


C. Mailing or Delivering Complaint to Board of Directors. The fully completed, signed and dated

Complaint (including the Complaint Form and all attachments) shall be mailed or otherwise

delivered to the Board at the following address:

By Mail: 

By Hand Delivery: 

Board of Directors, Penn Forest Place Homeowners Association 

c/o Hall Associates Inc., Attention Chrissy Greene 

PO Box 20468 

Roanoke, VA 24018

Board of Directors, Penn Forest Place Homeowners Association 

c/o Hall Associates Inc., Attention Chrissy Greene 

2800 Keagy Road 

Salem,VA 24153

D. Means of Providing Notices to Complainant. All written acknowledgements or other notices

required by these procedures to be provided by the Association to the complainant shall be

hand-delivered or mailed by registered or certified mail, return receipt requested, to the

complainant at the address provided on the Complaint Form, or by facsimile transmission or

email if the Complainant has previously provided the Association with the Complainant's written

consent to communicate with him/her by electronic transmission. The Managing Agent shall

retain in the Association's records proof of the mailing, delivery or electronic transmission of the

acknowledgments and notices per Section H below.

E. Acknowledging Receipt of Complaint. Within seven (7) days of receipt of a Complainant's

Complaint Form, the Managing Agent shall provide the Complainant with written

acknowledgement of the Association's receipt of the Complaint.

1. Incomplete Complaint. If it appears to the Managing Agent that the submitted

Complaint is missing the required minimum information, then the acknowledgment of

receipt shall include notice to the Complainant of the identified problem(s) with the

Complaint and advise the Complainant that he/she will need to submit a

revised/corrected Complaint before it can be accepted and forwarded to the Board for

consideration.

2. Forwarding to the Board. If it appears to the Managing Agent that the submitted

Complaint includes the required minimum information, then on the same day that

acknowledgment of receipt of the complaint is provided to the complainant, the

Managing Agent shall provide the Board with a copy of the Complaint for consideration.

F. Formal Action - Consideration of Complaint by Board. All completed, signed and dated

Complaints forwarded to the Board shall be considered by the Board at a meeting, and the

Board shall decide what action, if any, to take in response to the Complaint.

1. Meeting at which Complaint will be Considered. Complaint will be considered by the

Board at a regular or special Board meeting held within 90 days from the date on which

the Complaint was forwarded to the Board for consideration.







Delivery: 

Mailing: 

Phone#: 

Exhibit A 

(POLICY RESOLUTION NO. 2013-1; "ASSOCIATION COMPLAINT PROCEDURES") 

Penn Forest Place Homeowners Association 

c/o Hall Associates, Inc. 

2800 Keagy Road                  

Salem, VA 24153 

c/o Hall Associates, Inc. 

PO Box 20468                  

Roanoke, VA 24018 

540.982.0011 

ASSOCIATION COMPLAINT FORM 

(for Complaints Against Association, Board or Managing Agent) 

Pursuant to Section 55-530(E) of the Code of Virginia, 1950, as amended, the Board of Directors 

("Board") of the Penn Forest Place Homeowners Association (the "Association") has established this 

complaint form for use by persons who wish to register written complaints with the Association 

regarding the action, inaction or decisions by the Association or its Board or managing agent 

inconsistent with applicable laws and regulations. 

1. Legibly describe your complaint in the area provided below, as well as the requested action or

resolution of the issues described in the complaint. Include references to the specific facts and

circumstances at issue and the provisions of Virginia laws and regulations that support the

complaint. If there is insufficient space, attach a separate sheet of paper to this complaint form.

Also, attach any supporting documents, correspondence and other materials related to the

complaint (not including copies of laws, regulations or the Association's governing documents).








