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	[bookmark: _o66si0hc9wko]HOA Violation Notice Templates
Three ready-to-use templates for friendly reminders, formal notices, and final notices


[bookmark: _ifsnjclm50hz]
	[bookmark: _1jq4j43o7pa4]How to Use These Templates
	These three templates are designed to be copied, pasted, and customized for your community. Each one is written for a different stage of the violation process.
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	[bookmark: _99vo4dfglu5j]Template 1: Friendly Reminder

· Use when: A homeowner appears to be unaware of the rule, or this is a first-time, minor issue.
· Tone: Warm, neighborly, assumes good faith.

	[bookmark: _8n8lhj71i1om]Template 2: Formal Notice

· Use when: The issue was not resolved after a friendly reminder, or the violation is more serious.
· Tone: Professional and firm. Facts only
	[bookmark: _hhfkafi9w64p]Template 3:  Final Notice

· Use when: Previous notices have been ignored. This notice states consequences clearly.
· Tone: Direct and serious. No ambiguity.




	[bookmark: _ivxc8kyw3mo3]A Few Tips Before You Send

	Keep a copy on file
	Document every notice sent, including the date, method of delivery, and a copy of the letter.

	Send via certified mail for Templates 2 and 3
	This creates a delivery record and is often required before moving to fines or hearings.

	Always offer a path to resolve the issue
	Every notice should tell the homeowner exactly what they need to do and by when.

	Be consistent
	Use the same process for every homeowner. Inconsistent enforcement is one of the most common sources of HOA disputes.
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	[bookmark: _rhx4h1mlni5e]Template 1: Friendly Reminder
Use for first-time or minor violations where the homeowner may simply be unaware



	HOA Name
	
	Date  

	Homeowner Name
	
	Property Address 	


[bookmark: _wcmcqunqa1lm]
	Dear [Homeowner Name],

We hope you are well. This is a friendly reminder about a community guideline that needs your attention at [Property Address].

The item we noticed:

[Describe the violation and the authority for claiming it is a violation clearly and simply. Example: A vehicle is parked on the front lawn, which is not permitted under Section 4.2 of the Community Rules.]

We understand that life gets busy and you may not be focused on this concern. We appreciate having you as a neighbor and ask that you help continue to keep our neighborhood looking great.

We kindly ask that you resolve this by:

[Requested action. Example: Please move the vehicle to your driveway or garage by (Date).]

If you have any questions or if there is something we should know about this situation, please reach out. We are always happy to talk things through.

Thank you for being a part of our community. We appreciate your cooperation.

Warm regards,

[Board Member Name]

[Title, e.g., President / Compliance Chair]


[bookmark: _iez26aw9tix2]
	[bookmark: _h865d6o7fvxa]Template 2: Formal Notice of Violation
Use when the issue was not resolved after a reminder, or the violation is more serious


	HOA Name
	
	Date  

	Homeowner Name
	
	Property Address 	

	Violation Reference Number

	
	Section of Rules Violated
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	Dear [Homeowner Name],

This letter is a formal notice of a violation at [Property Address], in accordance with the governing documents of [HOA Name].

Violation Details: [Describe the violation factually and specifically. Include the rule or section number. Example: A recreational vehicle is stored in the driveway in violation of Section 6.1 of the Community Rules, which prohibits recreational vehicle storage visible from the street.]

Date violation was first observed: [Date]

Previous notice sent: [Date of friendly reminder, if applicable, or note "This is the first formal notice."]

Required action: [State clearly what the homeowner must do. Example: The recreational vehicle must be relocated to an enclosed garage or off-site storage by (Date).]

If this matter is not resolved by the date noted above, the board may assess a fine in accordance with the association's fine schedule or schedule a compliance hearing.

If you believe this notice has been sent in error, or if you have circumstances the board should be aware of, please contact us within 10 days of receiving this letter.

Sincerely,

[Board Member Name]
[Title, e.g., President / Compliance Chair]



	[bookmark: _npl5knwahphl]Template 3: Final Notice
Use when previous notices have been ignored and consequences are now in effect


	HOA Name
	
	Date  

	Homeowner Name
	
	Property Address 	

	Violation Reference Number

	
	Section of Rules Violated
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Dear [Homeowner Name],

This is a final notice regarding an unresolved violation at [Property Address]. Previous notices were sent on [Date of Reminder] and [Date of Formal Notice] and the issue has not been corrected as of [Today's Date].

Violation Details: [Restate the violation clearly. Example: Recreational vehicle remains parked in the driveway in violation of Section 6.1 of the Community Rules.]

Action taken to date: [Summarize prior notices. Example: A friendly reminder was sent on (Date). A formal notice was sent on (Date). No response or corrective action has been received.]

Consequences now in effect: [State clearly what has been or will be assessed. Example: A fine of $[Amount] has been assessed to your account. Additional fines will accrue every [X] days until the violation is resolved.]

To resolve this matter: [State the exact action required and the deadline. Example: The recreational vehicle must be removed from the driveway by (Date). Once removed, please notify us so the fine accrual can be stopped.]

You have the right to request a hearing before the board to contest this notice. To request a hearing, please submit a written request to [Contact Name or Email] within [X] days of receiving this letter.

If you have questions, please contact us at [Phone or Email].

On behalf of the Board of Directors,

[Board Member Name]
[Title, e.g., President / Compliance Chair]
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