
SENDING ONE INVOICE PER ADDRESS
Depending on how your organization sets up its membership and invoicing procedures, you may need 
a straightforward way to ensure that when you send out invoices for dues and fees, you only generate 
one invoice per household. Here are a couple of different options that your community can use to help 
manage this situation.

Many communities allow every eligible individual to sign up for membership. That can include two or 
more people from a single address. But many community dues and fees, like annual HOA dues, only 
apply as one fee per address and cover the entire household at that address through a single payment. 
If all your members enroll for accounts on your website, how do you restrict these dues and fees so only 
one invoice reaches every household? Administrators can use one of these three options to manage 
these situations.

Option 1 assumes that you continue to allow multiple 
members of individual households to sign up for 
individual accounts. In this case, create a tag that you’ll 
use to designate the members who will receive an 
invoice for this specific one-per-household payment. 
Call it “head-of-household,” “invoice-recipient,” “primary-
member,” or some other label that makes sense within 
your organization. After creating your new tag, you 
will then need to apply this tag manually to only one 
individual at each address. 

    It is extremely helpful to inquire with your 
members ahead of sending any invoices to 
determine who is the best “head-of-household” 
contact to receive single address dues and fees 
invoices. This helps ensure that invoices are 
being sent to the correct members.

When you create your dues and fees item, limit  
its applicability to members with that specific  
tag. Your new tags can be found in the “select
Applicable Member Group” dropdown menu.
Applying this tag to the due or fee automatically 
limits that it only one invoices one address.

   If you need more information on creating and 
applying tags to members, please review this 
Tags reference guide, or visit the Help Desk 
on that topic for a more in-depth review or to 
open a support ticket.

QUICK REFERENCE GUIDE  
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https://hoastart.com/wp-content/uploads/2021/06/HOA-QRG-UsingTags.pdf
https://support.hoastart.com/support/solutions/articles/66000488916-how-to-use-tags


Option 2 makes website 
membership a self-limiting factor 
in invoicing. To follow this strategy, 
limit membership to one per 
household so multiple members 
of a family share one membership. 
Once a primary member signs up 
from each family, don’t accept 
membership applications for 
anyone else from that address.

To use option 3, import 
your member’s data rather 
than registering members 
independently. Download the CSV 
template, fill in the information about 
your primary members, and import 
the results into your site. This strategy 
is similar to Option 2, except that you 
import your data instead of allowing 
primary members to sign up/register.

 

However you decide to manage this 
situation, your site offers multiple ways  
to invoice each family who’s eligible  
for website membership, rather than  
every individual.

   When using Option 2 or 3, administrators can still collect additional contact information for 
secondary residents at each address. Using the Member Form, you can create “Custom Fields” 
to request information like secondary names, email addresses, and phone numbers. If you need 
more information on customizing the Member Form, visit the Help Desk on that topic for a more 
in-depth review or to open a support ticket.

If you have any further questions about the Dues & Fees features,  
please visit support.hoastart.com where you can open a support ticket.
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https://support.hoastart.com/support/solutions/articles/66000316407-customize-the-member-form
https://support.hoastart.com/support/solutions/folders/66000281744

