
Records Retention Resolution 
 

SONORAN SQUARE CONDOMINIUM ASSOCIATION OF PHOENIX 

Action of the Board of Directors 

 

The undersigned, for Sonoran Square Condominium Association of Phoenix, an Arizona Non-Profit 
Corporation, hereby take the following action. 

RESOLVED: 

RECORDS RETENTION POLICY 

 WHEREAS: It is stated in the Nonprofit Corporation Act A.R.S. 10-11601 Corporate Records;  
A. A corporation shall keep as permanent records minutes of all meetings of its members and board of directors, a 
record of all actions taken by the members or board of directors without a meeting and a record of all actions 
taken by a committee of the board of directors on behalf of the corporation. 
B. A corporation shall maintain appropriate accounting records. 
C. A corporation or its agent shall maintain a record of its members in a form that permits preparation of a list of 
the names and addresses of all members and in alphabetical order by class of membership showing the number of 
votes each member is entitled to cast and the class of memberships held by each member. 
D. A corporation shall maintain its records in written form or in another form capable of conversion into written 
form within a reasonable time. 
E. A corporation shall keep a copy of all of the following records at its principal office, at its known place of 
business or at the office of its statutory agent: 
1. Its articles or restated articles of incorporation and all amendments to them currently in effect. 
2. Its bylaws or restated bylaws and all amendments to them currently in effect. 
3. Resolutions adopted by its board of directors relating to the characteristics, qualifications, rights, limitations and 
obligations of members or any class or category of members. 
4. The minutes of all members' meetings and records of all actions taken by members without a meeting for the 
past three years. 
5. All written communications to members generally within the past three years, including the financial statements 
furnished for the past three years under section 10-11620. 
6. A list of the names and business addresses of its current directors and officers. 
7. Its most recent annual report delivered to the commission under section 10-11622. 
8. An agreement among members under section 10-3732. 
F. Notwithstanding this chapter, a condominium association shall comply with title 33, chapter 9 and a planned 
community association shall comply with title 33, chapter 16 to the extent that this chapter is inconsistent with 
title 33, chapters 9 and 16. 
 
 WHEREAS: The Planned Communities Act, A.R.S. 33-1805 and The Condominium Act, A.R.S. 33-
1258 state: 
A. Except as provided in subsection B of this section, all financial and other records of the association shall be 
made reasonably available for examination by any member or any person designated by the member in writing as 
the member's representative. The association shall not charge a member or any person designated by the member 
in writing for making material available for review. The association shall have ten business days to fulfill a request 
for examination. On request for purchase of copies of records by any member or any person designated by the 
member in writing as the member's representative, the association shall have ten business days to provide copies 
of the requested records. An association may charge a fee for making copies of not more than fifteen cents per 
page. 
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B. Books and records kept by or on behalf of the association and the board may be withheld from disclosure to the 
extent that the portion withheld relates to any of the following: 
1. Privileged communication between an attorney for the association and the association. 
2. Pending litigation. 
3. Meeting minutes or other records of a session of a board meeting that is not required to be open to all members 
pursuant to section 33-1804 or 33-1258. 
4. Personal, health or financial records of an individual member of the association, an individual employee of the 
association or an individual employee of a contractor for the association, including records of the association 
directly related to the personal, health or financial information about an individual member of the association, an 
individual employee of the association or an individual employee of a contractor for the association. 
5. Records relating to the job performance of, compensation of, health records of or specific complaints against an 
individual employee of the association or an individual employee of a contractor of the association who works 
under the direction of the association. 
C. The association shall not be required to disclose financial and other records of the association if disclosure 
would violate any state or federal law.  
 

IT IS RESOLVED The association adopts the following Records Retention Policy: 
 

• All documents governing the association including but not limited to Declaration of the 
Covenants, Conditions and Restrictions, Articles of Incorporation, Bylaws, Rules and Regulations, 
Architectural Guidelines, Amendments, Policies and Resolutions shall be kept in both electronic 
and paper format. 

• All committee and board minutes, insurance policies and certificates of insurance, owner’s lists, 
newsletters, notices and other corporate records of the association shall be kept electronically. 

• All legal correspondence, employee and owner files, open and closed legal files and other records 
of the association protected under A.R.S. 33-1805 or A.R.S. 33-1258 shall be kept permanently in 
electronic format. 

• All financial information including but not limited to financial statements, assessment billing and 
collection information, bank statements and reconciliations, general ledgers, budgets, tax 
returns, State and Federal Identification Numbers, payroll and tax records, reserve studies and 
audits shall be kept in electronic format for a minimum of seven years.  

• All annual reports, bids and proposals, and contracts shall be kept electronically for a minimum 
of five years.  

• All corporate reports, general corporate correspondence and other corporate items shall be kept 
electronically for a minimum of three years. 
 
 

 
_______________________________________________         
For Sonoran Square Condominium Association of Phoenix 

 

_______________________________________________ 
Date 
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Jessica Esquer

July 13, 2022




