
OPEN RECORDS POLICY 
for 

CANYON LAKE HILLS PROPERTY OWNERS ASSOCIATION 

THE STATE OF TEXAS § 
§ 

COUNTY OF C O M A L  § 

I,  ,U,l,; /(. jt Jl.., , Secretary of Canyon LaJke Hills Property Owners 
Association  "Association"), do hereby certify that at a meeting of the Board 9f Directors of the 
Association (the "Board") duly called and held on the _i__f}_ day of Ocro b (? ;-, 2018, 
with at least a quorum of the Board members being present and remaining throughout, and being 
duly authorized to transact business, the following Open Records Policy was duly approved by a 
majority vote of the members of the Board: 

RECITALS: 

1. Chapter 209 of the Texas Property Code was amended to set forth open records 
procedures and to require prnperty owners' associations to adopt and 1·ecord open records policies 
consistent with the procedures set forth in the statute. 

2. The Board of Directors of the Association desires to adopt an open records policy
consistent with the provisions of Section 209.005 of the Texas Property Code, 

POLICY: 

It is the policy of the Association to make the books and records of the Association, 
including financial records, open to and reasonably available for examination by an Owner, or a 
person designated in a writing signed by the Owner as the Owner's agent, attorney, or certified 
public accountant (the "Owner's Representative") in accordance with the following provisions: 

1. Request. An Owner or the Owner's Representative must submit a written request
for access or information. The written request must: 

a. be sent by certified mail to the mailing address of the Association or to the 
authorized representative of the Association as Teflected on the most cunent
Management Certificate of the Association filed of record in accordance with
Section 209.004 of the Texas Property Code;

b. describe with sufficient detail the books and records of the Association that are 
requested; and 

c. state whether the Owner m the Owner's Representative elects to inspect the 
requested books and records before obtaining copies or have the Association
forward copies of the requested books and records.

2. Election to Inspect. If an inspection is requested, the Association will send written
notice to the Owner or the Owner's Representative of dates during normal business hours that the 
Owner or the Owner's Representative may inspect the requested books and records. Such written 
notice must be sent on OT before the tenth (10th) business day after the date the Association receives 
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the request, unless the Association sends a notice to the Owner or Owner's Representative in 
accordance with Section 4 below. 

3. Election to Obtain Copies. I£ copies of the identified books and records are 
requested, the Association shall produce copies of the requested books and records on or before 
the tenth (10th) business day after the date the Association receives the request, unless the 
Association sends a notice to the Owner m Owne1·' s Representative in accordance with Section 4. 

4. Inability to Produce Records Within 10 Days. If the Association is unable to 
produce requested books and records on m before the tenth (101h) business day after the date the 
Association receives the request, the Association shall provide written notice to the Owner or the 
Owner's Representative that: 

a. informs the Owner or the Owner's Representative that the 
Association is unable to produce the requested books and records 
on or before the tenth (10 th) business day after the date the 
Association received the request; and

b. states a date by which the requested books and records will be 
sent or made available for inspection, which date shall not be later 
than the fifteenth (15th) business day after the date such notice is 
given.

5. Extent of Books and Records. The Association shall produce books and records 
requested by an Owner or an Owner's Representative to the extent those books and records are in 
the possession, custody or control of the Association. 

6. Time of Inspection; Copies. If an inspection of books and records is requested or 
required, the inspection shall take place at a mutually agreed upon time during normal business 
hours. A t  the inspection, the Owner or the Owner's Representative shall identify the books and 
records to be copied and fmwarded. The Association shall thereafter make copies of such books 
and records at the cost of the Owner and forward them to the Owner or the Owner's 
Representative. 

7. Format. The Association may produce books and records requested by an Owner
or an Owner's Representative in hard copy, elech·onic OT other format reasonably available to the 
Association. 

8. Costs. The Association may charge an Owner for the compilation, production or 
reproduction of books and records requested by the Owner or the Owner's Representative, which 
costs may include all reasonable costs of materials, labor, and overhead. Costs will be billed at the 
rates established by Title 1 of the Texas Administrative Code, Section 70.3 ("Section 70.3"), as same 
may be amended from time-to-time. As of the date of this Policy, the rates set forth below are 
established by Section 70.3. Should the rates set forth in Section 70.3 ever be different than in this 
policy (either through amendment or error by this policy) the then current rates set forth in Section 
70.3 shall control. 
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