
 

1 
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DBA SEMIAHMMOO RESIDENTS ASSOCIATION 
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Policy Title: SRA Records Policy and Procedure    
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Date:  11/19/20 
 

Policy 

Purpose: The purpose of this policy is to strike a balance between providing timely assistance to 
Requestors for documents that are subject to examination under the Records Review Statutes (RCW 
64.38.045 & RCW 24.03.0135) while allowing SRA to manage requests in such a way as to avoid 
interference with essential Association functions for the benefit of all members. 

Description: The historical files of the SRA as of the date of this policy have not been efficiently stored 
and organized. While the Association supports members and volunteers needs for information requests, 
to prevent loss or misplacement of historical documentation, members and volunteers are required to 
follow the detailed records request policy/procedure outlined below 

Policy/Procedure: 

Semiahmoo Residents Association (SRA) is required by RCW 64.38.045 (Homeowners Association 
Act) and RCW 24.03.135 (Nonprofit Corporation Act) [the foregoing statutes shall be collectively 
referred to as the “Records Review Statutes”] to make “Records” available for examination by 
owners, mortgage holders and their agents (“Requestors”). 

This policy establishes the procedures SRA will follow to comply with the Records Review 
Statutes. 

The Records Review Statutes do not obligate SRA to respond to questions, do research, or to give 
information that is not the subject of a Record. 

Except where these guidelines are mandated by statute, the guidelines in this policy are 
discretionary and advisory only and shall not impose any affirmative duty on SRA. SRA reserves 
the right to apply and interpret this policy as it sees fit, and to revise or change the policy at any 
time. 

Failure to comply with any provision of these rules shall not result in any liability imposed upon SRA. 

DEFINITIONS 

1. “Record” means an identifiable Record of SRA which SRA must make available for examination 
pursuant to either of the Records Review Statutes. Not every document or writing prepared, 
retained or used by SRA or its staff is deemed to be a “Record” that must be disclosed pursuant to 
the Records Review Statutes. The term “Record” is interpreted to mean official documents of legal 
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significance prepared or received by SRA. As such, internal correspondence and e-mails, drafts of 
agreements, internal memoranda, correspondence with third parties, etc. are not deemed to 
constitute “Records” under the Records Review Statutes. 

2. “Exempt Record” includes all SRA Records that are specifically exempted or prohibited from 
disclosure by state or federal law. 

3. “Records Officer” means the Executive Director or designee. 

PROCEDURE 

1. How to Request Records: Any Requestor requesting access to Records or seeking 
assistance in making such a request must contact the Executive Director at: 

Executive Director 

Phone:   ___________________ 
Email:    
Hours: 8:00 am to 4:30 pm Monday through Friday 

2. Request Format: All requests to examine Records must be made in writing on  SRA’s 
Standard Records Request Form, a copy of which is attached as Attachment. 

2.1 Requests may be submitted in person, by mail,  or e-mail. Mail and, e-mail will be 
considered received on the date the form is stamped “received”, not on the date  sent. 

2.2 Requests should include the following information: 

 The Requestor’s name, mailing address, and contact phone number; 
 The date of the request; 
 The nature of the request, including a detailed description of the Record(s) 

adequate for SRA to be able to locate the Records; 
 Whether the Requestor desires copies of, or to inspect, the requested Records. 

 
3. Response to Requests: Ordinarily, requests will be processed in the order in which they are 
received. SRA will process requests in the most efficient manner as the Executive Director deems 
appropriate, in light of budgetary and staff constraints. The Executive Director may ask a Requestor 
to prioritize the Records he or she is requesting so that the most important Records may be 
provided first. 

3.1 Within ten (10) business days of receiving a request, SRA will either  
• (A) provide the Record;  
• (B) acknowledge that the request has been received and provide a reasonable 

time estimate it will need to respond to the request;  
• (C) deny the request; or  
• (D) request clarification from the Requestor. 

3.2 Additional time to respond may be based on the need to clarify the intent of the request, 
to locate and assemble the Records, and to review for confidential and/or exempt 
information. 
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3.3 If SRA receives a request for Records identified in terms of “any and all documents related 
to” or similar language and the Requestor is unable or unwilling to help narrow the scope of the 
documents being sought in order to expedite SRA’s response and/or reduce the volume of potentially 
responsive documents, the Executive Director is allowed to deny the request until such time as the 
Requestor can narrow the scope. SRA personnel shall not be obligated to interpret such a broad, 
general request in order to decipher which specific documents may be of interest to the Requestor, 
and the Records Review Statutes do not allow a Requestor to search through SRA’s files for Records 
which cannot be identified or described to SRA. 

3.4 SRA is not authorized to provide lists of individuals for commercial purposes. If any lists are 
requested, SRA may require the Requestor to verify that the list will not be used for a commercial 
purpose. 

3.5 If the Requestor fails to clarify an ambiguous request within 15 working days, SRA will treat 
the request as having been withdrawn. 

3.6 If a Record contains personal or confidential information that identifies an individual or 
organization other than the requestor, the Record will not be made available for examination or 
photocopying. 

3.7 If a responsive Record is posted on SRA’s website 
(www.semiahmooresortassociation.com), SRA may direct the Requestor to the online 
Record in lieu of providing a paper copy. 

4. No Duty to Create Records: This policy does not require SRA to answer written questions, 
summarize data or information, create new Records, or provide information in a format that is 
different from original Records; however, SRA may in its discretion, create such a new Record to 
fulfill the request where it may be easier for SRA to create a Record responsive to the request than to 
collect and make available voluminous Records that contain small pieces of information responsive 
to the request. 

5. No Duty to Provide Information: This policy applies solely to requests for records. It does not 
require SRA to answer questions, to conduct research, or to issue opinions or give advice. If the 
requester is not seeking specific records but merely has questions regarding SRA, the requester 
should contact the administration office during normal business. Requests for information, research, 
opinions, advice, or similar requests will not be responded to pursuant to this policy. 

6. No Duty to Supplement Responses: SRA is not obligated to hold current Records requests open to 
respond to requests for Records that may be created in the future. A new request must be made to 
obtain later-created Records. 

7. Fees: In accordance with RCW 64.38.045 SRA is entitled to collect a reasonable charge for copies 
and costs incurred by it in providing access to Records. SRA will therefore assess the following charges 
for responding to Records requests: 

 ____cents per page or the actual per page cost, whichever is greater. SRA reserves 
the right to have Records copied by a third-party copier service. 

 Staff time for searching for, collecting and compiling Records will be billed at the 
rate of __per hour, in one-tenth increments. This fee is intended to cover SRA’s 



 

4 
 

costs of those staff members or third parties engaged in providing Records 
responsive to the Records request. 

7.1 The Executive Director may require a deposit from any Requestor before initiating 
efforts to respond to a Records request. The deposit, if any, shall constitute the Executive Director’s 
estimate as to the costs to be incurred by SRA in responding to the request. If the Requestor does 
not tender the deposit within five (5) business days after being notified by the Executive Director, 
the request will be deemed satisfied. 

7.2 When Records are mailed to a Requestor, a charge for postage and the cost of the 
envelope or container used may be added. 

7.3 Fees may, in the Executive Director’s discretion, be waived due to the de minimis 
nature of the request, number of copies requested, or other circumstances. 

7.4 Pursuant to RCW 24.03.135, no fee shall be charged for inspection of the Articles of 
Incorporation or Bylaws, both of which are available for inspection on the SRA website. 

7.5 Any portion of a deposit not utilized shall be returned to the Requestor. 

8. Preservation of Records: No employee, director or Requestor may remove a Record from SRA’s 
property without the Executive Director’s written permission. No member may remove a Record 
from a viewing area, disassemble, or alter, fold, mark, deface, tear, damage or destroy any Record. 
Records maintained in a file jacket or binders, or in chronological order, may not be dismantled 
except for the purpose of copying, and then only by SRA staff. Copies of Records may be copied only 
on copying machines of SRA unless other arrangements are made by the Executive Director. No food 
or drink will be permitted during the inspection of Records. Access to file cabinets, shelves, vaults and 
other SRA storage areas is restricted to authorized SRA staff. 

9. Closing Abandoned or Unpaid Requests: If the Requestor withdraws the request, fails to fulfill his 
or her obligations to inspect the Records within thirty (30) days of notice that the Records are 
available for inspection, or fails to pay the deposit, SRA personnel will close the request. 

10. Records Exempt from Disclosure: SRA is not required to permit inspection and copying  of 
Records for which disclosure of the Record is prohibited, restricted or limited by state law or federal 
statute or regulation or by Civil Rules for Superior Court. Without limiting the generality of the 
foregoing, the following Records are deemed to be exempt from disclosure: 

 List of members for commercial purposes. See RCW 24.03.135. 
 Protected Health Information. See Uniform Health Care Information Act, RCW 70.02; 

Health Insurance Portability and Accountability Act of 1996 (“HIPAA”); Health 
Information Technology and Clinical Health Act (“HITECH Act”). 

 Attorney-client privileged documents, work-product documents, and any other 
documents not discoverable in the context of a controversy under the Civil Rules of 
pretrial discovery. CR 26(b); Washington State Dep't of Transp. v. Mendoza de 
Sugiyama, 182 Wn. App. 588, 597, 330 P.3d 209, 213 (2014). 

 Confidential information that would violate an individual’s right to privacy. See, e.g., 
RCW 42.56.230(3). 

 Unlisted telephone number of a member. RCW 64.38.045. 
10.1 SRA’s failure to identify an exemption above shall not affect the effectiveness of the 
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exemption. 

11. Loss of Right to Inspect: Inspection shall be denied and the Records withdrawn by the 
Executive Director if the Requestor, when reviewing the Records, acts in a manner which will 
damage or substantially disorganize the Records or interfere excessively with other essential 
functions of SRA. 

12. Disclaimer of Liability: Neither SRA nor any officer, employee, official or custodian shall be liable, 
or shall a cause of action exist, for any loss or damage based upon a release of Records if the person 
releasing the Records acted in good faith in attempting to comply with this policy. 

Despite the use of any mandatory terms such as “shall”, nothing in this policy is intended to 
impose mandatory duties on SRA beyond those imposed by state and federal law. 
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