
Records Retention Policy for the 

The Lakes of South Shore Harbour Community Association, Inc. 

 
STATE OF TEXAS   § 

     § 

COUNTY OF GALVESTON  § 

 

This Records Retention Policy for the The Lakes of South Shore Harbour Community Association, Inc. (the 

“Policy”) is adopted by the The Lakes of South Shore Harbour Community Association, Inc. (the 

“Association”), a Texas Non-Profit Corporation.  

  

WHEREAS, the Association adopted a Policy through resolution of the The Lakes of South Shore Harbour 

Community Association, Inc. Board of Directors (the “Board”) on 3/1/2020. 

 

NOW THEREFORE, the Association hereby adopts a Records Retention schedule as follows: 

1.) Certificates of formation, articles of incorporation, bylaws, restrictive covenants and all amendments 

to certificates of formation, bylaws and covenants shall be retained permanently at the Association’s 

principal office address, electronically or in a storage facility as deemed appropriate by the Board. 

2.) Financial books and records shall be retained for seven years at the Association’s principal office 

address, electronically or in a storage facility as deemed appropriate by the Board. 

3.) Account records of current owners shall be retained for five years at the Association’s principal office 

address, electronically or in a storage facility as deemed appropriate by the Board. 

4.) Contracts with a term of one year or more shall be retained for four years after the expiration of the 

contract term at the Association’s principal office address, electronically or in a storage facility as 

deemed appropriate by the Board. 

5.) Minutes of meetings of the owners and the Board shall be retained for seven years at the Association’s 

principal office address, electronically or in a storage facility as deemed appropriate by the Board. 

6.) Tax returns and audit records shall be retained for seven years at the Association’s principal office 

address, electronically or in a storage facility as deemed appropriate by the Board. 

 

Documents not specifically listed above will be retained for the time period of the documents most closely 

related to those listed in the above schedule.  Electronic documents will be retained as if they were paper 

documents.  Therefore, any electronic files that fall into one of the document types on the above schedule will be 

maintained for the identified time period.  

The custodian of the records of the Association is responsible for the ongoing process of identifying the 

Association’s records which have met the required retention period and overseeing their destruction.  Destruction 

of any physical documents will be accomplished by shredding.  Destruction of any electronic records of the 

Association shall be made via a reasonable attempt to remove the electronic records from all known electronic 

locations and/or repositories. 

 

 

EFFECTIVE DATE:  3/1/2020 

 

Authorized Board Member Signature:_____________________________ Date:_____________ 
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Records Inspection Policy for the  

The Lakes of South Shore Harbour Community Association, Inc. 

 
 

STATE OF TEXAS   § 

     § 

COUNTY OF GALVESTON  § 

 

 This Records Inspection Policy for the The Lakes of South Shore Harbour Community Association, Inc. 

(the “Policy”) is adopted by the The Lakes of South Shore Harbour Community Association, Inc. (the 

“Association”), a Texas Non-Profit Corporation.  

  

WHEREAS, the Association adopted a Policy through resolution of the The Lakes of South Shore Harbour 

Community Association, Inc. Board of Directors (the “Board”) on 3/1/2020. 

 

NOW THEREFORE, the Association hereby adopts a Records Inspection Policy as follows: 

 

1.) Persons who may request to inspect records or purchase copies of records of the Association, other than 

members of the Board, are limited to:  

a. A member of the Association as evidenced by a deed, deed of trust, or provision within the 

declaration or; 

b. The agent, attorney, or certified public account designated in writing signed by the owner as the 

owner’s agent (an “Agent”) of a member of the Association, upon receipt by the Association of an 

instrument signed by both the owner and Agent designating said Agent as such. 

2.) To inspect or obtain copies of Association records a valid request must be sent to the Association. To be 

valid, a request to inspect or purchase copies of records must: 

a. Be submitted in writing by certified mail, return receipt requested, to the mailing address of the 

Association or to the authorized representative of the Association as reflected on the most current 

management certificate filed under Sec. 209.004 of Texas Property Code; 

b. Describe in detail each record requested including the fiscal year to which said record relates; 

c. Contain an election to inspect records before obtaining copies or purchase copies of the same. 

3.) The estimated cost of production of records shall be due from the requestor to the Association in advance 

of their production. 

a. The cost for production of records shall include reasonable costs for labor, transportation of 

records, copies, or other mediums used for their production. Said costs shall not exceed the cost 

for an item under 1 T.A.C. Section 70.3.  

b. The difference between the estimated cost of production and the actual final cost shall be settled 

within 30 days from the date the records were delivered.  

c. If the estimated cost was lesser or greater than the actual costs, the Association shall submit a final 

invoice to the owner on or before the 30th business day after the date the information is delivered.  

If the final invoice includes additional amounts due from the owner, the additional amounts, if not 

reimbursed to the Association before the 30th business day after the date the invoice is sent to the 

owner, may be added to the owner’s account as an assessment.  If the estimated costs exceeded 

the final invoice amount, the owner is entitled to a refund, and the refund shall be issued to the 

owner not later than the 30th business day after the date the invoice is sent to the owner.   

4.) The Association may, at its option, produce the records in hard copy or electronic format for an owner 

requesting to obtain copies. 

5.) Types of records available for inspection shall include all responsive records identified in the 

Association’s Records Retention policy. 

6.) The Association may not release any records that indicate the violation history or payment history of a 

particular owner of the community without written consent from said owner. 
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EFFECTIVE DATE:  3/1/2020 

 

Authorized Board Member Signature:_____________________________ Date:_____________  
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