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L/ KEEGANS GLEN HOMEOWNERS ASSOCIATION, INC.
RECORDS PRODUCTION AND COPYING POLICY

STATE OF TEXAS § o
§ KNOW ALL PERSONS BY THESE PRESENTS:
§

COUNTY OF HARRIS

WHEREAS, Keegans Glen Homeowners Association, Inc. (“Association”) is charged with
administering and enforcing those certain covenants, conditions and restrictions contained in the
recorded Declarations for the various sections of the subdivision (referred to collectively as
“Declarations”); and

WHEREAS, Chapter 209 of the Texas Property Code is amended, effective January 1,2012,
to add Section 209.005 (hereinafter referred to as Section 209.005) thereto regarding records
production and copying of Association documents and records (“Documents”); and

WHEREAS, the Board of Directors of the Association (“Board”) desires to establish a policy
for records production and copying consistent with Section 209.005 and to provide clear and
definitive guidance to owners in that regard. ' '

ided they are designated, in writing, as their proxy for this purpose. To ensure
a written proxy is actually that of the owner, the owner may be required to produce
and/or include a copy of his/her photo identification or have the proxy notarized.

2 An owner, or their proxy as described in Section 1 above, must submit a written

request for access to or copies of the Records. The written request must:

a. be sent by certified mail to the Association’s address as reflected in its most
recent Management Certificate filed in the County public records; and

b. contain sufficient detail to identify the Records being requested; and

(4 indicate whether the owner or proxy would like to inspect the Records before
possibly obtaining copies or if the specific Records should be forwarded to
the owner or owner’s proxy. If the Records are to be forwarded, the letter
must indicate the format, delivery method and address:
(1)  format: electronic files, compact disk or paper copies
(2)  delivery method: e-mail, certified mail or pick-up

3 Within ten(10) business days (herein “business day” means a day other than a
Saturday, Sunday or state or federal holiday) of the date of receipt of the request
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NOW, THEREFORE, the Board has duly adopted the following Records@ro
Copying Policy, to be effective January 1, 2012.
1. sociation RECORds s re ably avasabl \ ner, to the extent that
theg are in the possgésio sto 0 of the Association. An owner may also
pemhit access to R@eord any other person (such as an attorney, CPA or agent) -



"
“

specified in Section 2 above, the Association shall provide:

a. the requested Records, if copies were requested and any required advance
payment had been made; or
b. a written notice that the Records, to the extent same are able to be produced,

are available and offer dates and times when the Records may be inspected
by the owner or owner’s proxy during normal business hours at the office of
the Association; or

c. a written notice that the requested Records, to the extent same are able to be

o produced, are available for delivery once a payment of the costs to produce
the Records is made, and stating the cost thereof;, or.

d. a written notice that a request for delivery does not contain sufficient
information to specify the Records desired, the format, the delivery method
or the delivery address; or

written notice that the requested Records cannot be produced within ten
(10). business days but will be available within fifteen (15) additional

days from the date of issuance of such notice, to include the amount
ymeng, for the cost to produce the requested Records.

4. The following ciation Records are not available for inspection by an owner or

owner’s pr

a. the finanial f8€ords a8sogiated with an individual other than the requesting
owner; and

b. deed restrictiof¥@iolati s for an individual other than the requesting
owner; and

c. personal information, ctinformation, other than an address for
an individual owner; and

d. attorney files and records in th S on of the Association’s attorney;

B attorney-client privileged informat#l in the possession of the Association;

i information related to an employee e Association, including personnel
files; and

g ballots cast in an election or removal of Director(s e required by a
recount procedure in accordance with Section 209.0887 of the Property

"Code.

The information in a, b, and ¢ above will be released if the As
express written approval from the owner whose records are the subject of,
for inspection or copying.

5: Association Records may be maintained in paper format or in an electronic form
If a request is made to inspect Records and certain Records are maintained in
electronic format, the owner or owner’s proxy will be given access to equipment to
view the electronic Records. Association shall not be required to transfer such
electronic records to paper format unless the owner or the owner’s proxy agrees to
pay the cost of producing such copies. '

Keeguis Glen HOA, Inc. - Records Production and Copying Policy ' . Page2’ '



“a

N

Keegans Glen HOA, Inc..- Records Production and Copying Policy Pagé 3

If an owner or owner’s proxy inspecting Records requests copies of certain Rec
during the inspection, Association shall provide them promptly, if possible, bu
later than ten (10) business days after the inspection-or payment of costs, Wi
date is later. '

The owner is responsible for all costs associated with a request u
including but not limited to copies, postage, supplies, labor, overhea
fees (such as archive document retrieval fees from off-site storz
below. Costs will be billed at the rates established by
Administrative Code, Section 70.3 as same may be a
Should the rates set forth in Section 70.3 ever be differ
through amendment or error by this Policy) the then ¢
70.3 shall control):

icy (either
t rates sgt forth in Section

black and white 8 4"x11"single sided copies ... $0.10 each

black and white 8 %"x11" double sided copies ... $0.20 each

color 8%47'x11" single sided copjgs ... $0.50 each

color 8'4”x11" double sided co ach

oversize paper copies (11 luebar) ... $0.50 per page
specialty papers (blue pri Wat actual cost

PDF images of document

' postage ...
third party
other - at
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thigPolic

-case basis, in the absolute discretion of the Association, and with

! nac
(v rrencé of the owner, the Association may agree to invoice the cost of the
cords request to the owner’s account. Owner agrees to pay the total amount
iMiced within thirty (30) days after the date a statement is mailed to the Owner.

ny unpaid balance will accrue interest as an assessments as allowed under the
eclarations.

On a case-by-case basis where an owner request for Records is deemed to be
minimal, the Association or its managing agent reserves the right to waive notice
under Section 2 and/or fees under Section 7 above.
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11.  All.costs associated with fulfilling the request under this Policy will be paid by the
Association’s Managing Agent. All fees paid to the Association under this Policy
will be reimbursed to the Association’s Managing Agent or paid directly to the
Association’s Managing Agent.

This Policy is to become effective on January 1, 2012 and is conditioned upon recording in
the Public Records of Real Property of Harris County, Texas, and supersedes any policy regarding
records production and copying which may have previously been in effect. Except as affected by
Section 209.005 and/or this Policy, all other provisions contained in the Declarations or any other
dedicatory instrument of the Association shall remain in full force and effect.

Approved and adopted by the Board on this Q\‘H/’ day of _ OO /‘1») i,’)ﬁ/[ ,2012.

/irf Maaé’lo , President [printed name]
Q Keegans Glen Efomeowners Association, Inc. /0 L
' STATE OF TEXAS § |
§ :
COUNTY OF HARRIS, § V :

Before e, the . undersigned ority, is day personally appeared
A{ + DILTQ 7 DzD , Presi ofKeegans G omeowners Association, Inc.,
a Texas non-profit odrporation, known to me to be th SO officer wiipse name is subscribed

to the foregoing instrument and acknowledged to me that s s ex the sagge as the act of
said corporation for the purposes and consideration therein expres di apagii therein

stated.
Given under my hand and seal of office this [ ' i ' day of m ,{[Yf %
2012. o

{ff/fff/f/ffwflfffff//f

§c GAIL JOHNSON LEBLANC s ﬁw/ M‘. 2,,0/3(2 ce ‘

21 NOTARY PUBL
& 3LIC, STATE OF
wf MY COMMISSION exmli"“

\
% 324 DEC. 28, 2014 % Notary Pubfi¢/in and for the State of Texas
' )

&fwfffffffffff//ﬂ.‘fwfé

Zervaw o \//

rges  LORI E. ALDERSON

ATTORNEY AT LAW
1523 AVENUE A

KATY, TEXA S 77493
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DEC 20 2013

County Clerk, Harris County, Texas
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PROPERTY BECAUSE OF COLOR OR RACE 1S INVALID AND UNENFORCEABLE UNDER FEDERAL LAW.
THE STATE OF TEXAS
COUNTY OF HARRIS
| heraby carfly bt s rsizent was FLED in Fle Murter Sequance on e e ard ot e ime
mm o ard was iy RECOROED, n the Official Priie Rucris of Raal Preparty of Marms

DEC 20 2013

COUNTY CLERK
HARRIS COUNTY, TEXAS




