


F01  |  INTERNAL PREPARATION FORM
Board referral and hearing intake
Board members: use this form with us to verify your action before we issue the owner hearing notice. It records your actual decision and does not replace a properly noticed Board meeting or its minutes.
	Field
	Information

	Association
	[Exact legal name]

	Case and property
	[Case number] | [Property address]

	Record owners
	[Each record owner’s name]

	Other recipients
	[Occupant/licensee/invitee sought to be fined, if applicable]

	Governing authority
	[Declaration/bylaw/rule, exact section, effective version]

	Allegation
	[Specific conduct and incident date(s)]

	Current cure status
	[Cured/not cured/continuing; inspection date and evidence]

	Required cure
	[Specific corrective action, applicable terms and notice source]



Verified Board action
Board meeting date and minutes reference: [Complete]
Motion, author, second if stated, vote and result: [Complete]
Board fine: [One-time amount OR daily rate, covered dates, count and cap]
Authority for any amount above default statutory limits: [Exact provision or Not applicable]
Scheduling and notice checks
Notice issue date / planned delivery / hearing date: [Complete]
At least 14 days written notice verified by: [Complete]
Hearing within 90 days after issuance verified by: [Complete]
Physical location and remote access: [Complete]
☐ Protected conduct and cure bar screened.
☐ Board action and evidence attached.
☐ Committee appointments, eligibility, quorum and voting rule verified.
☐ Designated recipient addresses confirmed in official records.
Prepared by and date: [Complete]
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