
The Estates at Sitone Ridge Owners Association, [nc.

Policy Regarding Irrspection and Copying of Association Records

Ilffective: May 18, 2020.

I. Policy Purposes

This policy sets forth thc p,rocedures to be used by Owner:; w,hen re,,-presting
to inspect and or copy r\sl;ociaLion records; holv requests will bc, processecl,
how copy costs r,r,ill be calculated; and also to protect the Associatjon from
abusive records requesls.

II. Maintenance of Association Records

The Association shail n-raintain all records required to be maintainecl by
CCIOA and the Associati<tn Documents. Specifically, the Assoctation -.hall
maintain the following, alJ of rvhich shall be cleemed io be the sole recorcls of
the Association for ptrrposes of document retention arrd production to
Owners:

A. Detailed records of receipts and expendittrres affecting the operation
and administralion of the Association;

B. Records of claims for constructiorr defects and ;rmounts receir,'ed
purstrant to settletment of those claims;

C. Minlrte's of all rneetings of its Owners and Board, a rt:cord of all actions
taken by the Cru,rters or the Board rt,ithout a meeting, and a lecord of
all actions taken by any committee of the Board;

D, Written commutnications among, and the votes cast bv, executive Boarcl
members that are:

1. Directly related to an action taken b1, the Board r.r.ithourt a

meeting pursuant to C.R.S, S7-728-202; <>r
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E.

2. Directly related to an action faken by the Boarc-l without a

meeting pursuant to the Association's Bylar,r,s;;

I.

The r-rames of C)r,vners in a form that permits preparalion oi a list oi the
names of all Owrrers and the physical maiiing addr,:sses at ,,r,hich the
Association cor:nrnunicates with tirem, shor,r,ing thc: number of votes
each Owner is entitled to vote;

Its ctrrrent declar:ation, covenants, bylaws, articles of incorporation,
rules and reg;ulations, responsiblc governance policies adopted
pursuant to C..R.!1.5i 38-33.3-209.5, and other policir:s adopted bv the
Board;

Financial staterments as described in C,R.S. S 7-136,-106, for the past
three (3) years iand tax returns of the Association for the past seven (7;
years, to the extent;rvailable;

A list of the nalx,es, electronic mail addresses, and phy,sical maiiing
addresses of its; current Board members and officer:;;

Its most recent annual report delivered to the Secrel.ary of State;

Financial recordr; sr,rfficiently detailed to enable t:re Association to
comply \,\,ith C.R,S. S 38-33.3-3i6(8), concerning stat;ements of unpaid
assessments;

The Association's; rrLost recent Resen,e Str-rdy, if any;

L. Current written contracts to which the Association is a partv ancl
contracts for work performed for the Association n,ithin the
immeciiately prececling two (2) years;

Records of Board or committee actions to approve or denv anv requc,sts
for design or arctritectr,rral approval from Owncrs;

Ballots, proxies, and other records related to voting I>y Ow,ners for ene
(1) year after the elerction, action, or vote to which they relatc.;

F.

G.

H,

J.

K.

M.

N.
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o. Resolutions acloptecl by its board of directors relating ict the
characteristics, qr.ralifications, rights, limitations, and obligations of
members or any class or category of members; and

P. All written comrnunications within the past three (3) vears to all
Owners generally as olvners,

Documents That May lle Withheld

The following records mainlained by the Association may be r.r,ithhelci fronr
inspection and copying to the extenl that they are or concorn:

A. Architectr-rral drarvings,, plans, and designs, lrniess released upon the
written consent of the legal olvner of the drawings, plans, or designs;

B. Contracts, leases, bitJs, or records related to transacti,:ns to purcha,.;c or
provide goods or services that are cllrrently in or under negotiatirtn;

C. Communications '',t,ith legal counsel that are otherrvvise pnttecterl b1, the
attorney-client privile,ge or the attorney work prodtrct doctrine;

D. Disclosure of infclrmation in violation of law;

E. Reco::ds of an execrltive session of the Board; and

F. Records of individual trnits other than those of the requestin;l o\^,ncr.

Documents That Must Be Withheld

The following records maintained by the Association are not sr-rbject to
inspection and copying, and must be withheld, to the. extent that they are or
concern:

Personnel, salary,, or medical records relating to specific individtrals; or

Personal identification and accottnt information of members, incltrrling
bank accotrnt infclrm;rtion, telephone numbers, electronic mail
addresses, driver's liccnsc numbers, and social sectrrity numbers.

III.

TV.

A.

B.
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V. Procedure for Requesting Inspection and/or Copying of Records

A. Written Request, l\ny Owner seckrng to inspect or cop)'Associaiion
records shall sr,rbmit a rvrittcn request that inch-rdes:

The requesting Owner's name, acldress, telephone'number, and
electronic mail address, if applicable;

The date of the request;

The purposes; of the request;

A descriptiorL r,r,ith reasonable partictrlarity of the records betng
requested;

Whether the Owner wishes to review the. rercords at the
Associatit-rn's principal office, or if the Owner r,vishes to pa-rz the
Association's estimated cost of labor and material for production
and reproductiorr of the recotds, and if so, razhet.her he or shc
prefers to neceive such copics by mail or through an electronic
transmission, if available.

Review of Recluest. Upon receipt t-rf a w,ritten recltrest, the
Association's managing agent, or if none, the Asso,:iation's Secrrtarr
shall review the request to determine r^,,hether ttre purpose of the
request is proper; rn,hether it describes the reqllerstecl recorcis ,n,ith

particularity; anci whether the reqr-rested records a,re relevant tc, the,

purpose of the request.

Production of Association Records for lnspection and, or, Copying.

1. Form of Records, The Association may maintarin the required
records in written or electronic form.

2. Deliuertl. The Association shall produce such clocuments that arc
requested l'or a proper prtrpose, described u,ith particularitl,, ancl
that are re,lerzant to the plrrpose of the request, or provi,Ce a

1.

2.

a
J.

1.

5.

B.

C.
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written t:xplanation of the reasons for denying strch a recltiest, or-r

or before ten (10) btrsiness days of its receipt of the request.

Cos/s. The Association may impose a reason;rble charge, w,hich
may be collected in advance, to cover the <:osts of labor and
material for copies of the Association's recor,Cs. Labor shall bc
charged al a rate of $20,00 per hour and materials for printed
copies shall be chargecl at a rate of $1.00 per page, Colries ot-

documentr; provided on electronic media sh;rll be chargecl thc
actual cost of the electronic media.
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