
FREE Newsletter Articles 
Content for Homeowners 

A Member Service Provided by Community Associations Institute 
Volume 19 
Fall 2010 

 

 
About this service: 
Community Association Institute’s copyright‐free newsletter and web articles are written for 
homeowner readers. This is NOT a newsletter; it is a collection of generic articles for you to copy and 
paste in your newsletters, websites and other documents read by homeowners and residents in your 
community. These articles are not copyrighted—you may use them as much as you want and in any way 
you wish. 
 

How to use this service: 
1.   Skim the topics and titles to find an article suitable for your needs.  
  If you don’t find something in this issue, check the index to the online archive to find dozens of 

additional articles. 
2.   Copy the article and paste it in your document. 
3.   Edit the article to suit your circumstances 
  Add specific information about your association; delete parts of the article that do not apply to 

your association; change the title to fit your space or customize an article by inserting the name 
of your association, board members or committees. 

4.   Remove the headings: “Topic:” and “Suggested title:” 
5.   Take credit for a terrific newsletter, board packet or web page! 
 

These articles can be used to: 
 Educate homeowners about common association functions and issues 
 Support budget increases or board decisions 
 Explain why a particular project is being undertaken 
 Provide background information  
 Augment other articles you have written or use as stand‐alone stories  

 
We hope you benefit from this CAI member service and welcome any feedback you may have.  
 
For more information on any of these topics, please go to www.caionline.org. 

 

 
Topic:     General 
Suggested title:  Are HOA Residents Happy? 
 
Do you know you are among the more than 60 million Americans who live in homeowners 
associations and condominium communities? We think most residents are happy living in our 
community—and we certainly hope you are among them—but how do these 60 million residents 



feel about their own associations? Are they happy with their elected boards? How do they feel 
about the rules? 
 
The Foundation for Community Association Research, an affiliate of Community Associations 
Institute (CAI), sponsored a recent national public opinion survey to answer these and other 
questions.  Here are some of the key findings: 
 

 71 percent of residents say they are satisfied with their community association 
experience. Only 12 percent express dissatisfaction and 17 percent are neutral on the 
question. 

 89 percent believe their association board members strive to serve the best interests of the 
community, while 11 percent say the opposite or they aren’t sure.  

 76 percent say their professional managers provide value to their communities, while 24 
percent say the opposite or they aren’t sure.  

 70 percent believe their community association rules “protect and enhance” property 
values. Only 2 percent say rules harm property values, while about 29 percent see no 
difference or didn’t know.  

 
We’d like to think that we would do even better than the national averages. If you feel 
differently, please let us know what you think we can do to make our community a better place 
to live. If you’re especially pleased about our community, share that too!  It’s always good to 
know we’re on the right track. 
 
More national survey results, which include comparative data from similar surveys in 2005 and 
2007, are available under “Research Projects” at www.cairf.org.  
 

* * * * * 
 
 
Topic:     Contractors 
Suggested title:  Contractor Caution 
 
Finding a contractor who will perform quality work at a reasonable price can be a daunting task. 
It’s always a good idea to ask for and check references and to contact the Better Business Bureau 
and your state licensing bureau to see if there are complaints against a prospective contractor. In 
addition, the following warning signs can alert you to unscrupulous, disorganized, inexperienced 
or financially troubled contractors who may deliver broken promises, bad work and blown 
budgets rather than professional results.  
 
First Impressions: In any business, first impressions are important. How a contractor presents 
himself and maintains his truck, tools and equipment are good indicators of how well he’ll take 
care of you and your job. He should look neat and professional, and his vehicles and equipment 
should be clean and in good repair.  
 
Beware Low Bids: Price is always an important consideration when selecting a contractor, but 
don’t let a low price or a special deal blind you to a potential problem—both can be signs that 



you should be wary. A bid far lower than others may indicate the contractor isn’t experienced 
enough to know the actual cost of the job or he never intends to finish the work. Disreputable 
contractors may bid low to secure a contract and then tack on extra charges as the job progresses.  
 
Take Your Time: If you are pressured during the bidding process by tactics such as “limited-
time offers,” look for a different contractor. Hiring a contractor is not a split-second decision; for 
this reason, many states give homeowners three days to cancel a home improvement contract — 
without obligation — after signing it. A prospective contractor should take his time as well, 
carefully reviewing the specifications of your job before submitting his bid. If he doesn’t take 
notes and measurements and make material and labor calculations, or if he simply names a price 
based on a similar job, he may not be detail-oriented or thorough enough to do a good job. 
 
Beware Materials Discount: A prospective contractor may offer you a discount, hoping to earn 
your future business following a job well done, but be wary if a contractor offers materials at a 
discounted rate. Small contractors rarely buy materials in the high volumes necessary to yield big 
discounts, and unless they severely overestimated quantities for a previous job, they rarely stock 
large inventories of material. Discounted materials are usually seconds, ungraded or below-grade 
minimums for code, any of which would compromise the quality of your project. 
 
Only 20% Up Front: While the price may be right, what about the terms of payment? In 
general, don’t choose a contractor who asks for more than 20 percent of the total cost of a job up 
front. While some projects require a large initial payment to cover a deposit for products like 
cabinets or special-order ceramic tile, it doesn’t apply to commodity materials like roofing and 
lumber, which a legitimate contractor will usually purchase on account with at least 30 days to 
pay.  
 
Beware Cash-Only Jobs: Finally, a contractor who works on a cash-only basis raises a big red 
flag. Not only does paying in cash limit your financial recourse if problems arise, the contractor 
is likely not operating a legitimate business, which includes paying taxes and insurance. Look 
elsewhere for a professional to perform the work. 
 

* * * * * 
 
 
Topic:     Maintenance/DIY  
Suggested title:  Big Tips for Small Fixes 
 
Do-it-yourself projects can be immensely rewarding, but even a small repair can turn into a more 
frustrating and time-consuming job when you encounter unexpected problems. Here are some 
easy tips for tackling common home hardware problems that will leave you with a sense of 
accomplishment rather than a sense of frustration: 
 
Loose Screws: If a screw is so loose that it’s barely gripping, remove it, wrap its threads with a 
few strands of steel wool, and screw it back into its old hole.  
 



If a screw has been ripped out of its hole entirely and the hole is too big for the threads to gain 
hold, slide a wooden match into the hole and then replace the screw. 
 
Tight Screws: Twisting screws into a bar of soap first makes them easier to insert. A few drops 
of white vinegar will help remove stubborn screws from a metal surface. 
 
Better Grips: Improve your grip by wrapping a thick rubber band around the plastic handle of a 
screwdriver. This makes tightening and loosening screws less strenuous. 
 
Hammer Help: When hammering a small nail, brad or tack, slip the fastener between the teeth 
of a pocket comb to protect your fingers from the hammer’s blow. Don’t have a comb handy? 
You can also use a bobby pin, a paper clip or tweezers to hold the nail. 
 
When hammering a nail in a tight spot or hard-to-reach corner, a bit of modeling clay or chewing 
gum will hold the nail in place for the first couple of blows. 
 
Rusted Nuts and Bolts: Removing a rusted nut or bolt can be an especially frustrating task. 
Pour hydrogen peroxide, lemon juice or cola over the rusted fastener and wait half an hour.  The 
mild acid will dissolve the rust enough for the nut or bolt to turn freely.  
 
Rusted Tools: Working with rusted tools makes any job more difficult. Clean off the rust by 
rubbing a paste of six parts salt and two parts lemon juice on the rusted areas with a dry cloth, 
then rinse and dry thoroughly. 
 

* * * * * 
 
 
Topic:     Finances 
Suggested title:  Going Cashless 
 
We know you have a busy life and have better things to do than spend your valuable time in the 
community office. We believe becoming a cashless community will make the times you come 
visit us as quick and as pleasant as possible. By no longer accepting cash for assessments, 
recreation services and other community transactions, the association will save time, save money 
and be in a better position to protect our assets. 
 
Counting cash consumes time and increases human error. The treasurer and manager can focus 
on more pressing matters if they don’t have to count cash. Also, it takes significantly more time 
to process a cash transaction than a check or credit card. Having large amounts of cash on hand 
also increases the liability of theft. The association will be able to reduce its fiduciary liability, 
which could reduce insurance rates. 
 
We know it might take some time to get used to this change, which is why we’re making it 
gradually. The association won’t make a complete transition to cashless for another 60 days. As 
you visit the office between now and then, we’ll remind you what’s coming. If you normally pay 
with cash, we’ll have a list of local banks and businesses on hand where you can obtain money 



orders, cashier checks or gift cards that can be loaded with funds. We also are still happy to 
accept payments for assessments and all of the services and functions the association provides by 
credit cards and debit card. 
 
We believe this change puts us in a better position to serve you and will lead to improved 
customer service. If you have any questions or concerns, we are here to answer them. 
 

* * * * * 
 
 
Topic:     Maintenance/Pest Control 
Suggested title:  Doing Your Part to Stop Invasive Species 
 
Invasive species are plants, animals and microbes that are introduced into a non-native 
ecosystem and cause, or are likely to cause, harm to the economy, environment or human health. 
An invasive species that colonizes a new area may gain an ecological edge since the insects, 
diseases, and foraging animals that naturally keep its growth in check in its native range are not 
present in its new habitat, according to Audubon International.  
 Audubon International offers these suggestions to help prevent the spread of invasive 
species: 

• Find out what the most troublesome invasive species are in your local area. 
• If you don't know it, don't grow it! Avoid buying or growing plants that are known to be invasive 

such as purple loosestrife, English ivy, and Oriental bittersweet. Be especially careful when 
buying plants and seeds on the internet or by mail order—you may unknowingly contribute to 
the spread of an invasive species from one part of the country to another.  

• Replace invasive plants in your garden with non‐invasive alternatives. Use exotic ornamentals 
only if you cannot find a native alternative, and you are sure the ornamental is non‐invasive. Ask 
your local nursery staff for help in identifying invasive plants. 

• When boating, clean your boat thoroughly before transporting it to a different body of water. 
• Clean your boots before you hike in a new area and when you leave. The seeds of invasive plants 

can easily get transported in mud and dirt. 
• Be careful what you take with you when traveling. Fruits and vegetables, plants, insects and 

animals can carry pests or become invasive themselves. Don’t move firewood (it can harbor 
forest pests), and throw out food before you travel from place to place. 

• Don't release aquarium fish and plants, live bait or other exotic animals into the wild. If you plan 
to own an exotic pet, do your research and plan ahead to make sure you can commit to caring 
for it.  

• Volunteer at your local park, refuge or other wildlife area to help remove invasive species. 
Become more educated and help spread the word about invasive species. Learn more about your 
local natural areas and the species in your yard. This will help you identify things that are not 
native and that might be invasive. 

• Clean construction machines before moving to a new job site. The mud and soil stuck to the 
machines can harbor seeds from invasive plants. 

• Try to avoid disturbing natural areas whenever possible. Disturbing natural areas can increase 
their susceptibility to invasion by exotic species. 

 



* * * * * 
 
 
Topic:     Finances 
Suggested title:  Prepare Now for Job Loss 
 
With millions of Americans unemployed, some for an extended period of time, those who 
currently have a job would be well-served by remembering the Scouting motto: Be Prepared.  If 
you haven’t been a victim of a layoff, it is highly likely that someone you know has.  Let this 
grim reality serve as an incentive to get your financial ducks in a row in case you’re the next one 
to find a pink slip in the mailbox. 
 
The National Foundation for Credit Counseling (NFCC) recommends that consumers take the 
following steps to solidify their financial footing before a job loss becomes a reality in their life: 
 
Don’t be caught off-guard. Listen to the buzz around the water cooler. You don’t want to be the 
last to know about a pending layoff.  
 
Make yourself indispensable. Come in early and stay late. Volunteer for special projects.  Get 
face-time with your boss. Doing these things is not a guarantee that you will survive a layoff, but 
they are a step in the right direction. 
 
Update your resume. If you’ve been at your current job for a while, you may need professional 
help updating your resume. Today resumes are often reviewed by computers and scanned for key 
words, so you’ll want to be certain to reflect your skills in the way that benefits you most. 
 
Become familiar with the job loss assistance your workplace offers. Many companies provide 
placement assistance, job retraining and severance packages. Make sure you are aware of all 
benefits offered, thus placing yourself first in line if the bad news comes. 
 
Familiarize yourself with government benefits. Your HR representative at work should be a 
good resource. Stay up-to-date on benefits changes for which you may be eligible. 
 
Address any current medical issues and research medical insurance options. If you’ve been 
delaying having that tooth filled or your annual checkup, be sure to take advantage of insurance 
coverage while you still have it. The loss of medical insurance can be devastating. If you’re 
married, you may qualify for coverage through your spouse’s insurance, but knowing this in 
advance will make the transition easier. Also inquire about COBRA. This is a costly option, but 
is better than going without health insurance. 
 
Track your spending. The only way you can know where your hard-earned money is going is to 
write down every cent you spend. Do this for at least 30 days. The goal is to discover any leaks 
and plug them so that you can begin socking money away for the time when you may not have it.  
 
Build adequate savings. Americans should ask themselves how they paid for their last 
emergency. If it was with a credit card, that’s a red flag. Begin putting at least 10 percent of each 



paycheck into a savings account. If you receive any windfall money, pretend it never happened 
and deposit it into your savings account. 
 
Create a budget. Budget is not a four-letter word.  If it helps, call it a spending plan. The point 
is to be in charge of your money, not the other way around. After you’ve tracked your spending, 
you’ll be able to assign dollar amounts to each spending category. This can assist you in using 
your money to your best advantage. 
 
Involve your family. Make all financial decisions family decisions, and your likelihood of 
success will increase dramatically. Talk about everything from the bills to the budget. The home 
is a great place to teach your children about financial issues, including the inevitable problems. 
Remembering when Mom and Dad worked through the hard times will be helpful when it’s their 
turn. 
 
Get your credit report. Review it for accuracy and address any errors. Why? Many employers 
now pull credit reports as a part of the interviewing process. You don’t want errors on your credit 
report or old unpaid bills to stand between you and that new job. Consumers are allowed one free 
credit report from each of the three bureaus every 12 months from www.annualcreditreport.com.  
 
Pay down debt. Find the money to dedicate to debt reduction by learning to live below your 
means. If you’ve created a lifestyle that is not realistic for your income, it’s going to involve 
some serious adjustments. Consider taking on a second job and dedicate that paycheck to debt 
reduction. As burdensome as that may sound, becoming debt free has tremendous perks: it frees 
you from worry and allows you to build your savings account, begin investing and meet your 
financial goals. If you were to lose your job, your ability to service your debt obligations would 
obviously be compromised. Pay down debt while you still have the income to do so. 
 
Get help. Take action at the first hint that you may be the next one in the unemployment line. 
Delaying only makes it harder to find a solution. There are many reputable credit counseling 
agencies with trained and certified counselors waiting to help you. Be prepared by sitting down 
with a counselor and getting your finances in order before trouble strikes. To be automatically 
connected to the NFCC Member Agency closest to you, dial (800) 388-2227, or go online to 
www.DebtAdvice.org. For assistance in Spanish, call (800) 682-9832. 
 

* * * * * 
 
 
Topic:     General 
Suggested title:   Avoiding Conflict with the Neighbors 
 
We all can just get along. The key? Communication. It’s often the best way to prevent and 
resolve conflict before it reaches the legal system. You don’t have to be friends or spend time 
together to achieve a peaceful coexistence, but you should try to be a good neighbor and follow 
these tips: 
 



Say hello. At the mailbox, while walking the dog or when you see a moving van arrive, 
introduce yourself. Learn your neighbors’ names and regularly offer a friendly greeting. 
 
Provide a heads up. If you’re planning a construction project, altering your landscaping or 
hosting a big party, contact your neighbors beforehand. 
 
Do unto others. Treat neighbors as you would like to be treated. Be considerate about noise 
from vehicles, stereos, pets, etc. 
 
Know your differences. Make an effort to understand each other. Differences in age, ethnic 
background and years in the neighborhood can lead to different expectations or 
misunderstandings. 
 
Consider the view. Keep areas of your property that others can see presentable. 
 
Appreciate them. If the neighbors do something you like, let them know. They’ll be pleased you 
noticed, and it’ll be easier to talk later if they do something you don’t like. 
 
Stay positive. Most people don't try to create problems. If a neighbor does something that 
irritates you, don’t assume it was deliberate. 
 
Talk honestly. Tolerance is important, but don’t let a real irritation go because it seems 
unimportant or hard to discuss. Let your neighbors know if something they do annoys. 
 
Be respectful. Talk directly to your neighbors if there’s a problem. Gossiping with others can 
damage relationships and create trouble. 
 
Remain calm. If a neighbor mentions a problem they have with you, thank them for the input. 
You don’t have to agree or justify any behavior. Wait for any anger to subside before 
responding. 
 
Listen carefully. When discussing a problem, try to understand your neighbor’s position and 
why he or she feels that way. 
 
Take your time. Take a break to think about what you and your neighbor have discussed. 
Arrange to finish the conversation at another time. 
 
 

* * * * * 
 
 
Topic: General  

Suggested Title: Speak Easy 



Whether you’re making a presentation to the association board, at work for your boss or out in 
the community, speaking in public is no easy task. Once you overcome the nerves, you need to 
be coherent, informative and interesting. Here are a couple keys to grab and keep your 
audience’s attention: 

 
 Talk about their concerns. Begin your speech by broadly discussing the issues 

important to your audience. Describe the problems or challenges that are on their minds. 
If you start there, you can get their attention and lead them to where you want to go.  

 Keep it simple. Fine tune your main message. Be selective about the details and drive the 
main points home, otherwise you risk losing people’s attention.  

 Anticipate what your audience is thinking. When you express one view, it’s likely the 
audience will begin thinking about other, unstated parts of the subject. Anticipate the 
questions and concerns that may come up and address them.  

 Learn to pause. Pause to let the audience catch up, let them rest, let words resonate and 
to give the impression of composure and thoughtfulness. There are no set rules for the 
right time to pause. It takes practice. Try breaking up / your paragraphs / like this / into 
short phrases. / Take a breath / at each mark / to teach your body / and mind / to slow 
down.  

 Master your body language. Focus on a single attribute, such as relaxed, fluid, calm or 
assertive, and begin acting it in the everyday things you do. If you choose to focus on 
calmness, once the behavior becomes a part of your routine, practice calmly walking up 
to the front of a room, calmly arranging papers and calmly delivering your speech. 

The best way to become a good public speaker is practice. Find a local Toastmasters 
International club at http://www.toastmasters.org/ to perfect your approach. 

 
* * * * * 

 
 
Topic:     General 
Suggested title:  Homeowner Help—All in One Place 
 
The Internet is full of information for homeowners—if you can find what you’re looking for. 
Google searches can pull up thousands of sites, most of them irrelevant, and it’s your task to 
weed through them.  Now there’s a way around information overload. Community Associations 
Institute (CAI), a national membership group that works on behalf of communities like ours, has 
created a site specifically for homeowners and potential homebuyers.  
 
The site includes links to several free CAI documents, including An Introduction to Community 
Association Living and Community Matters—What You Should Know Before You Buy. It also 
features links to a number of government and nonprofit websites on topics such as: 
 Buying and selling a home 
 Making home affordable  

http://www.makinghomeaffordable.gov/


 Home foreclosure resources  
 Talk to a housing counselor   
 Disaster information 
 Emergency preparedness for families  
 Fair housing laws 
 Fair lending practices  
 Tax information for homeowners  
 Home Safety Council  
 Home improvements 
 Home repair and remodeling 

Visit www.caionline.org/info/help/Pages/ResourcesforHomeowners.aspx.  
 

http://portal.hud.gov/portal/page/portal/HUD/topics/fair_lending
http://www.homesafetycouncil.org/index.asp
http://www.homesafetycouncil.org/index.asp

