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Your HOA handbook shouldn't live in a
filing cabinet.

Here's how to create one that's digital, searchable, and always up to date.

Running a homeowners association means constantly answering the same questions. "What are the
quiet hours?" "When's the next board meeting?" "Can | paint my front door?" "How do | pay my dues?"

Most of the time, those answers already exist — buried somewhere in a binder, a PDF from 2016, or an
email thread nobody can find.

A modern community handbook solves this. It's the single source of truth for everything residents need
to know, and when it's done well, it reduces the volume of questions your board fields, keeps residents
informed, and builds trust across the entire community.

This guide walks you through how to build one from scratch — or modernize the one you already have.

Why Your Community Needs a Handbook

A handbook isn't just a rules document. It's a communication tool. According to the Community
Associations Institute (CAl), one of the most common sources of conflict in community associations is
poor communication and unclear expectations between boards and residents. A well-structured
handbook addresses both.

For residents A clear, accessible reference for rules, contacts, processes, and community
information — without having to ask anyone.

For board Consistency. When a question comes up, point to the handbook instead of
members relying on whoever happens to remember the last board decision.

For new A welcome packet and orientation guide rolled into one.

homeowners

Research from Harvard Business School's Social Enterprise Initiative emphasizes that organizations
investing in transparent communication and clear governance structures build stronger trust with
stakeholders — a principle that applies directly to community associations.
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What to Include in Your Handbook

A comprehensive community handbook doesn't need to be long, but it does need to cover the right
topics. Here's a framework organized into five sections:

Welcome & Community Overview
Start with the basics. This section sets the tone and helps new residents feel oriented.

« A brief welcome message from the board
« Community history and overview (when built, how many units, key features)
« Map of the property, common areas, and amenities

« Contact information for the board, property manager, and emergency services

Governance & Structure

This section explains how the community is run. Residents often don't understand the difference
between CC&Rs;, bylaws, and rules — this is your chance to make it clear.

« Overview of the board of directors and their roles

« How meetings are scheduled and how residents can attend

Election process and how to run for the board

« How decisions are made (voting thresholds, quorum requirements)

Where to find the full CC&Rs;, bylaws, and articles of incorporation

According to FirstService Residential's 2025 guide, CC&Rs; are the highest-ranking
community documents after state law. Your handbook should reference these clearly
and tell residents where to find them — not reproduce them in full.
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Community Rules & Policies

This is the section residents will reference most. Keep it organized by topic, written in plain language,
and updated whenever rules change. Common topics include:

Noise and quiet hours

Parking rules and guest parking

Pet policies

Architectural modifications
Landscaping standards

Amenity usage (pool, gym, clubhouse)
Short-term rental policy

Move-in/move-out procedures

CAIl recommends developing well-crafted, straightforward policies that are easy for homeowners to

understand and follow, rather than legalese that nobody reads.

Financial Information

Finances are one of the top sources of tension in community associations. Transparency here builds
trust.

How dues are calculated and when they're due
Accepted payment methods

Late payment policy and fee schedule
Overview of the annual budget process

How reserve funds work and what they cover

How to request financial records (know your state's requirements)

aldeahg.com | Your Community, Organized Page 3



ALDEA | Community Handbook Guide

Communication & Resources

Close the handbook with practical information about how to stay connected and get help.

e How the board communicates (email, portal, app, bulletin boards)

How to submit maintenance requests or report issues
Vendor contacts (landscaping, trash, security)

Emergency procedures (fire, flood, evacuation plans)
FAQ section addressing the most common questions

Link to your community's digital platform or website
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Making It Digital (and Actually Useful)

Printing a handbook and handing it to residents at move-in is better than nothing — but it's 2026. A
digital handbook is searchable, shareable, and easy to keep current.

Here's what "digital" should mean in practice:

Searchable. Residents should be able to search by keyword. If someone wants to know the pet
policy, they type "pet" and find it in seconds.

Accessible from anywhere. Whether it lives on a community website or a dedicated platform,
residents should access it from phone, tablet, or computer at any time.

Version-controlled. When a rule changes, update the handbook. Include a "last updated" date on
each section so residents know they're reading the current version.

Linkable. Each section should have its own URL so you can link directly to the relevant section.
Instead of "check the handbook," say "here's the pet policy" with a direct link.

Silvercreek Association Management notes that today's residents are digitally
connected and time-conscious, expecting clear, timely, and transparent
communication from their boards. A static PDF doesn't meet that bar — an interactive,
always-updated digital handbook does.

How to Actually Get It Done

Building a handbook can feel overwhelming, especially for volunteer board members. Here's a realistic
approach:

1. Start with what you have. Gather your CC&Rs;, existing rules, meeting minutes, and shared
documents. You likely have 70% of the content — it just needs to be organized.

2. Assign sections, not the whole thing. Split the five sections across board members. Each
person drafts their section, then review together.

3. Write for a new resident. Could someone who just moved in understand everything without
asking a single question? If not, fill the gaps.

4. Get resident input. Share a draft and ask for feedback. The Building Movement Project's research
shows that participatory processes build credibility and legitimacy with the communities being served.
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5. Set a review cadence. Put a recurring annual item on your board calendar. Laws change, rules
get amended, contacts rotate — an outdated handbook is worse than none.

Common Mistakes to Avoid

Writing in legalese. Your handbook is not a legal document. Write in plain, friendly language that
any resident can understand.

Making it too long. Aim for clarity and conciseness. If a section runs longer than a page, break it
into subsections.

Burying it somewhere inaccessible. If residents can't find it, it doesn't exist. Pin it to the top of
your community portal.

Never updating it. A handbook with last year's board contacts undermines trust. Keep it current.

Skipping the FAQ. The FAQ is often the most-read section. Populate it with questions your board
actually gets asked.

Start Simple, Improve Over Time

You don't need a perfect handbook on day one. Start with the essentials — rules, contacts, payment
info, and a welcome message — and build from there.

The goal is a living document that grows with your community: one place where everyone can find what
they need, when they need it, without emailing the board.

Your handbook shouldn't live in a filing cabinet. Put it where your community can
actually use it.

Ready to organize your community?
Aldea helps HOAs and condo associations manage members, documents, and

communication in one place.

Try it free at aldeahqg.com
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Sources & Further Reading

Community Associations Institute (CAl) — Best Practices & Publications
caionline.org/publications

CAIl — Community Association Manager Handbook (2025)
globenewswire.com

FirstService Residential — HOA Governing Documents: A 2025 Guide
fsresidential.com

Silvercreek Association Management — Effective Communication Strategies for HOAs in 2025
silvercreekam.com

Harvard Business School — Social Enterprise: Nonprofit Strategy & Governance
hbs.edu/socialenterprise

Building Movement Project — Nonprofits Integrating Community Engagement (NICE) Guide
buildingmovement.org

CAl Blog — Well-Crafted Policies: Developing Straightforward Guidelines
blog.caionline.org
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