Windrush Creek Property Owners Association

RECORDS REQUEST POLICY

1. Purpose and Intent

The Association's goal and intent are to allow inspection of most Association documents. However,
given some documents' personal and legal nature, the Association must place reasonable restrictions
on the inspection process.

To protect the Association and personal confidences where necessary, the Association requires that
the owner provides the reason for each record requested and the intended purpose of the request.
This Rule establishes reasonable standards for type of documents, times, locations, and fees as
expressly permitted by ORC 5312.07.

2. How to Submit a Request
An owner desiring to inspect or receive copies of any Association books of account, meeting minutes,
membership roster, or other Association documents must complete the POA Records Request Form.
Submit on our website, www.windrushcreek.us or by US mail to the Association address on file.
Include:

« Owner name, property address, phone and email

o Specific record requested with exact dates or address

 Reason for each record requested

e Intended purpose of the request
The reason and purpose are required to determine redactions for privileged, personal, or legally
protected information. They will not be used to deny a legitimate request.

3. One Item, Type, or Topic Per Request
To keep responses timely and accurate, each written records request may cover only one of the
following:

e asingle specific document, example: "May 2025 Board meeting minutes", or

e asingle type of item, for example: "2024 monthly bank statements"

Do not combine multiple unrelated items in one email or form. If you need minutes and invoices and
landscaping contracts, submit three separate requests. The Trustees will process them in the order
received.

Windrush Creek Records Request Policy Approved by Board Members 2026-07-16



Why separating requests matters: it prevents delays, avoids confusion about fees, and ensures each
response can be tracked to the correct statutory category.

If you list multiple items in one email, each distinct item will be treated as a separate request and will
count separately toward the monthly limit.

4. The 4-ltems-Per-Month Standard

Each household owner may submit up to four (4) requests for record items per calendar month.
« Definition of item: one specific document, one document type for a defined period, or one
narrowly defined topic.
o Examples of one item: "May 2025 Board minutes" / "2024 year-end bank statements" / "all
architectural applications for 1234 Creekview Dr in 2025"
« If you need more than one thing, each counts separately toward the four. Four items could be
four separate forms or emails, or one email that clearly lists four distinct items.
Requests beyond four in a month will be held and processed starting the first business day of the next
month, unless the Board approves an exception for urgent Association business such as a sale
closing, insurance claim, or litigation deadline. Note "URGENT - Request for Board Exception" in the
subject line.
Unused requests do not roll over.

5. How to Count

o Request 1: minutes from a single meeting = 1 item

« Request 2: invoices for snow removal, Nov 2024 through Feb 2025 = 1 item, same type, same

date range

¢ Request 3: copy of the current landscaping contract = 1 item

e« Request 4: 2025 budget vs actual report = 1 item
A fifth request that month, for example insurance declarations, would be queued for the next calendar
month.

6. Response Time

The Association will make records available within a reasonable time, but no more than 20 business
days after the Association receives the complete written request.

The Board may extend this time frame if the records requested are so voluminous or otherwise in
such condition as to render this time frame unreasonable. The Association will notify the owner in
writing of the reason for extension and the anticipated completion date.
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7. Charges for Copies and Inspection

Service Charge
Draft or approved minutes of Association annual meetings, upon written request No charge
Hard copy versions, including copying, scanning or printing regular or legal sized records  $0.25 per page
Records sent via regular mail $0.73 per page
Investigation time The first 15 minutes are free. After
that, a fee of $20 per hour will be
assessed.

All inspection, copying, and mailing charges will be assessed to the homeowner's account or paid in
advance, as the Board decides. All fees acquired will become a part of the Windrush Creek POA
account.

8. What Will Be Provided and Redacted

Available for inspection per ORC 5312.06 and 5312.07: governing documents, Board and annual
meeting minutes, financial books and records, budgets, insurance policies, contracts, and
membership lists.

The Association will redact or withhold attorney-client communications, pending litigation, personnel
matters, enforcement actions against other owners, personal identifiers prohibited by law, and
records more than five years old unless the Board approves.

9. Inspection Procedure
Inspection is by appointment at a location designated by the Board. Originals may not be removed,
marked, or altered. Electronic PDFs are preferred when available.

Adopted by the Board of Trustees, Effective: 07/ 16 /2026
Authority: Declaration, Bylaws, and Ohio Revised Code Section 5312.07
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