ft down. 
Most toilets drain straight to 
the garage level. 
Of course, all drains are 
vented to the roof. 

8’

8’

13”

13+”

2’


9’


10’


9’


13”

Toilet, bathroom, kitchen drains...
...all empty into the pipes suspended in our garage ceilings. 
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GOOD TO KNOW...BUILDINGS...

Be prepared for and notifi ed of emergencies...
... Study the National Fire Protection  Association fl yer here:   
tinyurl.com/FireEducation   Specifi c to apartment buildings! 
The San Mateo County alert system, SMC ALERT is an 
alert notification system used to immediately contact 
you during urgent or emergency situations.  To sign up:  
hsd.smcsheriff .com/smcalert
Earthquake preparedness information is available at California 
Earthquake Authority, www.earthquakeauthority.com

In case of a power outage...
... Emergency lights in hallways and stairs turn on; they have 
       a battery life of approximately 4 hours. 
... Elevators descend and doors open.
       To use the elevator emergency phone, just open door 
       and press button.  Staff  stands by to take your call  24/7.
... Garage gates open and stay open for the duration of the 
       power outage

Hallway ventilation and heating...
... is designed to provide fresh, outside, nighttime air year round.

Please conserve water...
... we use water for irrigation, our pool, and personal use, 
and it adds up to substantial expense.  Please conserve!

Commons room...
... is a major feature of Menlo Commons. Reservations are 
available for private use. For much specifi c information, see 
the Menlo Commons Operating Rules and more located in 
this room. 
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DON’T GET YOURSELF LOCKED OUT

The Manor Association, The Menlo Commons Association’s 
Board, and the Facilities Manager (Val Smith) ...

... Do Not Provide Lockout Services
We strongly urge all residents to establish access to a spare 
key to gain entry to their unit in the event a lock-out occurs. 
If a lock-out occurs during regular business hours, Kwik Key 
(650)  965-2997 may be able to assist at a cost to you.
To purchase that spare key visit Kwik Key at 1949 West El 
Camino Real, Mountain View. CA 94040, kwikkeylock.com,   
8:30 am–5:00 pm Mon – Fri.    Phone: (650)  965-2997  

Commons room kitchen...
... is well equipped to support substantial parties in the Com-
mons Room.  Reservations are required for private use. 

Gym in bldg E...
... hours are from 7:00 am to 10:00 pm, seven days a week.
See Menlo Commons Operating Rules located in the Com-
mons Room.

Community pool...
... is available to residents and adult guests from 6 am to 10 pm. 
Please observe posted rules.  

Building and unit drawings...
... scanned from original building blueprints can be made avail-
able on request.  Some are available already; some require 
processing.  Contact Dag Forssell.
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ABOUT THE PHONE BOOK BY BUILDING / UNIT

Keeping this directory up-to-date
Residents, please review your listing with care.  Do you spot 
typos or want change phone numbers or your email address?  
Want to spell out what is a home or cell phone?  Want to add 
a phone number or email address to the person looking after 
you or your unit?  Want to say iPhone instead of Cell, so that 
friends will know they can call using Apple FaceTime?
I update this directory when I receive orientation data about 
new owners or renters.  I remove residents when they have 
moved out.  
I can provide current pdf and printed directories on request. 
                     Dag Forssell (the phone book guy)
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