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Required Information. All complaints shall include the following information or shall 
be deemed invalid, at the Board's sole discretion: 

1) The name and address of the Complainant;
2) The nature of the alleged violation;
3) The time, date and place of the alleged violation;
4) The name and address of the suspected violator, if known;
5) Any other information the Complainant deems relevant for the

Board's review;
6) A statement explaining why any of the above-referenced

information was not included in the written complaint, if
necessary; and

7) The signature of the Complainant.

5. Acknowledgment of Receipt. Upon receipt of a valid written complaint, the
Association, through its Board, will provide written acknowledgment of receipt of the
complaint within seven (7) days, by either certified mail or hand-delivery.
Acknowledgement may be sent via electronic means if the Complainant has consented to
receive electronic communication from the Association or such method of
communication is consistent with established Association procedure.

6. Incomplete Complaint. If the Association deems the complaint to be incomplete, the
Association shall notify the Complainant either via hand-delivery, first class mail or
electronic means, within seven (7) days of receipt of the submission and state the
additional information the Complainant needs to provide to the Association in order for
the Association to process the complaint. The Complainant shall have an additional
thirty (30) days in which to provide the requested information. If the additional required
information is not received within the 30 day time frame, the Association shall notify the
Complainant via certified mail or hand-delivery that a valid written complaint was not
received and the matter is deemed closed. If the additional information is received within
the 30 day time frame, the Association shall send acknowledgement of receipt as
identified in Section 5 above and commence with investigation described in Section 7
below.

7. Investigation Period. Upon receipt of a valid written complaint, the Association shall
then take such appropriate action to investigate and resolve the complaint. The Board
may contact the Complainant via e-mail or other written correspondence in order to
conduct its investigation. The Complainant is obligated to cooperate with the
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