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Galena Lofts Condominium Owners Association, Inc. 

 

Examination of Records Policy 
 

 In compliance with the Colorado Common Interest Ownership Act, Galena Lofts 

Condominium Owners Association, Inc. (the “Association”), through its Board of Directors (the 

“Board), desires to adopt a uniform and systematic policy and procedures to address 

examination, inspection, and copying of the Association’s records. This policy is intended to 

comply with C.R.S. § 38-33.3-209.5(1)(b)(V).  

 

 The Association hereby adopts the following policy and procedures to address 

examination, inspection, and copying of the Association’s records. 

 

A. Records maintenance and production: In addition to any records specifically required by 

the Association’s Declaration, Bylaws, Rules, Regulations, Policies, Procedures, or applicable 

law (“Governing Documents”), the Association shall maintain the following records: 

 

1. Records the Association is required to disclose within 90 days after the end of the fiscal 

year as required by CCIOA; 

 

2. Detailed records of receipts and expenditures affecting the operation and administration 

of the Association; 

 

3. Record of claims for construction defects and amounts received pursuant to settlement of 

those claims; 

 

4. Minutes of all meetings of members and the Board of Directors, a record of all actions 

taken by the Owners and the Board of Directors without a meeting, and a record of all 

actions taken by any committee of the Board of Directors; 

 

5. Written communications among, and votes cast by, members of the Board that are: 

 

a. Directly related to an action taken by the Board without a meeting pursuant to the 

Colorado Revised Nonprofit Corporation Act; or 

 

b. Directly related to an action taken by the Board without a meeting pursuant to the 

Association’s Governing Documents; 

 

6. A list of the names of all owners and physical addresses at which the Association 

communicates with them, showing the number of votes each owner is entitled to vote; 

 

7. The Association’s current declaration, covenants, bylaws, articles of incorporation, rules 

and regulations, responsible governance policies, and other policies adopted by the 

Board; 
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8. Financial statements for the past three years, and tax returns of the Association for the 

past seven years; 

 

9. A list of the names, email addresses, and physical mailing addresses of the current Board 

Members and Officers; 

 

10. The most recent annual report, if any, delivered to the Secretary of State; 

 

11. Financial records sufficiently detailed to enable the Association to provide an owner with 

a written statement stating the amount of unpaid assessments currently levied against the 

Owner’s unit; 

 

12. The Association’s most current reserve study, if any; 

 

13. Current written contracts to which the Association is a party and contracts for work 

performed within the past two years; 

 

14. Records of Board or Committee actions to approve or deny any requests for design or 

architectural approval from Owners; 

 

15. Ballots, proxies, or other records related to voting by owners for one year after the 

election, action, or vote; 

 

16. Resolutions adopted by the Board relating to the characteristics, qualifications, 

limitations, and obligations of Owners; 

 

17. All written communications within the past three years sent to all Owners. 

 

B. Records which may be withheld from production. The following records may be withheld 

from production at the discretion of the Board:  

 

1. Architectural drawings, plans, and designs, unless released upon the written consent of 

the legal owners of the drawings, plans, or designs; 

 

2. Contracts, leases, bids, or records related to transactions to purchase or provide goods or 

services that are currently in or under negotiations; 

 

3. Communications with legal counsel that are otherwise protected by attorney-client 

privilege or the attorney work product doctrine; 

 

4. Disclosure of information in violation of law; 

 

5. Records of an executive session of a Board meeting; 

 

6. Records relating to or concerning individual Units other than those of the requesting 

owner. 
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C. Records which will be withheld from production. The following records will always be 

withheld from production: 

  

1. Personnel, salary, or medical records relating to specific individuals; or 

 

2. Personal identification and account information of members, including bank account 

information, telephone numbers, email address, driver’s license numbers, and social 

security numbers. 

 

D.  Procedures for requesting Association records: These procedures outline how an Owner 

may request records from the Association: 

 

1. A written Request for Records must be submitted at least 10 days prior to the inspection 

or production of the records.  Inspection and copying of the records will be scheduled 

only during normal business hours. 

 

2. A reasonable fee, collected in advance, will be charged for the labor and materials 

involved in producing and/or reproducing the records. 

 

3. All of the records which must be produced to owners will be available for examination 

and copying by an owner will be made available to the owner’s authorized agent who has 

a signed and dated authorization that specifies the information the agent is authorized to 

request on the owner’s behalf.  

 

E.  Deviations.  The Board may deviate from the procedures set forth in this policy if, in its 

sole discretion, such deviation is reasonable under the circumstances. 

 

F.  Supplement to Law. The provisions of this Resolution shall be in addition to and in 

supplement of the terms and provisions of the Declaration and the law and the State of Colorado 

governing the Association.  

 

G.  Replacement.  This policy supersedes and replaces prior policies adopted by the Board 

dealing with the subject matter herein. 

 

H. Definitions.  Unless otherwise defined in this Policy, capitalized terms shall have the 

same meaning ascribed by the Declaration.  

 

I. Amendment. This policy and procedure may be amended at any time by the Board, 

pursuant to its policies and procedures. 

 

 
 

 

This policy is effective immediately. 
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The undersigned, being the President of the Association certifies that the foregoing resolution 

was adopted by the Board at a duly called and noticed meeting of the Board of Directors held on 

this _____day of ____________________, in the year ________ and in witness thereof, the 

undersigned has subscribed his/her name. 

 

 

__________________________ 

President  

Galena Lofts Condominium Owners Association, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Joshua Landis 09/09/2022
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Galena Lofts Condominium Owners Association, Inc. 

 

Request for Examination, Inspection, and/or Copying of Association Records 
 

 Pursuant to the Association’s policy and procedure for Examination, Inspection, and/or 

Copying of Association Records, I hereby request that the Association provide access to the 

records of the Association as identified below. I understand that upon receipt of this request, the 

Association will set up an appointment with me to review/receive during regular business hours.  

 

Owner Name: ____________________________________________ Date: _______________ 

 

Physical Address: _________________________________________________________ 

 

Phone: ________________________   Email: ________________________________________ 

 

The records that I wish to review are:  

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

I acknowledge and accept the Association’s records inspection policy. I acknowledge and accept 

that the records of the Association which I have requested will be made available to me only at 

such time and place as the Association’s policy provides and that there may be a cost associated 

with providing copies of these documents for me. I agree to pay any costs associated with 

copying these documents. 

 

In the event that the records provided to me by the Association are used for any commercial 

purposes, I will be responsible for any and all damages, penalties and costs incurred by the 

Association, including attorney’s fees, and I shall be subject to all enforcement procedures 

available to the Association through its governing documents and/or Colorado law. 

 

 

Owner’s Signature ________________________________________ Date: _____________ 




