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Filing a Complaint   

A.   INTRODUCTION  

This document defines the guidelines for owners who wish to file a complaint with PTCA 

management regarding suspected violations of the Declaration, Bylaws, or the Rules 

and Regulations (“Governing Documents”) of the Pacific Tower Condominium 

Association (PTCA). The Board of Directors urges owners and residents to make good 

faith efforts to resolve problems among themselves before filing a complaint.  Nothing in 

these regulations is intended to interfere with or limit a resident’s right or obligation to 

report a situation or file a complaint directly with the police or other civil authorities.  

In an emergency, call 911 immediately to report a fire, life threatening injury, 

illness, crime in progress or suspicious activity affecting the safety or security of 

Pacific Tower residents or property.   

  

To report vandalism, theft, graffiti, excessive noise, or other non-emergency 

situations, call the Tacoma Police help line at (253) 287- 4455.    

To report blight or a violation of Tacoma City Code call Tacoma Cares at (253) 

591-5000.  

B.  COMPLAINT FILING PROCEDURES  

An owner who wants to inform the management company of a suspected Governing 

Document violation or other complaint must file a written complaint providing:  

 

• a full and detailed account of the suspected rule/Governing Document violation or 

problem  

 

• identification of persons involved along with the date, time, and location of the 

suspected violation(s).   

 

• all available supporting documentation such as photographs, witness names and 

contact information, police reports, etc.    

 

• sign and date the written complaint (confidentiality is guaranteed, see Enforcement 

Policy paragraph A.4.)  

  

Submit the complaint either by 

• email to Management: pacifictower@managementtrust.com  or  

• US Mail to:  

6704 Tacoma Mall Blvd Ste 111  

Tacoma WA 98409   

• Be sure to include PTCA in the subject line of your email or letter. 

• Telephone or voice mail complaints are not accepted.  

    

mailto:pacifictower@managementtrust.com
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Governing Document Enforcement Policy  

Ref: Bylaws Article VIII, Section 1(c) and Section 2(g)  

The Board of Directors (BOD) is responsible to enforce all covenants, restrictions, 

and conditions of the Declaration and amendments.  This responsibility includes 

adopting and amending rules and regulations covering the details of operation and 

use of the property, including adopting reasonable fines and penalties for violations.  

The procedures in this policy serve as a general guide to enforcement of the PTCA 

Governing Documents.  The BOD has determined that violations of certain 

provisions of the Governing Documents are serious enough to warrant exceptions to 

the general enforcement policy.  Exceptions to the general enforcement policy are 

found in the enforcement sections of each chapter of the Rules and Regulations.  

Examples of exceptions include but are not limited to assessment of a fine without a 

preliminary warning letter, higher fines and shorter compliance times.  Enforcement 

actions may be initiated directly by the BOD upon validation of a written complaint 

filed by an owner.  

A. ENFORCEMENT PROCEDURES – Management Company  

  

1. The professional management company under contract with PTCA will take the 

primary role in handling alleged rule violations and complaints.  Upon receipt of a 

complaint, the association Manager determines whether the complaint will be 

handled directly or forwarded to the BOD for consultation.  This determination is 

based on such things as the facts and complexity of the complaint and the 

prospects of resolving the complaint by providing information to the parties about 

governing rules.    

  

2. The association Manager will furnish all BOD members with violation information 

no less than monthly as the BOD deems necessary.      

  

3. Within ten (10) business days of receiving the complaint, the association 

Manager will notify the person filing the complaint by email or US mail that either:  

a) appropriate enforcement action will be/has been taken or  

b) the complaint requires BOD consultation to determine the course of 

action     

  

4. Alleged rule violations or complaints submitted are held in strictest confidence 

between the management company and the BOD.  Management and the BOD 

will not divulge identifying information such as names or Unit numbers regarding 

the alleged violation or the individual who reported the alleged violation unless a 

suit is filed against the association and the records subpoenaed.  Similarly, the 

submitter is urged to refrain from divulging information about the alleged violation 

to anyone other than management or the BOD.    
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5. Fines will be imposed following a second or subsequent valid complaint for the 

same rule violation.  The association Manager is authorized to assess fines up to 

$250, under the schedule in this Section or other Sections, without BOD 

approval.  If the Manager determines a fine higher than $250 is warranted, it 

must promptly recommend such action to the BOD and receive BOD 

authorization for the recommended fine.  For violations deemed to be egregious 

or a danger to life or property, the Manager may request the BOD to authorize 

immediate fines without the usual first notice warning.     

  

  

6. For complaints handled either directly by the association Manager or with BOD 

consultation, the Manager will use the following sequence of steps.  If a lessee or 

special occupant is the alleged violator, simultaneous notice will be mailed to 

both the resident and the unit owner. The unit owner’s account will be assessed 

for any applicable costs, expenses, and fines (paragraph 7 below).         

   

a) On the first violation, a First Notice will be sent by the association 

Manager by regular first-class mail.  The First Notice will serve as a 

reminder about the rule(s) allegedly violated and will warn of a $100 fine 

if the violation continues or is repeated.  The notice will include 

instructions on the action required to correct the violation and the time 

frame allowed to become compliant. The notice will also include 

instructions for requesting a hearing before the BOD of Directors.  (See C 

below)  

b) On the second validated complaint of the same violation, a Second 

Notice will be sent by certified mail, return receipt requested, assessing a 

fine of $100 plus costs and administrative fees.  The Second Notice will 

provide warning that if the violation continues or is repeated an additional 

fine of $200.00 may be assessed and a lien may be placed on the unit for 

collection of the fine.   

c) On the third validated complaint of the same violation, a Third Notice will 

be sent by certified mail, return receipt requested, assessing the 

additional $200 fine plus costs and administrative fees.  The Third Notice 

will provide warning that if the violation continues or is repeated the fine 

may be increased to $500.00 for each additional violation. If any fines are 

not paid as specified, a lien will be recorded against the unit.  

  

7. To contest the violation(s) included in the notice If the suspected offending owner 

may request a BOD hearing by contacting the management company in writing, 

either by email or by US mail postmarked within 10 business days of receipt of 

the notice.  If the suspected offending owner does not request a hearing within 

10 days of receipt of the notice, no further action is required by that owner other 

than to cease the violation and pay the fine, if any.      
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8. Fines and all PTCA expenses incurred, including any legal and collection costs, 

are assessed to the account of the unit owner responsible for the violation. The 

unit owner is responsible for all acts of his lessee, special occupant or invitees.    

  

  

  

B. ENFORCEMENT PROCEDURES – PTCA Board of Directors  

The BOD reserves the right to reject any complaint referred by the association 

Manager as invalid or unenforceable if by majority vote of the BOD it is determined 

the complaint:  

• is of a frivolous nature,  

• appears intended to be harassment, or   

• is not adequately documented  

  

1. The BOD has ten (10) business days from receipt of a written complaint 

forwarded from the Manager to decide by majority vote of whether the complaint 

is valid and enforceable.  

  

2. If the BOD determines that the complaint is not enforceable, a written 

explanation will be sent by the association Manager to the owner who filed the 

complaint.  

  

3. If the BOD determines that the complaint is enforceable, a notice of acceptance 

will be sent by the Manager to the owner who filed the complaint.  The notice will 

state that the BOD has accepted the complaint and will take appropriate action.    

  

4. If the association Manager forwards a complaint and recommends a fine of more 

than $250, the BOD has ten (10) business days to meet, vote, and advise the 

Manager whether the recommended fine is authorized.    

  

5. In case of three (3) or more simultaneous, adequately documented violations the 

BOD may assess an immediate fine of no less than $250 and no more than $500 

without the requirement for a First Notice warning.  

  

6. In case of a violation deemed by the BOD to merit exceptional corrective action, 

the BOD may impose an immediate fine of no less than $250 and no more than 

$1,000 without a First Notice warning.  This action may be undertaken with or 

without additional involvement of police or other government agencies.  

  

7. PTCA reserves the right to demand that a unit owner evict a lessee or special 

occupant who is responsible for two (2) or more violations within one (1) year or 

who commits a violation deemed by the BOD to be egregious or to present a risk 

of bodily injury or property damage to others.  If, after written notice from the 
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BOD demanding eviction, the unit owner fails to or refuses to evict, the BOD may 

commence eviction proceedings and assess the associated costs and legal fees 

to the unit owner.  

  

C.    BOARD of Directors HEARINGS  

1. An owner who has received a violation notice has the right to contest the 

violation or appeal the fine or other action by requesting a hearing before the 

BOD.  The request for a hearing must be made in writing to the PTCA BOD c/o 

The Management Trust (see Contacts List).  The request for a hearing must be 

postmarked within ten (10) business days of receipt of a violation notice.  The 

BOD has no obligation to grant a hearing if the ten (10) day request period has 

been exceeded.   A hearing will be granted within fifteen (15) business days of 

the BOD’s receipt of a timely request for hearing. The hearing will be attended by 

no less than four (4) BOD members. If at least four BOD members are unable to 

attend, the hearing will be rescheduled.  The hearing is confidential.  Neither side 

may be represented by counsel at the hearing. Both sides may present evidence 

and/or call witnesses.  The BOD will have up to ten business days following a 

hearing to render a decision.  The BOD’s decision is final upon majority vote of 

the BOD.  No further appeals will be accepted after the decision is rendered.  

  

2. The association Manager will notify the appealing owner of the BOD decision by 

email or U.S. mail within 30 days.   

  


