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CERTIFICATE FOR RECORDATION OF DEDICATORY INSTRUMENT
OF
OAKHOLLOW OWNERS ASSOCIATION, INC.

STATE OF TEXAS §
§ KNOW ALL MEN BY THESE PRESENTS:
COUNTY OF DALLAS §

WITNESSETH:

WHEREAS, Section 202.006 of the Texas Property Code requires that "A property
owners' association shall file its dedicatory instruments in the real property records of each
county in which the property to which the dedicatory instrument relates is located."; and

WHEREAS, Oakhollow Owners Association, Inc., a Texas nonprofit corporation (the
" Association") desires to comply with Section 202.006 by filing of record in the real property
records of Dallas County, Texas, the attached instrument; and

WHEREAS, the attached instrument constitutes a 'dedicatory instrument'' as
defined by Section 202.001 of the Texas Property Code; and

WHEREAS, Dover Caribbean (“Declarant”) prepared and recorded an instrument
entitled “Condominium Declaration for Oakhollow Owners Association, Inc. (A
Condominium)” at Volume 81027, Page 3126 ef seq of the Condominium Records of Dallas
County, Texas (the “Declaration”) and as may be amended.

NOW, THEREFORE, the undersigned authorized representative of the Association
hereby executes this Certificate to effect the recording of the dedicatory instrument attached
hereto as “POLICIES AND PROCEDURES FOR INSPECTION, COPYING, AND
RETENTION OF RECORDS?” on behalf of the Association.

[Signature page follows.]




EXECUTED this 13™ day of February 2025.

Oakhollow Owners Association, Inc.,
a Texas non-profit corporation

’ /‘) 7 P

Victor Bosnich
Authorized Representative

STATE OF TEXAS §
§
COUNTY OF COLLIN §

This instrument was acknowledged before me on the 13™ day of February, 2025, by
Victor Bosnich, authorized representative of Oakhollow Owners Association, Inc., a Texas
non-profit corporation, on behalf of said corporation.

S & Preen

Notary Public, State of Texas

AFTER RECORDING RETURN TO:
Veracity, Inc.

5204 Village Creek Dr., Suite 202
Plano, TX 75093

TONI LIZABETH RICCA
% z Notary public, State of Texas
(63 Comm. Expires 05-09-2027

=

';eoe'*""“ Notary ID 132007674




OAKHOLLOW OWNERS ASSOCIATION, INC.

POLICIES AND PROCEDURES
FOR
INSPECTION, COPYING, AND RETENTION OF RECORDS

Article V, Section 5.3(k) of the By-Laws of Oakhollow Owners Association, Inc. (“Association™)
and Sections 82.114 and 82.1141 of the Texas Uniform Condominium Act authorize Members of
the Association, or their authorized representative, to have access to the Association’s records
subject to certain limitations. Additionally, Section 82.102(a)(21) of the Texas Uniform
Condominium Act authorizes the Board of Directors to exercise the powers necessary and proper
for the operation of the Association.

The Board of Directors deem it necessary and in the best interests of the Association and its
Members to adopt and enforce the following policies and procedures governing the inspection,
copying, and retention of the Association’s books and records.

The Board of Directors believe the rules and procedures set forth in this Policy reasonably balance
the rights of Members to inspect and copy the Association’s books and records with the rights of
the Board of Directors and the Association managing agent to conduct their duties without
unreasonable interference from Members who may make unreasonable demands on their time and
to protect the privacy interests of the Members.

PURPOSE

In order to comply with the procedures set forth by the Texas Uniform Condominium Act, the
following procedures and practices are established for the compilation, production, reproduction,
and retention of the Association's books and records and for identifying the costs to be charged by
the Association for compiling, producing, and copying books and records requested by a Member
of the Association. The following is to be known as the "Document Inspection, Copying, and
Retention Policy" (referred to herein as the "Policy").

RECORDS DEFINED

The Association’s *books and records™ are those designated by the Texas condominium statutes
(Texas Condominium Act; Texas Uniform Condominium Act) and provisions of the Texas
Business Organizations Code governing nonprofit corporations, as each statute may be amended
from time to time, and includes a reasonable interpretation of the records addressed in the statutes,
The Condominium Declaration for Oakhollow Condominiums and the Association’s By-Laws do
not provide a specific definition or list of items that are deemed to be the Association’s “books and
records™ that are subject to inspection by a Member. By way of example, and not limitation, the
Association books and records include those items listed at Exhibit “A” attached to this Policy.

Pursuant to Section 82.1141(c) of the Texas Uniform Condominium Act. an attorney's files relating
to the Association (excluding invoices requested by an owner for attorney's fees and other costs
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relating only to a matter for which the Association seeks reimbursement of the fees and costs from
the owner) are not records of the Association and are not subject to inspection by owners or
production in a legal proceeding.

Pursuant to Section 82.1141(j) of the Texas Uniform Condominium Act, the Association is not
required to release or allow inspection of any books and records relating to an employee of the
Association, including personnel files, or any books and records that identify the violation history
of an individual owner, an owner's financial information, including records of payment or
nonpayment of amounts due the Association, an owner's contact information, or a unit owner's
address absent the express written approval of the owner whose information is the subject of the
request or a court order requiring disclosure of such information.

PERSONS ENTITLED TO INSPECT OR COPY

A Member of the Association has the right to inspect and/or copy the Association’s records in
compliance with the rules and procedures contained in this Policy. A Member may authorize in
writing an attorney, accountant, agent, or other designated representative to conduct the inspection
or make copies on the Member’s behalf. Additionally, pursuant to Section 7.3 of the Condominium
Declaration for Oakhollow Condominiums, the Association shall permit a Unit’s First Mortgagee
(mortgage lienholder) to examine the Association’s books and records if requested. The Member
and/or the Member's designated representative are referred to in this Policy as the "Requesting
Party."

WRITTEN REQUEST REQUIRED

Inspection or copying shall be limited to those records specifically requested in advance, in
writing. A Member who wants to inspect or copy the Association’s records must submit a written
request to the Association Manager via certified mail at the mailing address of the Association
managing agent as reflected on the Association's most current management certificate filed
pursuant to Section 82.116 of the Texas Uniform Condominium Act. The request must:

» specify the particular record(s) desired, including pertinent dates, time periods, and/or
subjects sought to be inspected;

» be sufficiently detailed to allow the Manager to retrieve the record(s) requested; and

» be sufficiently detailed to allow the Board of Directors to determine whether the records
requested are subject to inspection and/or copying under this Policy.

The request must also specify whether the Requesting Party seeks to inspect the books and records
before obtaining copies or to have the Association forward copies of the requested books and
records to the Requesting Party.

RECORDS THAT MAY BE WITHHELD FROM INSPECTION AND COPYING

The Association may withhold from inspection and copying any records that, in the reasonable
business judgment of the Board of Directors, would:
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* constitute an unwarranted invasion of privacy, to include an unwarranted invasion of the
privacy of an owner or resident;

* constitute privileged information under the attorney-client privilege, to include legal
opinions provided to the Board of Directors by the Association’s attorney;

* involve pending or anticipated litigation;

* involve pending contract negotiations; and/or

* involve the employment, promotion, discipline or dismissal of a specific Board Member or
employee.

To protect the privacy of a Member’s vote on Association matters, the Association may withhold
from inspection the voting ballots and directed proxies (proxies that instruct the proxy holder how
to vote; sometimes referred to as a “proxy ballot”) executed by a Member. However, pursuant to
Section 82.114 of the Texas Uniform Condominium Act, the Association may make available for
inspection the voting ballots and directed proxies of Members relating to an amendment to the
Declaration. General proxy forms that do not identify the Member’s vote preference are subject to
inspection. A Member may inspect his/her own voting ballot(s) and directed proxies.

By way of example, and not limitation, Exhibit “B” attached to this Policy lists books and records
of the Association that are NOT subject to inspection or copying, except as may be authorized by
the Board of Directors after consultation with the Association’s attorney.

ASSOCIATION RESPONSE TO REQUEST

REQUEST TO INSPECT: If the Requesting Party elects to inspect the Association's books and
records, the Association shall notify the Requesting Party within ten (10) business days after
receiving the Requesting Party's request of the dates during normal business hours that the
Requesting Party may inspect the requested books and records (the "Inspection Notice") to the
extent the requested books and records are in the possession, custody, or control of the Association.
The Association’s response may include a request for payment in advance for the estimated costs
for compiling and producing the requested books and records. See “Association Request for
Payment in Advance” discussed below.

NO INSPECTION; COPIES REQUESTED: If the Requesting Party requests copies of identified
books and records, the Association shall, to the extent those books and records are in the
possession, custody, or control of the Association, produce the requested books and records within
ten (10) business days after receiving the Requesting Party’s request for copies. The Association’s
response may include a request for payment in advance for the estimated costs for compiling and
producing copies of the requested books and records. See “Association Request for Payment in
Advance” discussed below.

IF ASSOCIATION UNABLE TO MEET 10-DAY DEADLINE: If the Association is unable to
produce the requested books and records for inspection by the 10th business day after the date the
Association receives the request or is unable to send copies of the requested books and records by
the 10" business day after the date the Association receives the request, the Association must
provide written notice to the Requesting Party (the "Inspection Delay Letter") that (1) the
Association is unable to produce the information by the 10th business day after the date the
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Association received the request, and (2) state a date by which the information will be either sent
or available for inspection that is not later than fifteen (15) days after the date of the Inspection
Delay Letter.

ASSOCIATION REQUEST FOR PAYMENT IN ADVANCE: The Association may require
payment in advance of the estimated costs for compiling, producing, and copying the requested
books and records. If the estimated costs are lesser or greater than the actual costs incurred, the
Association will submit a final invoice to the requesting Member within thirty (30) business days
after the date the items are delivered. If the final invoice includes additional amounts due from the
requesting Member, the additional amounts, if not reimbursed to the Association before the 30th
business day after the date the invoice is sent to the Member, may be added to the Member’s
account as an assessment. If the estimated costs exceeded the final invoice amount, the Member is
entitled to a refund, and the refund shall be issued to the Member not later than the 30" business
day after the date the invoice is sent to the Member.

INSPECTION RULES GENERALLY

a. A Member may not submit more than one (1) written request for inspection and/or copying
in a thirty (30) day period.

b. All inspections shall take place at the Association’s management office or at such other
location as the Association designates.

£ The Requesting Party shall not remove original records from the location where the
inspection is conducted.

d. The Requesting Party shall not alter the original records in any way during the inspection.
For example: The Requesting Party may not make any notations on the record, highlight
any part of the record, or separate the records as they are kept in the normal course of
business.

e. The Requesting Party may not make cellphone photos or other photos of the records during
the inspection.

f. Inspections shall be by appointment only at a mutually agreed upon time during the normal
business hours of the Association’s management office.

g. The Association may produce the records for inspection in hard copy, electronic, or other
format reasonably available to the Association Manager. The Association shall not be
required to produce records in a particular format requested by the Requesting Party unless
the Association Manager can reasonably accommodate such a request.

h. All individuals inspecting or requesting copies of records shall conduct themselves in a
businesslike manner and shall not interfere with the operation of the Association's or
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management company's office or the operation of any other office where the inspection or
copying is taking place.

At such inspection, the Requesting Party may identify such books and records for the
Association to copy and forward to the Requesting Party, which may be accomplished after
the date of the inspection depending upon the number and type of books and records for
which copies are requested. The Association is not obligated to provide the requested
copies at the time of inspection.

If the Requesting Party is currently a party to litigation or arbitration or is threatening
litigation involving the Association and/or the Association’s managing agent, any request
for inspection or copying of Association books and records will be forwarded to the
Association’s attorney for review and guidance.

COPYING RULES

If a Requesting Party wants a copy of any record, the Requesting Party must designate in
writing the specific record (or portion of a record) desired.

During an inspection, the Requesting Party may designate a record for copying by use of a
tab, clip, or post-it note upon the page(s) desired.

Copies will be available within five (5) business days after receipt of the request, unless
the voluminous nature or condition of the records make this time frame impractical. In such
cases, the copies will be made available as soon as practical.

The Association may produce the records in hard copy, electronic, or other format
reasonably available to the Association Manager. The Association shall not be required to
produce records in a particular format requested by the Member unless the Association
Manager can reasonably accommodate such a request.

COSTS FOR COMPILATION, INSPECTION, AND COPYING

a.

The Association may charge the requesting Member for the costs associated with
compiling, producing, and copying/reproducing records. Exhibit “C” attached to this
Policy provides a summary of such costs.

Upon receipt of a request to inspect and/or copy documents, the Association may require
the Member to pay the estimated costs associated with production and copying in advance.
If the estimated cost of compilation, production, and copying is different from the actual
cost, the Association shall submit a final invoice to the Member on or before the 30t
business day after the Association has produced and/or delivered the requested
information. If the actual cost is greater than the estimated amount, the Member must pay
the difference to the Association within thirty (30) business days after the date the invoice
is sent to the owner, or the Association will add such additional charges as an assessment
against the Member’s Unit. If the actual cost is less than the estimated amount, the
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Association shall issue a refund to the owner within thirty (30) business days after the date
the invoice is sent to the owner.

MANNER OF INSPECTION OR COPYING

a. Members shall not exercise their inspection or copying rights in order to harass any other
Member or resident or to harass the Association Manager, Officers, or Directors.

b. All persons inspecting or requesting copies of records shall conduct themselves in a
business-like manner and shall not interfere with the operation of the office or such other
location where the inspection or copying is taking place. The Association office, or place
of inspection or copying, may assign one (1) staff person to assist in and/or monitor the
inspection. All requests for further assistance and copying during an inspection shall be
directed only to that staff person.

G The inspection is not to be conducted as an opportunity for the Member to question or
interrogate the Manager concerning the subject of the records being inspected.

d. The Association may maintain a log detailing:

(1) the date the written request was received;

(i)  the name of the requesting party;

(iii)  a list of the requested records;

(iv)  the date the Association notified the Member that the records were available;

(V) the date the records were made available;

(vi)  the date of actual inspection and copying; and

(vii) the signature of the Requesting Party acknowledging receipt of, or access to, the
records requested

ENFORCEMENT OF INSPECTION AND COPYING RULES

a. Any violation of this Policy by a Member (or Member’s authorized representative) shall
cause the immediate suspension of that Member’s right to inspect or copy books and
records until further notice by the Board of Directors.

b. The Association will not honor any requests for inspection or copying which do not comply
with this Policy. Within ten (10) business days of receiving a noncompliant request, the
Association shall send a written notice to the person who made the request indicating the
nature of any noncompliance. An Association representative who receives an oral request
for inspection or copying shall refer the person making the request to this Policy, and the
Association will have no further obligation to respond until it receives a written request as
specified by this Policy.

G The Board of Directors shall have the discretion to confer with the Association’s attorney
regarding the response to a request.
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d. The Board of Directors may take any available legal action to enforce these rules, including
the levying of fines.

RETENTION OF ASSOCIATION BOOKS AND RECORDS

The Association, acting by and through the Board of Directors in cooperation with the Association

Manager, shall keep the following records for no less than the minimum times periods stated
below.

PERMANENTLY: The Association’s Articles of Incorporation or Certificate of Formation, the
By-Laws, the Condominium Declaration, and any and all other governing documents, guidelines,
rules, regulations and policies and all amendments thereto as recorded in the Real Property Records
of Dallas County and that are effective against any Owner and/or Member of the Association.
“Permanent” means records which are not to be destroyed.

FOUR (4) YEARS: Copies of the final, executed contracts with a term of one (1) year or more
entered into by the Association with a third party, and any related correspondence, including any
proposal that resulted in the contract and all other supporting documentations. The four (4) year
retention period begins upon expiration of the contract term.

FIVE (5) YEARS: Account records of each Owner, which include debit and credit entries
associated with amounts due and payable by the Owner to the Association. and written or
electronic records related to the Owner and produced by the Association in the ordinary course of
business. Violation records concerning Owners. Records of fines assessed against Owners,

SEVEN (7) YEARS: Financial books and records produced in the ordinary course of business,
tax returns and audits of the Association. Copies of all bills paid by the Association or to be paid,
The Association’s checkbooks and check registers. Minutes of all meetings of the Board of
Directors, of the Association Members, and of any committees.

The Association shall not be deemed to be in violation of the foregoing records retention Policy to
the extent any of the foregoing books and records were not retained in years prior to the adoption
of this Policy or were inadvertently destroyed prior to the adoption of this Policy.

Except for contracts with a term of one (1) year or more, a retention period starts on the last day
of the year in which the record is created and ends on the last day of the year of the retention
period. For example, if a record is created on June 14, 2012, and the retention period is five (5)
years, the retention period begins on December 31, 2012 and ends on December 31, 2017. If the
retention period for a record has elapsed and the record will be destroyed, the record should be
shredded or otherwise safely and completely destroyed. Electronic files should be destroyed to
ensure that data cannot be reconstructed from the storage mechanism on which the record resides.

This policy for the retention of documents applies to all physical records generated in the course
of the Association’s operation, including both original documents and reproductions. It also
applies to electronic copies of documents. Any electronic files that fall under the scope of one of
the document types listed above will be maintained for the appropriate amount of time. Documents
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that are not listed, but are substantially similar to those listed, should be retained for a similar
length of time.

Should the Association retain the services of a new management company, it shall be the
responsibility of the Board of Directors to ensure that all books and records of the Association, to
include electronic records, that are in the possession of the outgoing management company are
transferred to the new management company.

In the event the Association is served with any subpoena or request for documents or the
Association becomes aware of a governmental investigation or audit concerning the Association
or the commencement of any litigation against or concerning the Association, all documents
relating or pertaining to such investigation, claim or litigation shall be retained indefinitely, and
any further disposal of documents shall be suspended and shall not be reinstated until conclusion
of the investigation or lawsuit, or until such time as the Board of Directors, with the advice of the
Association’s attorney, determines otherwise.

The Board is authorized to make modifications to the Records Retention Schedule from time to
time to ensure that it is in compliance with local, state, and federal laws and that the schedule
includes the appropriate document and record categories for the Association.

DEFINITIONS

For the purposes of this Policy, “business day” means a day other than Saturday, Sunday, or a state
or federal holiday. The definitions contained in the Association’s Declaration and By-Laws are
incorporated into this Policy by reference.

OTHER

This Policy replaces and supersedes any previous policy or rule adopted by the Association for the
inspection, copying, and/or retention of the Association’s books and records. This Policy is
effective upon adoption and is to remain in force and effect until revoked, modified or amended.

In the event of any conflict between Sections 82.114 and 82.1141 of the Texas Uniform
Condominium Act and any restrictions contained in any dedicatory instrument of the Association,
the Texas Uniform Condominium Act and this Policy shall control.

This is to certify that the foregoing policy was adopted by the Board of Directors
at a meeting of same conducted January 23, 2025 to be effective upon adoption and
has not been modified, rescinded or revoked.

W
Date: <9 A ,2,( Secretary: ¢M) W‘.}

(signature)

[EXHIBITS ARE ATTACHED]
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EXHIBIT “A”

By way of example, and not limitation, the “books and records™ of the Association include the
following:

Association governing documents (dedicatory instruments) as recorded in the Real
Property Records of Dallas County (e.g. Condominium Declaration, By-Laws, Rules)
plans and specifications used to construct the condominium (if the Association has copies)
Association Management Certificate as recorded in the Real Property Records of Dallas
County

financial records, to include records of receipts and expenditures

annual audit of the financial records

annual budget

name and mailing address of each Unit Owner

list of Members eligible to vote at a meeting of the Association Members

name and mailing address of each member of the Board of Directors

name and mailing address of each member of a Committee of the Association
correspondence, voting records, and proxies related to amendments to the declaration
notices of meetings of the Association Members

minutes of meetings of the Association Members

sign-in sheets/rosters for meetings of the Association Members

final summary/tabulation of voting results of votes cast by Members

voting records, proxies, and correspondence relating to amendments to the Condominium
Declaration

voting ballots and proxies (but only the requesting Member’s own voting ballots and
proxies are subject to inspection and copying)

minutes of meetings of the Board of Directors (open, general session meeting)

notices of meetings of the Board of Directors

resolutions adopted by the Board of Directors

contracts executed by the Association

video recorded by Association surveillance cameras (if any) [see note below]

policies of insurance obtained by the Association

the requesting Member’s own personal account with the Association

the requesting Member’s own personal voting ballot(s)

the requesting Member’s own personal violation history and enforcement action history

See also Exhibit “B” attached to this Policy regarding books and records that may be withheld
from inspection and copying.

[nspection of video recorded by the Association’s surveillance cameras (if any) may also be
governed by the Association’s policy or procedures for access to, and use of, the recordings.
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EXHIBIT “B”

By way of example, and not limitation, the following are “books and records™ of the Association
that are NOT subject to inspection or copying except as may be authorized by the Board of
Directors after consultation with the Association’s attorney:

the telephone number and email address of the Members of the Association

the voting ballots and directed proxies of other Members of the Association

other Members’ accounts with the Association and their personal financial information

the violation history and enforcement action related to individual Members or residents

any matter requested in writing by a Member or resident to be deemed confidential

e records that would constitute an unwarranted invasion of privacy, to include an
unwarranted invasion of the privacy of a Member or resident

¢ confidential and/or privileged information under the attorney-client privilege, to include
legal opinions provided to the Board of Directors by the Association’s attorney

e records related to pending or threatened litigation

pending contract negotiations

records involving the employment, promotion, discipline or dismissal of an employee

minutes of the closed, executive session of a meeting of the Board of Directors

Resale Certificates issued by the Association for other Owner’s Units

another Unit Owner’s lease with a tenant

A Member may inspect his/her own account with the Association, voting ballot, violation history,
and enforcement action history.
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EXHIBIT “C”

Costs for complying with a Member’s request to inspect and/or copy Association records are set
forth below.

Copying charges

Standard paper copy: The charge for standard paper copies reproduced by means of an office
machine copier or a computer printer is $0.10 per page or part of a page. Each side that contains
recorded information is considered a page.

Nonstandard copy: The charges in this subsection are to cover the materials onto which
information is copied and do not reflect any additional charges, including labor, that may be
associated with a particular request. The charges for nonstandard copies are:

Diskette--$ 1.00

Magnetic tape--actual cost

Data cartridge--actual cost

Tape cartridge--actual cost

Rewritable CD (CD-RW)--$ 1.00

Non-rewritable CD (CD-R)--$ 1.00

Digital video disc (DVD)--$ 3.00

JAZ drive--actual cost

Other electronic media--actual cost

VHS video cassette--$ 2.50

Audio cassette--$ 1.00

Oversize paper copy (e.g.: 11 inches by 17 inches, greenbar, bluebar, not including maps
and photographs using specialty paper)--$0.50

Specialty paper (e.g.: Mylar, blueprint, blueline, map, photographic)--actual cost

Labor charges
Charges for locating, compiling, manipulating data, and reproducing information are:

The charge for labor costs incurred in processing a request for information is $15.00 an hour. The
labor charge includes the actual time to locate, compile, manipulate data, and reproduce the
requested information.

When confidential information is mixed with non-confidential information in the same page, a
labor charge may be recovered for time spent to redact, blackout, or otherwise obscure confidential
information in order to release the information. A labor charge shall not be made for redacting
confidential information for requests of fifty (50) or fewer pages.

[f the charge for providing a copy of information includes costs of labor. the requesting Member
may require that the Association provide a written statement as to the amount of time that was
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required to produce and provide the copy, signed by an officer of the Association. A charge may
not be imposed for providing the written statement to the requestor.

Overhead charge

Whenever any labor charge is applicable to a request, the Association may include in the charges
direct and indirect costs, in addition to the specific labor charge. This overhead charge would cover
such costs as depreciation of capital assets, rent, maintenance and repair, utilities, and
administrative overhead. If the Association chooses to recover such costs, a charge shall be made
in accordance with the methodology described below. Although an exact calculation of costs will
vary, the use of a standard charge will avoid complication in calculating such costs and will provide
uniformity for charges.

An overhead charge shall not be made for requests for copies of fifty (50) or fewer pages of
standard paper records.

The overhead charge shall be computed at twenty percent (20%) of the charge made to cover any
labor costs associated with a particular request (example: if one hour of labor is used for a
particular request, the formula would be as follows: Labor charge for locating, compiling, and
reproducing, $15.00 x .20 = § 3.00).

Postal and shipping charges

The Association may add any related postal or shipping expenses which are necessary to transmit
the reproduced information to the requesting Member.
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