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Good communication doesn’t just share information. It sets expectations, lowers stress, and builds
trust across the community.

This guide helps HOA boards communicate in a way residents understand, respect, and respond
to.

Why This Guide Fxists

Most HOA conflict doesn’t start with rule-breaking.
It starts with:

e Confusing messages
e Inconsistent tone

e Overly legal language
e Last-minute notices

This guide exists to reduce friction before it turns into frustration.

Core Communication Principles

Every HOA message should aim to be:

Clear

Say what'’s happening, when, and why in plain language.

Calm

A calm tone keeps situations from escalating unnecessarily.

Consistent

Residents should recognize the HOA's voice, no matter who writes the message.
Human

You're neighbors first, board members second.
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Choosing the Right Tone

Before writing, ask:

e Isthisinformational, corrective, or urgent?
e Does this require action or awareness?

e Would | want to receive this message?

Tone should match intent, not emotion.

Tone Guidelines by Message Type

Friendly Notices
Used for reminders, seasonal updates, and general information.
Purpose

e Keepresidentsinformed
e Maintain goodwill

Tone

e Warm
e Approachable
e Neighborly

Structure

e Friendly opening
e Clear message
e Appreciation closing

Example

“Just a quick reminder as we head into spring...”

Rule Reminders

Used to restate existing guidelines without targeting individuals.
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Purpose

e Clarify expectations
e Prevent misunderstandings

Tone

e Neutral
e Non-accusatory
e Consistent

Structure

e Reference the guideline
e Explain the purpose

e Invite questions
Example

“This is a reminder of our existing parking guidelines to help keep access clear for everyone.”

Violation-Adjacent Messaging

Used when addressing issues broadly before enforcement.
Purpose

e Course-correct behavior early
e Avoid formal violations

Tone

e Calm
e Matter-of-fact
e Respectful

Avoid

e Threats
e Assumptions
e Legal framing
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Urgent Alerts

Used for safety issues, emergencies, or immediate changes.

Purpose

e Share critical information quickly
e Protect residents

Tone

e Direct
e Reassuring
e Action-focused

Structure

e What's happening
e Whattodo
e Where to get updates

Urgency should never sound punitive.

Financial Communications

Used for dues, budgets, assessments, and expenses.
Purpose

e Build transparency
e Reduce suspicion

Tone

e Straightforward
e Honest
e Respectful

Best Practices

e Explain the “why”
e Sharetimelines
e Avoid absolutes
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Fvent & Community Promotions

Used for meetings, socials, and volunteer opportunities.
Purpose

e Encourage participation
e Build connection

Tone
e Inviting
e Positive

e Inclusive
Tip
Participation increases when people feel welcome, not obligated.

Language to Use (And Avoid)

Use Plain Language

e Use everyday words
e Short sentences
e Clear headings

Avoid Legal Jargon
Avoid unless legally required:

e “Hereby”
e “Pursuantto”
e “Failure to comply”

Legal language belongs in legal documents, not announcements.

Say This, Not That

Instead of

“Residents are required to adhere to...”
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Say

“Please remember our guidelines regarding...”
Instead of

“This notice serves to inform you...”

Say

“We wanted to share an update...”

Instead of

“Failure to comply may result in penalties.”
Say

“If you have questions, we're happy to help.”

Writing for Readability

Structure Matters

e Put the main point first
e Use bullet points when helpful
e Limit paragraphs to 2-3 sentences

Scannability Tips

e Use headings
e Bold dates and deadlines
e Avoid long blocks of text

Consistency Across Channels

Your tone should feel the same whether a message appears:

e Onthe website

e Inanemail

e Onanotice board
e Inanewsletter

Consistency builds trust.
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When to kscalate Language

Use firmer or legal language only when:

Issuing formal violation notices
Required by governing documents
Directed by legal counsel

Do not escalate tone preemptively.

Pre-Send Communication Checklist

Before sending or posting:

Is the purpose clear?

Is the tone calm and respectful?

Are next steps obvious?

Would this make sense to a new homeowner?

If unsure, revise.

How to Use This Guide

Share with all board members

Use during onboarding

Refer to it before posting or sending messages
Pair it with HOA templates for consistency

Final Thought

Clear communication isn’t about control.
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It's about creating a community where people feel informed, respected, and included.

When communication improves, everything else gets easier.
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