spotHOA	Dues Schedule Template

Dues Schedule

Fiscal-year dues schedule for a self-managed HOA. Fill the cover table first, then list every unit in the units table.
Assessment Policy
	HOA Name
	[HOA NAME]

	Fiscal Year
	[YYYY-YYYY or calendar year]

	Assessment Frequency
	Monthly / Quarterly / Semiannual / Annual

	Due-Date Rule
	[e.g. 1st of the month; 1st day of each quarter]

	Grace Period
	[e.g. 15 days after the due date]

	Late Fee Policy
	[Flat $25 per missed payment OR 10% of unpaid balance; check CC&Rs & state law]

	Delinquency Threshold
	[e.g. 60 days past due triggers formal collection notice]

	Payment Methods
	[Check payable to HOA, ACH via [bank], spotHOA online payments, etc.]

	Remit To
	[HOA MAILING ADDRESS or LOCKBOX]


Unit Assessments
List every unit in the association below. Keep one row per unit so totals reconcile against the annual budget.
	Unit
	Owner
	Annual Assessment
	Frequency
	Amount per Payment
	Due Dates

	001
	[OWNER NAME]
	$1,200.00
	Monthly
	$100.00
	1st of each month

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


Sum of Annual Assessment column should equal total assessment revenue in the adopted annual budget. If it does not, reconcile before sending invoices.
How to Use This Template
1. Print and fill by hand for a board-meeting binder, OR
1. Duplicate the units table into Excel or Google Sheets for sorting, autofill, and totals, OR
1. Skip retyping entirely: spotHOA's CSV import accepts a Unit / Owner / Assessment / Frequency spreadsheet and generates the invoices automatically. See spothoa.com/product/dues.
1. Update the schedule anytime the board approves a special assessment or reserve contribution; file the signed copy with the minutes.
This template is a starting point, not legal advice. Adapt it to your CC&Rs and state law. Last updated 2026-04.
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