
Date: <date this form given to the person/s named below>
Dear: <name/s of the person/s you are sending this form to>
<the residential, postal, or email address where you are sending or delivering this form>
<I am / We are> writing to you in relation to <your lot / the common property> in CTS <CTS number>. 
<I / We> believe you <are breaching / have breached> the <legislation / by-laws> in the following way/s:
<explain what the person is doing, or has done, that you believe breaches the legislation and/or the by-laws that apply to your CTS. Provide details of the by-law/s or section number/s that are being breached (if known). State the impact the breach has had on you or your property>.
To resolve this matter, <I / we> ask that, by <a date that is reasonable in the circumstances>, you:
<outline what you would like the person/s to do or stop doing to remedy the breach>, or contact <me / us> with an alternative solution.
If we can’t resolve this matter, <I / we> may lodge a dispute resolution application with the Office of the Commissioner for Body Corporate and Community Management (BCCM Office) to assist us to resolve the matter.
Signed,
<your signature/s>
<your name/s>
<the residential, postal, or email address where you can be contacted about this matter (the BCCM Office recommends communicating via email where possible to provide evidence of self-resolution attempts if a matter requires formal dispute resolution)>	
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[bookmark: _Hlk191989742][bookmark: _Hlk191996437]When do I use this form?
Use this form to try and resolve any issues between you and another owner and/or occupier within your community titles scheme (CTS) when you believe there may be a breach of the:
· [bookmark: _Hlk187677096]Body Corporate and Community Management Act 1997 (the BCCM Act)
· regulation module applying to the CTS
· community management statement (CMS) for the CTS, including a breach of by-laws.
If there has been a by-law breach and you are using this form as evidence of self-resolution with the owner/occupier committing the breach you MUST have already issued a BCCM Form 1 - Notice to body corporate of a by-law contravention to your committee and they have not acted, before you can lodge a formal dispute application. 
You can contact the BCCM Office to find out more about the legislation.
Read more about self-resolution:
· Practice Direction 1 – Internal dispute resolution
· self-resolution webpage
· enforcing by-laws webpage.
Why am I receiving this form?
The person who sent you this form believes there has been a breach of body corporate legislation or the by-laws that apply to your CTS. They would like to resolve the issue with you directly to avoid formal dispute resolution through the BCCM Office.
What do I need to do if I receive this form?
Read through the information provided in this form and consider whether you agree with the allegation/s and the proposed solution. 
· If you agree, you could comply with the solution they have proposed or contact them to discuss an alternative solution.
· If you do not agree, you could contact them to explain why you disagree. You may wish to clarify any misleading or incorrect information that may have led them to send you this form.
You can contact the BCCM Office if you want to find out more about the legislation.
What if we cannot agree on a solution?
If a dispute cannot be resolved internally, the aggrieved person can lodge an application for dispute resolution with the BCCM Office if:
· the relationship between the parties is a combination which is allowed under the Act (see the guide for completing the conciliation and adjudication application forms for more information), 
AND
· body corporate legislation allows the aggrieved person the outcome they are seeking.
· for example, an applicant cannot seek an apology in their application as there is no requirement in body corporate legislation for parties to apologise to each other.
This form can be attached to a dispute application lodged with the BCCM Office, along with any other correspondence between the parties about this matter, as evidence of self-resolution attempts. A dispute resolution coordinator from the BCCM Office may ask the applicant for more information if needed. 
Information about the BCCM Office’s dispute resolution service can be found at .
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