
























SUMMARY OF INTERNAL PROCEDURES FOR 
PUBLIC RECORDS REQUESTS 

 
COUNTER REQUEST 
 

• A counter request is a request to review a department file or obtain an easily identifiable 
permit or record.  These requests are Category 1 requests. 

• Any request that asks for all records pertaining to a parcel or topic are not counter 
requests and should be sent to the Public Records Officer for a response. 

• All requests for code compliance files are sent to the Public Records Officer. 
• Planning counter staff may assist the requester in entering their request on the open 

public records portal or completing a public records request form to document the 
request.   

• The requester may remain anonymous.   
• Counter requests may be fulfilled immediately by Planning staff if the file or record is on 

site.   
• The request is sent to the Department’s Administrative Assistant if the record is stored 

off-site or otherwise not immediately available, and the request has not already been 
entered in the portal. 

• For requests not immediately fulfilled, the Department’s Administrative Assistant enters 
the request on the open public records portal and tracks the 5 business day response. 

• The Department’s Administrative Assistant coordinates the response if multiple copies of 
records are requested. 

• Photocopies and scans are charged in accordance with the City’s Fee Schedule (the 1st 10 
pages are free).   

• The Department’s Administrative Assistant closes the request on the open public records 
portal upon completion. 

 
OTHER PUBLIC RECORDS REQUESTS 
 

• Immediately upon receiving a public records request in any form, forward the request to 
the Public Records Officer.   

• If you have received a verbal request for a document, complete the Public Records 
Request form and forward it to the Public Records Officer.   

• Some requests for information are difficult to distinguish from public records requests.  If 
you are unsure, consult the Public Records Officer. 

• The Public Records Officer categorizes the request and enters the request on the public 
records portal. 

• The Public Records Officer tracks the deadline for the initial response. 
• The Public Records Officer contacts staff to ascertain the reasonable amount of time 

necessary to respond to the request, taking into consideration workload and staffing. 
• The Public Records Officer provides the public record request number to staff so that 

they may track their time accordingly. 
• The Public Records Officer coordinates searches of the email system when applicable. 
• The Public Records Officer makes an initial response within 5 business days. 



• The Public Records Officer coordinates any additional response and the gathering of 
records responsive to the request. 

• If the Public Records Officer believes that any information contained in the responsive 
records is exempt, he or she creates a log of exempt documents and provides redacted 
documents, if applicable. 

• The Public Records Officer may consult with the City Attorney on redactions or when 
withholding a record. 

• The Public Records Officer will also determine if third-party notice is advisable. 
• Once all requested documents have been provided with a log of exempt documents, if 

applicable, the Public Records Officer will provide notice to the requester that the request 
has been closed, and will close the request on the open public records portal. 

 
POLICE DEPARTMENT REQUESTS 

• Collision reports are handled by the Police Department.  These requests are generally 
Category 1 requests. 

• Requests for Police Incident reports that require redaction are forwarded to the Public 
Records Officer for review. 

• Non-standard requests and requests from the media are forwarded to the Public Records 
Officer for consultation. 

 


