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	[bookmark: _o66si0hc9wko]Resident Communication Templates for Repairs & Maintenance
4 ready-to-send notices that keep residents informed and boards protected


[bookmark: _ifsnjclm50hz]
	[bookmark: _1jq4j43o7pa4]How to Use These Templates
	Each template is a fill-in-the-blank notice you can copy into an email, paste into your HOA newsletter, or print and post. Fields marked in brackets like [DATE] or [VENDOR NAME] are placeholders replace them with your community's actual details before sending.


[bookmark: _ims482d8yts1]Three steps to send any template:
· Fill in every bracketed field. Do not leave any placeholder text in the final message.
· Read it once out loud. If anything sounds confusing, simplify it before you send.
· [bookmark: _99vo4dfglu5j]Send it at least 48 hours before the work begins whenever possible. For major projects, one week is better.

	[bookmark: _ivxc8kyw3mo3]Which template should I use?

	Scheduled Maintenance
	Routine work residents already expect, such as landscaping, pest control, HVAC servicing, gutter cleaning.

	Construction and Noise Notice
	Any work that will be loud, disruptive, or affect parking and access for more than a few hours.

	Amenity Closure Notice
	Pool, gym, clubhouse, tennis courts, or any shared space that will be unavailable.

	Project Completion Update
	After any significant project wraps up. Closes the loop and builds trust with homeowners.

	
	


	[bookmark: _62iwr429p4be]Note: Save a copy of every notice you send in your HOA document storage. If a dispute comes up later, having a record of when residents were notified is your best protection.


[bookmark: _y0oim0yiwu12]

	[bookmark: _rhx4h1mlni5e]Template 1 Scheduled Maintenance Reminder
Use this when: Routine, planned maintenance is coming up. Residents should know what is happening, when, and whether anything is expected of them.


[bookmark: _wcmcqunqa1lm]
	
Subject: Scheduled Maintenance Notice [COMMUNITY NAME]

Dear [COMMUNITY NAME] Residents,

This is a reminder that scheduled maintenance is planned for your community:

Date: [DATE / DATE RANGE]
Time: [TIME RANGE]
Work: [TYPE OF WORK]
Vendor: [VENDOR NAME]

[ANY ACTION REQUIRED by the owners, such as moving vehicles, closing windows, covering plants, etc.]

This work is part of our regular maintenance program to keep the community in good condition. We appreciate your patience and cooperation.

If you have questions, please contact [BOARD NAME / CONTACT] at [EMAIL / PHONE].

Thank you,
The [COMMUNITY NAME] HOA Board


	

	Note: Keep this short and factual. Residents do not need the full backstory. They need to know what is happening, when, and what (if anything) they need to do. Some associations have a special notice for application of chemicals on lawns – alert regarding children, animals, people with sensitivities
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	Template 2 Construction and Noise Notice
Use this when: Work will be loud, create dust or debris, affect parking or street access, or disrupt daily life for more than a couple of hours. Always send this one ahead of time.



	
Subject: Construction Notice [PROJECT NAME] Starting [START DATE]

Dear [COMMUNITY NAME] Residents,

We want to give you advance notice of upcoming construction work in our community.

Project: [PROJECT NAME]
Dates: [START DATE] through [END DATE / ESTIMATED COMPLETION]
Work hours: [WORK HOURS]
Areas affected: [AREAS AFFECTED]
Contractor: [VENDOR / CONTRACTOR NAME]

What to expect:
[SPECIFIC DISRUPTIONS]

What you need to do:
[WHAT RESIDENTS SHOULD DO]

We have planned this project carefully and selected a qualified contractor to minimize disruption. We understand construction is never convenient and genuinely appreciate your patience.

Questions? Contact [BOARD NAME / CONTACT] at [EMAIL / PHONE].

Thank you,
The [COMMUNITY NAME] HOA Board


	

	Note: Be specific about disruptions. Vague notices lead to more complaints than detailed ones. 'Some noise' is worse than 'jackhammering from 8 to 11 AM on Tuesday and Wednesday.'






			Template 3 Amenity Closure Notice
Use this when: A shared amenity pool, gym, clubhouse, tennis courts, dog park, or any common area will be closed or restricted for repairs, maintenance, or inspections



	Subject: [AMENITY NAME] Closure Notice [CLOSURE DATE] through [REOPENING DATE]

Dear [COMMUNITY NAME] Residents,

Please be aware that [AMENITY NAME] will be temporarily closed beginning [CLOSURE DATE].

Reason: [REASON FOR CLOSURE]
Expected reopening: [REOPENING DATE / ESTIMATED DATE]

[ANY ALTERNATIVE]

We know this is inconvenient and have worked to schedule this maintenance during a time that minimizes impact. We will send a follow-up notice as soon as the amenity reopens.

Questions? Reach out to [BOARD NAME / CONTACT] at [EMAIL / PHONE].

Thank you for your understanding,
The [COMMUNITY NAME] HOA Board


	

	Note: Always send a second notice when the amenity reopens. Residents remember the closure. They will appreciate knowing it is back and it builds goodwill.



	








	Template 4 Project Completion Update
Use this when: A significant maintenance or repair project has wrapped up. This notice closes the loop, acknowledges residents' patience, and reinforces that the board is taking good care of the community.



	Subject: Project Complete [PROJECT NAME]

Dear [COMMUNITY NAME] Residents,

We are happy to let you know that [PROJECT NAME] has been completed as of [COMPLETION DATE].

[BRIEF SUMMARY]

[ANY FOLLOW-UP INFO]

Thank you for your patience during this process. Projects like this are part of how we protect property values and keep our community a great place to live.

As always, if you have questions or feedback, please reach out to [BOARD NAME / CONTACT] at [EMAIL / PHONE].

Warmly,
The [COMMUNITY NAME] HOA Board

	

	Note: This is the most underused notice in most HOAs. Sending a completion update takes five minutes and builds more goodwill than almost anything else a board can do. Do not skip it.
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