RESOLUTION NO. 2008 - B

A RESOLUTION AUTHORIZING THE ADOPTION OF PROCEDURES TO COMPLY
WITH THE OREGON PUBLIC RECORDS LAW.

WHEREAS, the City of Sheridan, acting by and through its City Council, is a
public body subject to the Public Records law in ORS 192.410 to 192.505 originally enacted
in 1973, and is authorized to adopt policies and procedures consistent with that law; and

WHEREAS, the City Council has reviewed the present policies and procedures
regarding Public Record requests in light of amendments to the Public Records Law (Law)
made by the 74" Oregon Legislative Assembly, 2007 and has determined to make certain
amendments and modifications thereto; and

WHEREAS, the Law provides that a public body can establish fees to reimburse it
self for the costs of making the records available which may include costs of compiling,
summarizing, and tailoring the record and may include certain attorney fees under ORS

1952.440(3)(b); and

WHEREAS, the Law provides that a public body cannot charge more than $25 for
the record, unless the public body provides an estimate of the cost and the requestor
confirms the desire to make the record available; and

NOW, THEREFORE, BE IT RESOLVED by the City of Sheridan, acting by and
through its City Council, that the forms attached thereto marked Exhibit “A” and by this
reference made a part hereof, be and the same are herby adopted;

Adopted by the City Council of the City of Sheridan at a regular Council Meeting held on
the 28™ day of January 2008, by the following votes:

Ayes: (5) Mishler, McCandless, Carmody, Acuff, Breed

Nays: 0

Approved this 98 day of January, 2008

MW

’ Mayor

ATTEST:

City Recorder




PUBLIC RECORDS REQUEST

Attention Requestor: Public record requests may be made in writing using this form. To
expedite your request for public records, please fill this form out completely and identify
specifically the type of record(s) you are requesting. Please use the back of this sheet if
more room is needed.

Requestor first & last name (print) Date

Name of organization (if any)

Address, including city & zip code

Signature of requestor

Daytime telephone

Email address

How do you wish to see documents? View on site. Receive copies by mail.

Please state the nature of the records requested (be specific)

Other comments

Fee Schedule: See attachment.

Please note: The City of Sheridan will respond to a public records request within 7 working
days. If you do not receive a response in that period of time, please contact the person listed
below immediately.

PUBLIC RECORD REQUEST CONTACT INFORMATION:

Send your request to: Trish Henderson, City Recorder, City of Sheridan 120 SW Mill
Street, Sheridan, Oregon 97378. Phone 503-843-2347.

EXHIBIT A-1




FEE SCHEDULE FOR PUBLIC RECORDS REQUEST

Document research and copying beyond 30 minutes: $ 35.00 per hour
Municipal Attorney Fees: _ Per contract rate

Costs for contractor’s work (i.e., City Engineer, Planner, Attorneys) are based upon their
contractual hourly rate.

Copies of Documents:

.10 per page 8 x11 black and white

.75 per page 8 x 11 color

.15 per page 8 x 14 black and white

.75 per page 8 x 14 color

.90 per page 11 x 17 black and white

- Other Costs:  Costs for printing documents (i.e. blueprints, large amounts of copying) that
are sent to an outside contractor will be billed at the rate charged by that company.

4 &5 9 LB

Notary: $ 5.00 per acknowledgement
~ Certification of a Document: $ 1.00 per page

Tape Recording: $ 7.00 per tape,
$20.00 per CD

Payments:
Fees will be collected at the time of or prior to delivery of the records.

Pre-Payment: Staff will estimate charges for responding to a records request and require
pre-payment of the estimated charges before acting on a request. This is advisable as
requests may require extensive staff time to locate or process records. If the actual charges
are less than the pre-payment, any over-payment will be refunded.

Receipts will be provided.
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Date of Response:

To: (Requestor of Record):
Date of Request:

RESPONSE TO WRITTEN REQUEST FOR PUBLIC RECORD

The City of Sheridan, Oregon (“the City”) as received your written request to inspect, or for
copies of, public records and responds as follows (see checked paragraphs below):

O

Please provide additional information to the City to expedite the City’s response to
your request. Specifically, please provide:

O The City does not possess or is not the custodian of the records you requested.

Please find with this response copies of all requested public records for which the
City does not claim an exemption from disclosure under ORS 192.410 to 192.505.

The City is the custodian of at least some of the requested public records. The City
estimates that it will take days before the public records may be inspected or
copies of the records will be provided. The City estimates that the fees that the
requestor must pay as a condition of receiving the record will be $

The City is the custodian of at least some of the requested public records and the
City estimates that the fees requestor must pay as a condition of receiving the record
will be $ , and the record will be produced within days/weeks.

)

The City 1S tncertain Whethef 1t possesses the public técord. The City will search for
the record and make an appropriate response as soon as practicable.

State or Federal law prohibits the City from acknowledging whether the record exists
or that acknowledging whether the record exists would result in the loss of Federal
benefits or other sanction. In using this response the City relies on the following
State or Federal law:

Please note that if the estimate of fees to produce the record is over $25 that before the
record is produced you must confirm back to the City in writing that you wish The City to
produce the record and that you agree to pay the actual cost. The actual cost may vary. from
the estimate.

Contact Information: , Clerk, City of Sheridan 120 SW Mill Street,

Sheridan, Oregon 97378. Phone 503-843-2347.
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