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RECORD RETENTION, INSPECTION, AND PRODUCTION POLICY 

ADOPTED -  July 11, 2017 

Purpose: To establish efficient and consistent policy and procedure with respect to Crested Butte 
South Property Owners’ Association, Inc. (Association) record retention, inspection and production 
requirements pursuant to C.R.S. Section 38-33.3-317 (2015). This policy supersedes and replaces in 
entirety the previous policy entitled policy and procedure on record retention, inspection, and 
production.  

1. Mandatory Production. The Association shall retain the following records for production to owners of 
Crested Butte South, with respect to the Association.  
 

a. Current Covenants and Restrictions, including Amendments and Resolutions; 
b. Current Bylaws; 
c. Articles of Incorporation; 
d. Responsible Governance Policies and other policies adopted by the Board of Directors; 
e. Rules and Regulations; 
f. Special Area Regulations; 
g. Design Guidelines; 
h. Construction Rules and Regulations; 
i. Current Noise Guidelines; 
j. Financial Statements for the past three (3) years showing the Association’s assets and 
liabilities and the results of its operations, and tax returns for past seven (7) years to the extent 
available; 
k. Financial records sufficiently detailed to enable the Association to comply with C.R.S. 
Section 38-33.3-316(8) concerning statements of unpaid assessments; 
l. The current operating budget for the most recent fiscal year; 
m. Detailed records and receipts and expenditures affecting the operation and administration 
of the Association; 
n. Most recent reserve study, if any; 
o. A  list of all insurance policies, including the company name, policy limits and deductibles, 
additional named insureds, and expiration date of the policies listed; 
p. Most recent annual report filed with the Colorado Secretary of State; 
q. The names of all owners in a form that permits preparation of a list of the name of all 
owners, physical addresses at which the Association communicates with the owners, and 
number of votes each owner is entitled to cast; 
r. A list of the names, email addresses and mailing addresses of each current Board member; 
s. Minutes of all meeting of the owners and the Board, records of all actions taken by owners 
or the Board without a meeting, and records of any action taken by a committee of the Board 
without a meeting; 
t. Ballots or proxies and other records relating to voting by owners for one year after the 
election, action or vote to which they relate; 
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u. Written communications among, and the votes cast by, Board members that are directly 
related to an action taken by the Board without a meeting pursuant to the Association’s Bylaws; 
v. All written communications to owners within the last three (3) years; 
w. Resolutions adopted by the Board related to the characteristics, qualifications, rights and 

limitations or obligations of members;   
x. Records of Board or committee actions to approve or deny any requests for design or 

architectural approval from owners; 
y. Records of claims for construction defect actions and amounts received pursuant to   

settlement thereof;  and 
z. Written contracts to which the Association is a party and contracts for work performed for the 

Association within the immediately preceding two (2) years. 
 

2. No Production. The Association shall withhold from inspection and production the following: 
a. Architectural drawings, plans and designs, unless released upon the written consent of the 

legal owner of the drawings, plans, or designs; 
b. Contracts, leases, bids, or records related to transactions to purchase or provide goods or 

services that are currently in or under negotiation; 
c. Communications with legal counsel that are otherwise protected by the attorney-client 

privilege or the attorney “work product” doctrine;  
d. Disclosures of information in violation of law; 
e. Records of an Executive Session of the Board; or 
f. Individual lots or units other than those of the requesting owner; 
g. Personnel, salary, or medical records relating to specific individuals; or 
h. Personal identification and account information of the owners, including bank account 

information, telephone numbers, electronic email addresses, driver’s licenses numbers, 
and social security numbers; except that an owner may provide the Association with prior 
written consent to the disclosure of, and the Association may publish to other owners, the 
person’s telephone number, electronic mail address, or both. The written consent must be 
kept as a record of the Association and remains valid until the person withdraws it by 
providing the Association with a written notice of withdrawal of the consent.  If a person 
withdraws his or her consent, the Association is under no obligation to change, retrieve, or 
destroy any document or record published prior to the notice of withdrawal. 

i. Accounts receivable reports listing owners in arrears on dues and assessments. 
 

3. Procedure for Inspection and Production.  If the requested records are not on the Association website, 
an owner or the owner’s agent must make a written request for the records sought for inspection and 
production and must describe such records with specificity.  The Association shall not condition the 
inspection and production of the requested records upon the statement of a proper purpose. The owner 
or his or her authorized agent may inspect and copy requested Association records within fifteen (15) 
days after such written request is made or at the next regularly scheduled if one is held within thirty (30) 
days of the request.   Such inspection and production shall occur during normal business hours (9:00 
a.m. to 5:00 p.m.) at the Association offices. An owner or owner’s agent shall not remove the records 
from the Association’s offices for inspection or production. The Association may request written 
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evidence from an owner with respect to the authority given to his or her agent to inspect the requested 
records.  Such records may be delivered by electronic or other means. The Association is not obligated 
to compile or synthesize the records sought.  At the discretion of the Board, records shall be inspected 
only in the presence of a Board member or authorized and designated agent of the Association. 
 

4. Use of Association Records.  No owner may use Association records, or information contained within 
those records, for commercial purposes.  
 

5. Membership List. A membership list or any part thereof shall not be obtained or used by any person for 
any purpose unrelated to an owner’s interest as an owner or Association business.  A membership list 
or any part thereof shall not be used to solicit money or property, unless such money and property will 
be used solely to solicit the votes of the owners in an election to be held by the Association, sold to or 
purchased by any person, used for commercial purposes, used for any purpose unrelated to the 
owner’s interest as an owner, or used for any other purpose prohibited by law.  An owner requesting 
such records shall be required to sign an acknowledgement and agreement to abide by this policy with 
respect to this paragraph 5. 
 

6. Reasonable Charge. The Association shall impose a reasonable charge for the disclosure and 
production of requested documents. The charge shall cover the costs of labor and materials for 
retrieving and assembling the documents and for copies of such documents.  The owner shall pay the 
charges prior to inspecting and receiving the copies. 
 

7. Centralized Location. The Association shall maintain the documents set forth in Paragraph 1 in a 
centralized location. 
 

8. Remedies. The Association may pursue any owner for damages or injunctive relief or both including 
reasonable attorney fees and costs, for abuse of inspection and production, including any use in 
violation of paragraph 5 above. 
 

9. Governing Authority. C.R.S. § 38-33.3-317, as it may be amended from time to time, is the governing 
authority for records inspection and production for the Association. 
 

10. Amendments. Amendments to this policy shall be in writing and adopted by the Board of Directors.  
 
ADOPTED AND APPROVED BY THE BOARD OF DIRECTORS  OF CRESTED BUTTE SOUTH 
PROPERTY OWNERS’ ASSOCIATION, INC., THIS 11th  DAY OF June 2017. 
 
_____________________________________, President 

 

 

 


