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Violation Letter Samples

Three graduated sample letters for documenting and escalating CC&R violations. These are samples only, not legal advice. Before sending, cross-check your CC&Rs, bylaws, fine schedule, and state statute (e.g. Texas Property Code Ch. 209 notice rules). Personalize every [BRACKETED PLACEHOLDER] before mailing.
Letter 1 — Courtesy Notice
Tone: friendly, assumes good faith. First contact only. No fines, no deadlines beyond a reasonable cure period.
From: [HOA NAME], c/o [BOARD CONTACT], [ADDRESS]
To: [HOMEOWNER NAME], [PROPERTY ADDRESS]
Date: [SEND DATE]
Subject: [SUBJECT LINE]
Dear [HOMEOWNER NAME],
On [DATE OF OBSERVATION], a member of the board noticed [SPECIFIC CONCERN, e.g. the trash bins left at the curb past pickup day, the fence repainted a non-approved color]. Under our community's governing documents, specifically [CC&R SECTION / RULE #], property owners are asked to [BRIEF RESTATEMENT OF THE RULE].
We are sending this as a friendly courtesy note first. Most of the time it is an easy fix and no further contact is needed. If you could address the matter by [REASONABLE CURE DATE, e.g. 14 days from today], we will consider it closed with no further action.
If there is context we should know — for example, a repair in progress, a medical issue, or if the concern has already been handled — please reply to this letter or email [BOARD EMAIL] so we can update our records.
Thank you for helping keep our community a place people want to live.
Sincerely,

[BOARD MEMBER NAME]: [TITLE, e.g. President, ARC Chair]
On behalf of the [HOA NAME] Board of Directors: 

Letter 2 — Formal Violation Notice
Tone: direct, documents the violation for the record. Issued only after a courtesy notice was ignored or after a recurring / serious violation. Triggers the cure period your CC&Rs specify.
From: [HOA NAME], c/o [BOARD CONTACT], [ADDRESS]
To: [HOMEOWNER NAME], [PROPERTY ADDRESS]
Date: [SEND DATE]
Subject: [SUBJECT LINE]
Dear [HOMEOWNER NAME],
This letter serves as a formal notice of a violation of the [HOA NAME] governing documents. On [DATE OF COURTESY NOTICE], we sent a courtesy note regarding [CONCERN SUMMARY]. As of [TODAY'S DATE], the condition has not been corrected.
Specific violation: [DESCRIPTION OF THE OBSERVED VIOLATION]. This is a violation of [CC&R SECTION / RULE #]: [QUOTE THE APPLICABLE PROVISION].
Under [BYLAW SECTION / ENFORCEMENT POLICY REFERENCE], you are required to cure this violation by [CURE DEADLINE, typically 30 days from this letter]. If the violation is not cured by that date, the board may impose fines per the adopted fine schedule and / or schedule a hearing as described below.
You have the right to discuss this matter with the board before any fine is assessed. To do so, please contact [BOARD EMAIL] by [RESPONSE DEADLINE] and we will place your concern on the agenda for the next regular meeting on [MEETING DATE].
If the violation has already been cured, please reply with photos or a short note confirming the correction so we can close the file.
Regards,

[BOARD MEMBER NAME]: [TITLE]
On behalf of the [HOA NAME] Board of Directors: 
Enclosures: [CC&R excerpt] | [Fine schedule] | [Photo(s) of observed condition]

Letter 3 — Hearing Notice
Tone: formal, procedural. Issued when the cure period has expired and the board is moving to a hearing. In many states (including Texas) this step is statutorily required before fines attach. Preserve the mailing receipt.
From: [HOA NAME], c/o [BOARD CONTACT], [ADDRESS]
To: [HOMEOWNER NAME], [PROPERTY ADDRESS]
Date: [SEND DATE]
Subject: [SUBJECT LINE]
Dear [HOMEOWNER NAME],
This letter is formal notice that the Board of Directors of [HOA NAME] will hold a hearing regarding the ongoing violation described in our letter dated [DATE OF LETTER 2]. The violation concerns [CONCERN SUMMARY] under [CC&R SECTION / RULE #].
Hearing Date: [DATE]
Hearing Time: [TIME]
Hearing Location: [ADDRESS OR VIDEO LINK]
At the hearing you have the right to appear in person or by video, present evidence and witnesses, and respond to the board's findings. You may also submit a written response in lieu of attending, so long as it is received by [WRITTEN-RESPONSE DEADLINE].
Possible outcomes of the hearing include: (1) dismissal of the matter if the violation is found to be cured or unfounded; (2) an order to cure by a specified date; (3) fines imposed per the adopted fine schedule of [FINE AMOUNT AND FREQUENCY, e.g. $25 per day until cured]; (4) referral to legal counsel for further enforcement including lien or attorney-fee recovery, as permitted by governing documents and state law.
If the violation is cured before the hearing date, please notify the board at [BOARD EMAIL] with supporting photos so we can cancel the hearing and close the file.
Respectfully,

[BOARD MEMBER NAME]: [TITLE]
On behalf of the [HOA NAME] Board of Directors: 
Sent via [certified mail / hand delivery / email] on [DATE]. Tracking / receipt: [TRACKING #]. Enclosures: prior correspondence, CC&R excerpt, fine schedule, photos.
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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