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1. Purpose
The Violation Review Committee (VRC) was established by [ASSOCIATION] (TBR) Board of Directors on [DATE OF APPROVAL AT BODMEETING]. The VRC’s purpose is to ensure that any fines or suspensions imposed by the [Association] (HOA) Board of Directors will be subject to an impartial review process. This process is designed to uphold principles of due process, transparency, and fairness for all members of the HOA.
2. Authority and Scope
· The VRC will operate under authority granted by Section 720.305, Florida Statutes, the [ASSOCIATION] and its associated amendments, Amended and Restated Declaration of Covenants, Conditions and Restrictions (herein “covenants”) and its associated amendments, Articles of Incorporations, Rules and Regulations, and resolutions, as well as [ANY ADDITIONAL HOA RECORD OR RULES, E.G., HANDBOOKS/GUIDELINES] 
· The VRC will review, and approve or reject, all fines or suspensions levied (proposed to be levied?) by the Board of Directors for violations of TBR-approved rules, amendments, covenants, resolutions, or guidelines.
· The VRC will not create policy or levy penalties; its role will be limited to review, and approval or rejection, of the proposed fines or suspensions.
3. Committee Composition
· The Committee shall consist of three (3) to five (5) impartial members of the HOA, appointed by the Board of Directors.
· Members must not be current Board members, officers, or employees of the Association, or the spouse, parent, child, brother, or sister of an officer, director, or employee.
· Members must not be residents with pending violations.
· One member will serve as Chairperson, selected by a majority vote within the committee.
4. Review Process Overview
The following steps outline the process the VRC will follow for each case received:
Step 1: Notification
· The VRC will be notified by a representative of the HOA management firm, Capital Association Management, that a fine or suspension has been levied by the Board of Directors, indicating the date of the hearing and that the file is pending review.
· A complete case file must be provided to the VRC, including:
a. Nature of the violation
b. Date of occurrence
c. Relevant evidence (photos, correspondence, witness statements, etc…)
d. Citation of applicable rule(s) from the TBR Handbook
e. Copy of the notice of violation that was sent (will be sent?) to the homeowner
f. Response (if any) from the homeowner. If not initially received when the complete case file is provided to the VRC, the response which must be provided to the VRC upon receipt to Capital Association Management. 
Step 2: Scheduling the Review Hearing
· The Board of Directors will schedule a hearing of the VRC members within ninety (90) days of issuance of the notice of the right to a hearing to the homeowner.
· The homeowner will be notified in writing at least fourteen (14) days in advance of the hearing.
· Notification to the homeowner will include:
a. Date, time, and virtual meeting link or the call-in number of the hearing
b. Summary of the violation and the fine or suspension that was levied by the Board of Directors
c. the specific action required to cure such violation, if applicable
d. The option to present evidence or testimony
Step 3: Conducting the Hearing
· The homeowner (or their representative) may present their defense, supporting documentation, or other information to the VRC.
· The Board of Directors or a representative of Capital Association Management may present supporting information, as needed.
· During the hearing, the VRC members may question any of the parties for clarity.
· If additional clarification is necessary after the hearing, this will be posted in writing and sent via email with all VRC members copied. 
Step 4: Deliberation and Decision
· The VRC members will deliberate in private after the presentation of all the evidence and testimony at the hearing. 
· The VRC decision may involve:
· Approving the fine or suspension
· Rejecting the fine or suspension
· The VRC’s decision will be made by majority vote at the end of the hearing and will be documented with rationale; any dissenting recommendations will also be noted.
Step 5: Notification of Decision and Record Keeping
· The case file, meeting minutes, and a summary of the VRC’s decision will be provided to the Board of Directors and Capital Association Management for record-keeping and enforcement.
· A representative of Capital Association Management will notify the homeowner in writing of the decision within seven (7) days of the hearing.
· Notification to the homeowner shall include:
· The VRC’s findings related to the violation.
· Any applicable fines or suspensions that the VRC approved or rejected, and 
· How the homeowner may cure the violation, if applicable. 
· How the homeowner may fulfill a suspension, or the date by which a fine must be paid.
· The date the fine must be paid by must be at least thirty (30) days after delivery of the written notice to the homeowner. 
· All case records, evidence, meeting minutes, and decisions will be stored securely and by Capital Association Management
· Records will be retained in accordance with the HOA’s document retention policy.
- 
5. Reference Documents 
· Violation Notice Template [Link]
· Hearing Notification Template [Link]
· Decision Notification Template [Link]
6. Confidentiality and Conflicts of Interest
· VRC members must recuse themselves from any case where a conflict of interest exists.
· Any potential conflicts must be disclosed in writing to the Board of Directors at least seven (7) days before the hearing.
7. Amendments to Process
· This document may be amended by majority vote of the Board of Directors.
· Suggested revisions may be submitted by the VRC Chair or HOA management.




