ULTIMATE SOIL AND WATER CONSERVATION DISTRICT

Public Records Information Request Policy

Adopted by board action on _______________________



It is the policy of the Ultimate Soil and Water Conservation District to meet the intent and requirements of Oregon’s Public Records Law.

To support this policy, the board of directors adopts the following procedure to respond to a request for a public records search.

•
The public must make an appointment to examine public records.  Inspection time will be scheduled within a reasonable timeframe and within normal district operating hours.  .

•
There is a $30/hr fee for research and supervision (assessed in 15-minute increments; 1/2 hr or $15 minimum).

•
There is a photocopy fee of $0.15/copy (District representatives will make copies).

•
If total estimated fees exceed $25, a non-refundable deposit is required for the amount of the estimated fees.

•
The public will be supervised by a District representative during searches.

The following procedure is adopted to respond to a request for provision of public records.

•
The public must submit a written request specifying the records desired. .

•
Within a reasonable timeframe, a district representative will prepare a Public Record Access Order Form to clarify the request and to estimate the cost of providing the public information requested. The estimated charges stated on this form will reflect the reasonably calculated fee to reimburse the district for the actual cost of making public records available per ORS 192.440(3)(a).

•
The public records requested will be released upon payment of the estimated charges.  Any charges beyond the actual cost of providing this information will be refunded to the requestor at the completion of the request.  

Ultimate Soil and Water Conservation District

 
777 E Salmon Street,



Hometown, Oregon 97111


Public Record Access Order Form


Name






 Date


Affiliation

Address











City




State     OR 

Zip Code   


Phone number 


           Fax number


E-mail


Summary of public record request:

Cost for:

_____ Records search @ $30.00 per hour, with a minimum charge of $15.00


$ ______ 

_____ Copies @ $0.15 per page







$ ______

_____ Electronic records search @ $50.00 per hour





$______

_____ Photo color reprints @ $0.50 per photo





$ ______

_____ Blue line drawings actual cost






$______

_____ Audio tape, 90 minutes @ $5.00 each





$______

_____ Express mailing, actual cost with a minimum charge of $9.00



$______

_____ Document certification @ $2.50 per certificate





$______

_____ Archive retrieval, actual cost with a minimum charge of $10.00



$______

_____ Other
_______________________________




$______











TOTAL   $______



Your request will be processed after payment is received.

Mail Check or Money Order to:


Ultimate Soil and Water Conservation District

777 Salmon Avenue

Hometown, Oregon 97111

ATTN:  the person designated by the board as the contact person
