OREGON MORTUARY AND CEMETERY BOARD
Written Procedure for Public Records Request
Making a Public Records Request
A request for public records that are in the custody of the Oregon Mortuary and Cemetery Board may be made by submitting a written request to:


Michelle Gaines, Executive Director


Oregon Mortuary and Cemetery Board


800 NE Oregon Street Suite 430


Portland OR  97232-2195


971-673-1502 telephone

971-673-1501 fax


mortuary.board@state.or.us (email)

The request may be submitted in person, by mail, by fax or by email:


•
The request must include:


◦
The name and address of the person requesting the public record;



◦
The telephone number or other contact information for the person requesting the public record; and



◦
A sufficiently detailed description of the record(s) requested to allow the Board to search for and identify responsive records.


•
The request should be:



◦
dated; and,


◦
signed by the person requesting the public record.

Calculation of Fees
The Board calculates fees for responding to public records requests in the following manner:
OAR 830-020-0050 Administrative Fees

(1) The Board may charge a fee reasonably calculated to reimburse the agency for costs of providing and conveying copies of public records. 
(2) All fees and charges must be paid before public records will be available for inspection or copies provided. 
(3) The Board establishes the following fees: (a) $60 per hour fee to obtain the requested documents (prorated with a $15 minimum); (b) $1 for the first page and $0.25 for each additional page; (c) $75 per set of computer-generated lists on paper; (d) $80 per set of computer-generated lists on peel-n-stick labels; (e) $10 per copy of individual Board meeting minutes; (f) $10 each for cassette tape recordings; (g) A fee to cover the printing and postage for a copy of the Board’s Directory of Licensees; and, (h) $10 each for Certificates issued by the Board.
The Board may furnish copies of public information without charge or at a substantially reduced fee if the Board determines that the waiver or reduction of fees is in the public interest because making the record available primarily benefits the general public, per ORS 192.440(4).  The person requesting the public records must request a waiver or reduction of fees and must explain why allowing the waiver or reduction is in the public interest.

NOTE: 

With the exception of notices of proposed disciplinary action and final orders, records containing information obtained as part of an investigation of a licensee or applicant are exempt from public disclosure under ORS 676.165. State law prohibits the Board from disclosing such records. ORS 676.175.
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