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PUBLIC RECORD REQUEST POLICY AND PROCEDURE

Purpose/ Mission/ Scope
To establish a process for responding to public records requests that are made to the City of Camdenton. If you have questions about how to advise your client regarding a public records request, please contact the Custodian of Records.

	Custodian of Records

All records requests received by any City department should be forwarded immediately to the Custodian of Records. The Custodian of Records will then work with the Department Contact for the subject area to determine the timeline for the City’s response as well as the content of the response. In handling the records request, the Custodian of Records shall follow the procedure outlined below in paragraph 4.

	What is a Public Record?

Per RSMo 610.010(6) defines a "Public record", any record, whether written or electronically stored, retained by or of any public governmental body including any report, survey, memorandum, or other document or study prepared for the public governmental body by a consultant or other professional service paid for in whole or in part by public funds, including records created or maintained by private contractors under an agreement with a public governmental body or on behalf of a public governmental body; provided, however, that personally identifiable student records maintained by public educational institutions shall be open for inspection by the parents, guardian or other custodian of students under the age of eighteen years and by the parents, guardian or other custodian and the student if the student is over the age of eighteen years.  The term "public record" shall not include any internal memorandum or letter received or prepared by or on behalf of a member of a public governmental body consisting of advice, opinions and recommendations in connection with the deliberative decision-making process of said body, unless such records are retained by the public governmental body or presented at a public meeting.  Any document or study prepared for a public governmental body by a consultant or other professional service as described in this subdivision shall be retained by the public governmental body in the same manner as any other public record

A record is not available to the public if it is declared by law to be closed or confidential per RSMo. Chapter 610. 

	Procedures

	All requests for public records should be immediately forwarded to the Custodian of Records who will ensure that the request is logged in the Office of the City Clerk’s Records Request Log.

	The Custodian of Records shall acknowledge receipt of the request in writing. If the request is received by e-mail, this acknowledgement also may be sent by e-mail.
	The Custodian of Records will forward the request to the appropriate City Department which may best be able to provide the records and/or where the records are maintained.

	The Custodian of Records ensures that, within three (3) business days from receipt of the request, one of the following occurs:

	The requester inspects the record or receives copies of the record, as requested;
	If the City of Camdenton does not have legal custody of the record, written notice of that fact and the name and address of the entity that has legal custody of the record, if known, is provided to the requester;
	If the record has been destroyed pursuant to the City’s records retention schedule, written notice of that fact is provided to the requester;
	If the City of Camdenton is unable to provide the record by the end of the third business day after the request is received, written notice of that fact and a date and time after which the record will be available for the person to inspect or copy is provided to the requester. If this is known at the time the acknowledgment is sent to the requester, see above paragraph a(i), this information may be included with the acknowledgment sent by the Custodian of Records; or
	If the request must be denied because the record is confidential, written notice of that fact and a citation to the specific statute or other legal authority that makes the record confidential is provided to the requester.


	The requestor is to be advised, in advance, of the volume or list of records encompassing the request and the potential cost to provide the records if applicable. Copies of records shall be furnished upon payment of associated fees.

	The requestor is to be advised that reproduced materials will be held for fourteen (14) days and subsequently destroyed if not claimed.
	If the cost of reproduction exceeds $25, the requestor is to be advised that advance payment in full will be required to process the request(s).


	Extraordinary Requests

	When the Custodian of Records reviews a public record request, it may be determined that the request will require significant use of personnel or resources to produce and be designated as an Extraordinary Public Record Request.
	Such a request may apply to individual or multiple offices.
	Fees may be imposed in accordance with RSMO 610.
	The requestor is to be advised if the cost of the request exceeds $25 and that payment in full of the minimum estimated amount will be required to process the request.
	The amount deposited by the requestor shall include the estimated manpower costs to retrieve or reproduce the record(s) and the estimated material charges to retrieve or reproduce the record(s).
	The criteria above are guidelines which may be expanded depending upon the circumstances of the request.


	Fees

Unless listed below no fees will be charged until the total costs reach $5.00. No cost will be assessed for inspection of existing records unless staff time to retrieve or otherwise process the records exceeds one hour.
If estimated staff time exceeds 30 minutes the requestor is responsible for the staff time incurred, which is due and payable before processing of the records will begin. Fees for staff time are in addition to fees for copying. Estimates of costs will be provided in advance if the costs are projected to exceed $25.
Staff time (for review, redacting, copying or otherwise processing records requests) shall be billed at $15 per hour.
Copying fees (except those restricted under RSMo 32.091):
Black and white copies, up to 9” x 14”:	$0.10/per page
Compact Disc/DVD:	$5.00/per disc
Standard Police Accident Report	$2.00 up to 5 pages
Note: Documents may be furnished without charge or at a reduced charge when the Custodian of Records determines that waiver or reduction of fees is in the public interest because it is likely to contribute significantly to the public understanding of the operations or activities of the City.
Postage:
The requestor is responsible for estimated postage.
Payment:
Payment may be made by cash, credit card, check or money order made out to the “City of Camdenton.”

	General Policies for Processing Public Records Requests

	All public records, unless declared by law to be confidential, must be open at all times during office hours to inspection by any person, and may be copied.
	Original public records must not be removed from any City office during inspection by members of the public and must be monitored by an employee while any review is being conducted.
	Fees for inspection and copies of public records are as outlined in the Fee Schedule for Requests for Public Records.
	If a record contains information deemed confidential, a request to inspect or copy the record cannot be denied if the confidential information can be redacted, deleted, concealed or separated from the record, so the remainder of the record can be inspected or copied.
	Public records must be provided in any medium/format in which they are readily available. 
	Public Records Requests must be responded to no later than the end of the third business day after the date on which the request is received by the Custodian of Records. The response may include an estimate of the time it will require to provide access or a copy.
	Public records requests may be written or verbal. However, requests involving an extraordinary use of personnel time, must be submitted in writing.
	If the person responding in the City Department where the records are maintained, or which is responsible for the subject matter of the request has questions concerning inspection or reproduction of a requested document, he or she should consult the Custodian of Records. Likewise, if the Custodian of Records has questions concerning inspection or reproduction of a requested document, he or she should consult the Department Director where the records are maintained, or which is responsible for the subject matter of the request. In some situations, the City Attorney should also be consulted.  These individuals will assist with the issues of whether:

	The item requested is actually a public record, available for review and reproduction;
	The item requested is a public record which some special legal considerations might dictate that it should not be made available for inspection and reproduction; and

	Confidential records of federal, state, and other local governments shared with the City of Camdenton MUST NOT be disclosed without prior written authorization from that government agency. Furthermore, possession of records or information may not mean that the City of Camdenton has legal custody or control over those records.  
	The Public Records Request Form and accompanying documents and correspondence will be kept according to the appropriate state records retention schedule and may be a public record.
	The Fee Schedule for Requests for Public Records must be posted in public view in each office of the City of Camdenton.


