
ENSURING YOUR HOA 
PAYMENTS ARE SET UP 
CORRECTLY WILL:

1. Review the online payee information you set up on your bank’s 
online bill-pay service. Please be sure your Association, NOT the 
management company, is listed as the Payee. 

2. Make sure the payee name, address, and account number are 100% 
accurate—they must be identical to what’s on your current billing 
statement or payment coupon. Include special characters, like dashes.

3. Include your Account number and/or unit address in your bill pay 
setup so it shows on the check and the bank knows where to post your 
payment. 

4. Allow adequate time for your check to arrive at the Association 
lockbox. Your bank deducts the amount from your account and then 
sends a paper check to the Association bank  lockbox.  We recommend 
setting the date a few days before the due date to avoid any USPS related 
delays.  

5. Check your account statement to be sure your payment was posted 
properly. Call us right away if you notice a missing payment so we can 
help trace the payment. 

● Ensure faster and more 
accurate processing of your 
payments

● Avoid late fees due to posting 
delays caused by inaccurate 
payee information

Questions?

If you have questions about 
your HOA payments, please 
contact us  at Homeowner 
Association Services. We would 
be happy to help walk you 
through the payment set-up 
process and help you resolve 
any issues you may encounter as 
best as we can. For specific 
questions about your bank's bill 
payment system, they  may be 
able to provide more detailed 
guidance.

We appreciate the opportunity to serve your Homeowners Association 
(HOA). To help ensure your payments are processed accurately, please 
take a few minutes to read this important information.

Avoid rejected payments and late fees

If you use your personal banking to make online HOA bill pay 
payments that are processed either electronically (ACH) or via paper 
check—it’s very important you set them up correctly or they may be 
rejected. 

Electronic payments and/or paper checks that aren’t addressed correctly 
are routed to our management company for processing, which can delay 
your payment posting and result in possible late fees.

Make sure your HOA payments are set up correctly

Important information about 
your bill pay payments


