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CERTIFICATE OF ADOPTION OF RECORDS RETENTION, PRODUCTION AND COPYING
POLICY
or'
KATY CREEK RANCH HOMEOWNERS ASSOCIATION, INC,

STATE OF TEXAS 8
8 KNOW ALL PERSONS BY THESE PRESENTS:

COUNTY OF FORTBEND  §

WHEREAS, the Board of Directors (the "Board") of Kaly Creek Ranch Homeownsrs
Assooiation, Ino., o Texas non-profit corporation (the "Association") is charged with administering and
enforcing those certain covenants, conditions, and resirictions encumbering the Katy Creek Ranch

comrmunity (the "Community"); and

WHEREAS, Chapter 202 of the Tgxus Property Code was umander_:l effective January 1, 2012, to
add Section 209,005 thersto; and

WHEREAS, Section 209.005 (m) of the Texas Property Code requires a property owners'
association to retain certain documents for a prescribed period of time; and

WHEREAS, Section 209.005(m) of the Texas Property Code requires o property owners'
association to adopt and comply with a document retention policy; and

WHEREAS, Section 209.005(1) of the Texus Property Code requires a property owners'
association to adopt a records production and copying policy that presoribes the costs the association will
charge for compilation, production and reproduction of information requested under Section 209 of the

Texas Property Code; and

WHEREAS, the Board has detcrmined that in conncetion with retaining, produeing and copying
records, it is appropriate for the Association to adopt a records retention, production and copying policy;

and

WIHEREAS, the Bylaws of the Association provide that a majority of the members of the Board
shall constitute 1 quorum for the transaction of business and that the action of a majority of the members
of the Ronrd at @ meeting nt which a quorun is present is the action of the Board; and

WHEREAS, the Board held a meeting on December 15, 2011 (the “Adoplion Meeting™), at
which at least a majority of the members of the Board were present and duly passed the records retention,
praduction and copying policy described herein below (the "Records Retention, Production and Copying

Policy"),

NOW, TUEREFORE, to give notice of the matters set forth herein, the undersigned, being the
President of ihe Association, does hereby cerlify that at the Adoption Meeling, at least a nmjority of the
members of the Board were present and the Board duly adopted the Records Retention, Production and
Copying Policy set torth on Exhibit “A™ hercto. The Reeords Retention, Production and Copying Policy
is effective JTanuary 1, 2012, and supplements any restrictive covenants, guidelines or policies for records
retention, production and copying which may have previously been in effeet for the Communiiy, unless
such restrictive covenants, guidelines or policica are in conflict with the Records Retention, Produetion
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and Copying Policy, in which case the ferms in the Records Retention, Praduction and Copying Policy
will control.

EXTCUTED on the date of the acknowledgment set forth herein below, to be effective as set
forth above,

KATY CREEK RANCH HOMEOWNERS
ASSOCIATION, INC., a Texas non-profit corporation

By: L_.&A%"’Q‘
nnie Trapoling, Presigent

THE STATE OF TEXAS §
§
COUNTY OF FORT BEND §

‘This instrument was acknowledged before me on the_|.5__ day of Dec. 2011 by Jennie
Trapolino, President of ihe Kaly Creek Ranch Homeowners Association, Inc 1 Toxas non-profit

corporation, on behalf of said cnrpurahun.
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WHEN RECORDED, RETURN TO;
Muark K. Knop

Hoover Slovacel LLP

5847 San Felipe, Snite 2200
Houston, Texas 77057

File No. 411112-61
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Exhibit “AY
RECORDS RETENTION, PRODUCTION AND COPYING POLICY

Records Relention

I Generul Polley: 1t is the polley of the Association to maintain a filing system appropriate for the
daily nse and Jong-term retention of Assoniation’s documents and records, The followling [ist shall serve
as a guideline and is not necessarily an exclusive list of all Associatlon dacuments, Documents not fisted -
bolow are not subject to retention. Upon expiration of ihe retention date, the applioable decuments will
be considersd not maintained as a part of the Association books and records and are subjeot to destrustion

in o manner desmed appropriate by the Board.

I, Permanent Records: The Association will maintain the following records as permanent records of
the Associatlon: '

B, Certificate of Formatlon (or Asticles of Incorporation) of the Assoclation, and all
amendments or supplements thereto; .

b. Bylaws of the Association and all amendments or supplements thereto; and

c. Restrictive covenants, and all ninendments or supplemsnts thereto.

111, Seven Yenrs; The Association will maintain the following documents for & period of at least seven
years fiom the date the document was created:

A, All financial books and records of the Association; .

b. Minutes of the meetings of the members of the Associntion and meetings of the Board of
Directors of the Assoclation; and

c. The Association’s tax relurns and andit records.

IV. Five Years: The Association will maintain the accoint vecords of current owners Tor a period of at
least five years from the date the document was created,

V. Four Years: The Association will maintain contrects with a term of one year or more for four yoars
ufter the expirntlon of the contract term. ’

Records Production and Copying

I Request for Bools and Records; Copies of the Association's books and records will be reasonably
available 1o all Owner's or-a person designated in n writing signed by the Owner as the Owner's agent,
attorney, or certified public accountant ("Owner's Authorized Represeniative") upon proper request and at

the Owner's expense. A proper request:

g, Must be sent by certified mall to the Association or the Association’s authorized
representative at the address as vefieoted in the Association's most recent management certificate
as recorded in the Official Publiv Records;

b, Must be from an Ownar or an Owner's Anthorized Representative (herein, the Owner and
the Owner's Authorized Representative being collectively called (the "Requestor™);
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c. Must contain sufficient detail to identify the books and records of the Association being
requested (lerein the “Requested Records"); and

d . Must dasignata whather the Requestor is requesting to inspect the Reguested Records or
requesting to have the Assooiation forward copies of Requested Records to the Requestar.

1, Associntion’s Response: The Association shall respond to the Requestor's raquest in wiiting.

a, Request to Inspect: Upon receipt of a proper request to inspect the Requested Roecords
as outlined sbove, the Assacistion will send written notice to the Requestor on or befora ten (10)
business days after the Association receives the proper request, and provide dates and times
during normal business hours that the Requested Records will be made available for inspection by
the Requestor (to the extent the Requested Records are in the possession, custedy or control of
the Association and are not otherwise privileged and therefore protected from inspection). The
Assaciation and the Requestor shall arrange for a mutually agresnble time fo canduct the
inspection, If copies of the Requested Records are mede nt the inspection, the Association shail
~provide the Requestor with copies upon recelpt of the cost thercof as described below.

b. Request for Coples; If a request for copies of Requested Records is made, the
Association shall send written notice to the Requestor on or hefore ten (10) business duys after
the Association rersives the proper request advising the Renuestor of the date that tho Requeated

- Records will be made available, and the cost that must be received by the Assooiation before the
Requested Records will be provided. Upon receiving payment for the Requested Records, the
Assoviation will produce the Requested Records to the Requestor by sending the Requested
Racords to the Requestar by regular U,S. Mail at the Requestor's address shown in the request, or
upon written request, the Requeastor may pick up the Requested Records from the Association’s
management company. The Asscofation may provide the Requosted Records in hard copy,
eleetronic format, or other format reasonably nvailebls to the Association.

. Additional Time: If upon review of a praper request to inspect or copy documents, the
Assacintion determines it cannot comply with the request within ten (10) business days after
receipt of the request by the Association, the Assacintion shal] send the Requestor 2 wriiten notice
(within such ten (10) business day period) that informs the Requestor that the Association is
unable to produce the Reqiested Records on or before the tenth (10") business day after the
Assaciation received the request and that the Requested Records will be produced for inspaotion,
or copied nnd matled (sitbject to recelpt of payment as set forth lerein), as the case may be, on or
vefore fifiesn {15) business days from the date the notice Is mailed to the Requestar,

IIT, Cosis: The Association liereby adopts the schedule of costs set forth under Title 1, Section 70.3 of the
Texas Administrative Code (1 T.A.C. 70.3).

V. Cost Reconciliniion: If the estimated cost provided to the Requestor is more or loss then the actual
eost of producing the Renuested Records, the Association shall, within thirty (30) business days after
preducing the Requested Records, submit to the Requestor, eitier an invoiee for additional amounts owed
or & refund of the overages paid by the Requestor, If the final involee includes additional amounts due
from the Requestor, the additional amounts, if not reimbursed to the Association befora the thirtieth (30™)
business day after the date the invoice Is sent to the Requestor, may be added to the Owner’s account as
an assessment by the Association. If the estimnted costs exceeded the final invoice amount, the Requestor
is entitled to & refund, and the refind shall be issved to the Requestor not later than the thirtiath (30")

business day after the date the invaice is sent 1o the Requestor.
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