14-03085
Records Production and Copying Policy

and

Retention Policy

Date: m 2014

Sub‘ 7iS107 B GHTS OF KERRVILLE as described in Plat of record in Volume 8, Page
125, Plat Re % Kerr County, Texas.

Property OWners Association: HEIGHTS OF KERRVILLE HOMEOWNERS ASSOCIATION

Charges: Charges fo ind copying Property Owners Association information are set

out in “Exhibit A”

ondeemed confidential by law or court order, the Property Owners
Association will make 1t5"560oks and records open to and reasonably available for examination by
an owner of property in the Subdivisiop.6f\a person designated in a writing signed by the owner
as the owner’s agent, attorney, or cerfifisd\pdblic accountant, in accordance with Texas Property
Code section 209.005. Owners & antif Rd\jo obtain copies of information in the Property
Owners Association’s books and-fecords Wn p¥yment of the Charges for the copies. To the
extent the Charges in this policy exceed the charges in section 70.3 of title 1 of the Texas
Administrative Code, the amounts in section 70.3 oftitle 1 of the Texas Administrative Code

govern.

Except for infg

Information not subject to inspecti

1. any document that constitutes the work product of the Property Owners
Association’s attorney or that is privileged as an attorney-cli unication;

ciation’s attorney relating to the
ed by an owner under Texas Property

2. files and records of the Property Own
Property Owners Association, excluding invoices req

Code section 209.008(d); and
3. except to the extent the information is provided i ¢ minutes or as
authorized by Texas Property Code section 209.005()), (a) infoxmbati gentifies the

arrowner’s personal financial
unts due the Property Owners

dedicatory instrument violation history of an individual owner; (%
information, including records of payment or nonpayment of amo

Association; (c) an owner’s contact Information, other than the owner’s address: )
information related to an employee of the Property Owners Association, incl ersonnel
files.

If a document in the Property Owners Association’s attorney’s files and records relating
to the Property Owners Association would be subject to a request by an owner to inspecto
Property Owners Association documents, the document will be produced by usinX the

e




2. The requestmugst include enough description and detail about the information

ust cooperate with the Property Owners Association’s
reasonable efforts 0 lanfy Ae $ype or amount of information requested.

3. The requ@&STt must contain an election either to inspect the books and records
before obtaining copies or to have the erty Owners Association forward copies of the

before the tenth bdsiness day after the date the Property Owners
Association receives the request, will send written notice of dates during

and records are in the possession,
Pwners Association; or

produce the requested books ar
before the tenth business day aft
Association receives the request.

provide to the requestor written notice that—

a. informs the owner that the Property Owners Associatioff isufable to
produce the information on or before the tenth busi day after the date

the Property Owners Association received the request; and



b. states a date by which the information will be sent or made available for

inspection to the requesting party that is not later than the fifteenth
business day after the date notice under this subsection is given.

{ an inspection is requested or required, the inspection will take place at a
eegble time during normal business hours, and the owner will identify the books and
records fef the/Property Owners Association to copy and forward to the owner.

7. Arting wWork on an owner’s request, the Property Owners Association
must provide the ¢ ) itten, itemized statement of estimated Charges for examining
and copying records telated 36 tile owner’s request, using amounts prescribed in this policy when
the estimated Charg 40. Owners may modify the request in response to the itemized
statement

8 he date the Property Owners Association sent the
estimate of Charges, the owne 1 writing to the written estimate, or the request is
considered automatically with sonse must state whether the owner (a) accepts the

9. ' 3¢S related to the compilation, production, and
reproduction of the requested information ipthe gfmoNnlg stated in this policy. The Property
Owners Association may require advance€ pgymenhof theestimated Charges of compilation,
production, and reproduction of the requested infoggat

10.  If the estimated Charges are less or more than & actual Charges, the Property

Owners Association must submit a final invoice to the oy 1 or before the thirtieth business
day after the date the information is delivered. If the fifial ifivoice includes additional amounts
due from the owner, the additional amounts, if not réiatbursed to the Property Owners
Association before the thirtieth business day after the date the invgice-isgent to the owner, may
be added to the owner’s account as an assessment. If the estim; 2ey, exceeded the final
invoice amount, the owner is entitled to a refund, and the refync i$sued to the owner not
later than the thirtieth business day after the date the invoice 5 ¢

11.  The document retention policy of the Property OwrrerS Association is:

(a) certificates of formation, bylaws, restrictive covenan
amendments to the certificates of formation, byla
be retained permanently;

covenants shall

(b) financial books and records shall be retained for seven years,



(c) account records of current owners shall be retained for five years;

(d)  contracts with a term of one year or more shall be retained for four years
after the expiration of the contract term;

minutes of meetings of the owners and the board shall be retained for
seven years; and

tax returns and audit records shall be retained for seven years.

HEIGHTS OF KERRVILLE HOMEOWNERS

ASSOCIATI N
By AUTRA M
Name: NH

™

Title: 20 ..

THE STATE OF TEXAS  §

couUNTY oF Lallas
This instrument was acknowle before me on ( ' LT i~ 224.:} , 2014, by

SCOTT L. KOCUREK, President of HEIGHTS OF KERRVILLE HOMEOWNERS
ASSOCIATION, a Texas corporation, on behalf of said corporation.

SVRY P, EMILY R. REEVES

; (f":"-': Notary Public, State of Texas
2 S My Commission Exptres

December 15, 2015

——

-.&A”‘_ ’_.- ¥ A_/N_
Notary Publis, Btate of Texas

Filed by and return to:

DAVID L. JACKSON

Wallace, Jackson & Lohmeyer, PC
Attn; Kathy

820 Main Street, Suite 100
Kerrville, TX 78028



Exhibit A

Charges for Examining and Copying Property Owners
Association Information

B. Labor Chargs

Information
charge forla

Owners Assocmtlon niormatien is $15 00 an hour. The labor charge will be calculated based on

2. A labor charge will a6t b ed in connection with complying with requests that

two or more separate buildings\t ically connected with each other or (b) a remote

storage facility.

ank time spent by an attorney, legal assistant,

3. A labor charge will not be billed f&
ormytgn to determine whether it is

or any other person who reviews the requesget
confidential or privileged under Texas lav

4. When confidential or privileged information is mixed with public information in
the same page, a labor charge may be recovered for time speptfdyredact, black out, or otherwise
obscure the confidential or privileged information in orderto comply with the owner’s request.
The Property Owners Association will not charge fopr€dgefing confidential or privileged
information for requests of fifty or fewer pages unlessthe request also qualifies for a labor
charge under section 552.261(a)(1) or 552.261(a)(2) of the Texas ent Code.

C. Overhead Charge

1. Whenever any labor charge is applicableto ar e Property Owners
Association may include in the Charges direct and indirect costs, dition to the specific labor
charge. This overhead charge would cover such costs as depreciation of capital aseéh

maintenance and repair, utilities, and administrative overhead. If the Prope
Association chooses to recover such costs, the overhead charge will be cort

follows:



a. Labor charge for locating, compiling, and reproducing—$15.00 x .20 =
$3.00.

Labor charge for computer programming—3$28.50 x .20 = $5.70.

D.

microfiche or microfilm or ten cents per
on microfiche or microfilm, plus any appNcable labor and overhead charge for more than fifty
copies.

E. Remote Document Re

tored on the Property Owners Association’s
e Property Owners Association will

To the extent that the retrieval of documents
property results in a charge to comply with a rege
charge the actual cost of the retrieval.

F. Copy Charges

1. The charge for standard paper copies reproduge
copier or a computer printer is ten cents per page or part of
on which information is recorded is counted as a singi¢
information recorded on both sides is counted as two.edpies. Standard paper copy is a copy of
Property Owners Association information that is a printed impressjon-en one side of a piece of
paper that measures up to eight and one-half by fourteen incheg

A\by means of an office machine

2. A “nonstandard” copy includes everything bui a { pjece of paper
measuring up to eight and one-half by fourteen inches. Microfighe;# 1lm, diskettes,
magnetic tapes, and CD-ROM are examples of nonstandard copi€s—The charges in this
subsection are to cover the materials onto which information is copied and do n ect any
additional charges, including labor, that may be associated with a particular . The charges

for nonstandard copies are—
a. diskette—$1.00;

b. magnetic tape—actual cost;



C. data cartridge—actual cost;

d. tape cartridge—actual cost,
rewritable CD (CD-RW)—3$1.00;
nonrewritable CD (CD-R)—¥$1.00;

digital video disc (DVD)—$3.00;

JAZ drive—actual cost;

oY (e.8., larger than eight and one-half by fourteen
Nuebar, not including maps and photographs using

m. specialty paper (e.g., Mylar, blueprint, blueline, map, photographic)—
actual cost.




