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N RESOLUTION OF THE BOARD OF DIRECTORS
‘ - OF PARKWOOD MAINTENANCE ASSOCIATION, INC.
REGARDING RECORDS PRODUCTION, COPYING AND RETENTION

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

COUNTY OF BEXAR §

Pursuant to Section 209.005(i), Texas Property Code, and Section 209.005(m), Texas
Property Code, Parkwood Maintenance Association, Inc., acting through its Board of Directors,
has adopted the following records production, copying and retention policy to prescribe the costs
the Association will charge for the compilation, production and reproduction of information
requested under Section 209.005, Texas Property Code, and to comply with ‘its obligation to
adopt a records tetention plan, to-wit:

I. Records Copying and Inspection

Concerning the charges that the Association will assess for copying and inspecting
records of the Association, the Board of Directors has made the following decisions:

(a) Copy charge.

(1) Standard paper copy. The charge for standard paper copies reproduced by means of
an office machine copier or a computer printer is $.10 per page or part of a page. Each side that
has recorded information is considered a page.

(2) 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:

(A) Diskette--$1.00;

(B) Magnetic tape--actual cost
(C) Data cartridge--actual cost;
(D) Tape cartridge--actual cost;
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(G) Digital video disc (DVD)--$3.00; T2-15172-476-

(H) JAZ drive--actual cost;

(I) Other electronic media--actual cost;

(J) VHS video cassette--$2.50;

(K) Audio cassette--$1.00;

(L) Oversize paper copy (e.g.: 11 inches by 17 inches, greenbar, blucbar, not
including maps and photographs using specialty paper)--$.50;

(M) Specialty paper (e.g.: Mylar, blueprint, blueline, map, photographic--actual
cost.
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(b) Labor charge for locating, compiling, manipulating data, and reproducing
information.

(1) The charge for labor costs incurred in processing a request for information is $15 an
hour. The labor charge includes the actual time to locate, compile, manipulate data, and
reproduce the requested information.

(2) A labor charge shall not be billed in connection with complying with requests that are
for 50 or fewer pages of paper records, unless the documents to be copied are located in:

(A) Two or more separate buildings that are not physically connected with each
other; or
(B) A remote storage facility.

(3) A labor charge shall not be recovered for any time spent by an attorney, legal
assistant, or any other person who reviews the requested information to determine whether the
Association will raise any exceptions to disclosure of the requested information.

(4) 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 non-confidential information. A labor
charge shall not be made for redacting confidential information for requests of 50 or fewer pages,
unless the request the documents to be copied are located in:

(A) Two or more separate buildings that are not physically connected with each
other; or
{B) A remote storage facility.

(5) For purposes of paragraph (2}(A) of this subsection, two buildings connected by a
covered or open sidewalk, an elevated or underground passageway, or a similar facility, are not
considered to be separate buildings.

(¢) Overhead charge.

(1) 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 in paragraph (3) of this subsection.

(2) An overhead charge shall not be made for requests for copies of 50 or fewer pages of
standard paper records unless the request also qualifies for a labor charge.

(3) The overhead charge shall be computed at 20% of the charge made to cover any labor
costs associated with a particular request. For 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.

(d) Remote document retrieval charge.
To the extent that the retrieval of documents results in a charge to comply with a request,
it is permissible to recover costs of such services for requests that qualify for labor charges.

(e) Miscellaneous supplies.
The actual cost of miscellaneous supplies, such as labels, boxes, and other supplies used
to produce the requested information, may be added to the total charge for information.
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. (f) 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 party.

I1. Records Retention

Concerning the length of time for which records of the Association will be retained, the
Board has made the following decisions:

(a) the certificate of formation (formerly known as articles of incorporation), bylaws,
restrictive covenants, and all amendments to the certificate of formation, bylaws, and covenants
shall be retained permanently;

(b) financial books and records shall be retained for seven years;

(¢) account records of current owners shall be retained for five years;

(d) contracts with a term of one year or more shall be retained for four years afier the
expiration of the contract term;

(¢) minutes of meetings of the owners and the board shall be retained for seven years;
and, ‘
(f) tax returns and audit records shall be retained for seven years.

By their signatures below the Vice President and Secretary of the Association certify that
the foregoing was approved by the Board of Directors of the Association at a duly-called
meeting of the Board of Directors at which a quorum of Directors was present, or by signed,
unanimous written consent in lieu of a meeting.

Thus executed this 5™ day of October, 2011.

PARKWOOD MAINTENANCE ASSOCIATION,

" David Pickert, Its Secretary
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STATE OF TEXAS §
§
COUNTY OF BEXAR §

1 hereby certify that the foregoing instrument was acknowledged before me, the
undersigned Notary, by Gerald Nowotny, Vice President, Parkwood Maintenance Association,

Inc., on the date of execution set forth above.

Notary Public, State of Texas

s

AT KARIK.COOK

STATE OF TEXAS § ) Notary Public, State of Texas
Gomrmission Expires
3 4%/ September 17,2015
COUNTY OF BEXAR § ot 1% -

I hereby certify that the foregoing instrument was acknowledged before me, the
undersigned Notary, by David Pickert, Secretary, Parkwood Maintenance Association, Inc., on

the date of execution set forth above.
Lo
Voooe N Cod\

Notary Public, State of Texas
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