


F12  |  KEEP WITH CASE FILE
Notice and decision delivery log
[ASSOCIATION LEGAL NAME]
Case / property / record owner(s): [Complete]
Designated address verification: [Source, verified mailing/email address, date and verifier]
	Document / recipient
	Method / address
	Issued / sent
	Delivered / proof

	Hearing notice / [name]
	[Method/address]
	[Date]
	[Date / exhibit]

	Hearing notice / [name]
	[Method/address]
	[Date]
	[Date / exhibit]

	Findings + letter / [name]
	[Method/address]
	[Date]
	[Date / exhibit]

	Findings + letter / [name]
	[Method/address]
	[Date]
	[Date / exhibit]

	Board report
	[Method/address]
	[Date]
	[Date / exhibit]



Hearing date / at least 14-day notice interval verified: [Complete]
90-day hearing outside date / compliance verified: [Complete]
Findings due within 7 days / actually provided date: [Complete]
Committee-set payment date / actual delivery date: [Complete]
30-day payment interval verified: [Days, reviewer, date or Not applicable]
Delivery delay or failure and corrective action: [Hold collection; authorized correction and proof reference]
Posthearing cure check and result: [Date, evidence, resulting account instruction]
Accounting authorization: [Exact amount, due date and authority OR no-post/adjustment]
Letter/attachment final version and file location: [Complete]
VMS/Smartweb updated by / date: [Complete]
Minutes prepared/remitted/uploaded by / date: [Complete]
File completed by / date: [Complete]
Help us verify actual delivery for each recipient; the letter date alone is not proof. If you identify a missed deadline, tell us promptly so we can coordinate the proper correction. Do not backdate the record.
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