
MORGAN COUNTY COMMISSION
PUBLIC RECORDS REQUEST FORM

FOR INSPECTION AND PRODUCTION OF RECORDS

THE FOLLOWING MUST BE COMPLETED

PHONE
(Please Pdnl Legibly)

ADDRESS ct ztP

SIGNATURE ORGANIZATION

REQUESTED INFoRMATION lS TO BE : Plck€d Up: BY:

Mallod: E.Malled: lvust Supply Emall Address:

SPECIFIC INFORMATION REQUESTED: {May includo additlonal pages if needed)

REASONS FOR INFORMATION REQUESTED:

COSTSj The Counly ls permltted by law to rBcoup reasonable cosls Incurred In providlng publjc records which can
Include retleval, research, and duplicatlon and preparation tlme, The requestor will be provlded In advance with
eslimated cost for mate als, labor, and shlpping ordelivery.

INSPECTION OF PUBLIC RECORDS: When a public jnspeclion of records is requested, a custodjan of those
records must overs€e inspection, retrieval, and re-lillng. Appolntments must be scheduled In advance. A labor
chaqe will be impGed as sel out hereln. Any and all requests must be submitted in wdting on the adopted fonn.

MATERIALS: The cosl ot copies sized 8.5x11 or 8.5x14Inches ts 50 cents per page, Charges for maps, plats, and
oher larue documents are set by the applicable deparlment. Fees are due whether the records are provjded bv
papel, emall, or via pdf-fi|e. The fee for records provided by DVD ls $10,00.



LABoR: No labor charge ls lmposed when a nominal amount of staff time is needed to respond lo a requesl
Charges for requests requhlng more than 15 minutes of staff time are based upon lhe hourly base rale ofpay for lhe
least aid employee of lhe applicable deparlment vrho can respond to lhe requesl, multlplied by lhe actual time
worked, and is compuled on lhe basis of quarter hours, rounded up. Labor charges are in addition to the per page or
per DVD costs specllled above and are due and payable even lf no records responsive to he requesl are located, or
in the event lhe requested records are subsequenlly delemined to be exempt from disclosure,

DEPOSIT; A deposlt of $50.00 ls rsquk€d wh8n the office of the County Commission delermlnos lhal moro lhan
one (1)hour of staff llme wlllbe needed to respond to a requesl. lfthe finalcost is less lhan the deposlt,lhe
difference wlllbe refunded; lfgrealer,lhe additlonalcost must be pald prior lo dellvery or revlew of lhe records.

FORM OF PAYMENT: Deposlts and linal costs for recods may be paid by cash, cashier check, or money order.
Checks,credll and debltcards are nol accepled. lfpayment is made by cash,lhe exaclamount is requlred. Cosls
musl be paid before records will be rcleased.

REQUEST RECEIVED BY:

DEPARTMENT REQUEST ROUTED TO:

DATE INFORMATION DELIVERED:

BY: DEPARTMENT:
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