OPEN RECORDS REQUEST FORM FOR SAPULPA, OKLAHOMA
The governing body of the municipality has adopted this records request form. The Oklahoma Open Records Act permits a public body to
require a requestor to comiplete a records request form to receive or view records pursuantto 51.0.8. §24A,5(7), as effective November 1
2025 unless & different method s mutually agreed to. Any person requesting recordsis only required to provide enough contact information
50 the municipality can notify you if the request is ready, send the request to You, or contact you if clarification is needed.

1. Name: 2. Date:

3. Emait Address: 4. Phone:

5. Mailing Address:

6. Company/ Organization/ Firm (if applicable):

7. Purpose of Request: {check one) 8. | prefer records to be provided:
U Personal [ Commercial [J News Media (List org.): O Physical Copies ($.25perpage) (1 For inspection
{1 Scholar O Other {specify): 0 Certified Copies ($1.00 perpage) (1 By Email {If offered)

9. Description of request: Be as specific as possible, include the title or description of the Specific records below,
specific search terms on box 10, and a date range on box 11. Narrowing your request will help to make sure your records are
produced in a timely fashion and ensures that you are provided with the specific records vou seelk.

10. Suggested Specific Search Terms: Please Separate searchterms by a semi-colon;

11. Date Range: Starti ng Date (mm/dd/yyyy); Ending Date {mm/dd/yyyy):

12. Understanding the Records Request Process and the Open Records Act.

¢  Some records can be Produced promptly. Other records may require time to search in which case you will be notified
when the records are ready for pickup or inspection.

*  Youmay be required to pay in advance if estimated costs exceed $75 or if you have outstanding fees from prior requests,
Any amount paid in excess of actual costs will be refunded. 510.8,824A.5(4)

*  Youmay be asked to clarify your request if the request does not describe the records with reasonable specificity. To have
reasonable specificity, a request shall: “a) specify a general time frame within which the requested records would have
been created or transmitted, b) seek identifiable records, rather than general information without any qualifiers or other
specifications, and c}include search terms that are sufficiently specific to assist the public body in identifying the

Custer Cnty., 20271 OKCIVAPP 20, 16, 492 P3d 1240, 1242. Brooke vs. Reed, 2024 OK CIV APP Case No. 121604917
{not far official publication) and the AG opinicns 1999 OK AG 55 and 2006 OK AG 35.

* Aperson whose request to inspect or copy a public record is denied by a public body may file a request for review with
the Public Access Counselor in the Attorney General’s office not later than 30 calendar days after the date of the denial,
The Attorney General Mmay issue advisory opinions if requested by the head of the public body orits attorney. 51.0.8. §

L 244,40




INTERNAL USE ONLY (separate péper from request form)

Name: Phone: Email Address:
Time of request: Date: Time: : am/pm
Time access provided: Date: Time: : am/pm

Copy fee charged OYes CINo (up to 0.25 per page)

Does the requestor want certified copies? OYes [No {up to 1.00 per page for certified)
Number of copy pages:

Search fee charged [1Yes [INo

Non-attorney search time: hours, minutes

Attorney search time: hours, minutes

{(Please note: the fee schedules must be posted publicly at the municipalities office and with the county clerk. A search fee may be charged according to
number 405108 §244.5. However, “In no case shail a search fee be charged when the release of records is in the public interest, including, but not limited
to, release to the news media, scholars, authors and taxpayers seeking to determine whether those entrusted with the affairs of the government are honestly,
faithfully, and competently performing their duties as public servants.”}

Example search fees and fee schedutes:

Attorney General’s Office: mm,s,:_/mkfaﬂ.amaﬂg‘qwmaglmczms/.apm:ﬂe.nwm:mumur.tml

City of Tulsa; httws:lbawweitvofiylsa W media/2655 3 exentive-or er:n0-2024-08, noif

City of Oklahoma City: hitps: ymzmch,go_u{(.imf.emmen.ME.@gofdﬁ(ﬁema:ds:.B.eq.u.e.s_t{&tf.zti.c:.:ﬁe.c_af.ds_.—ﬁem

Midwest City: II[?I.)S;{.!’M&HWJHI.G(W&&!.Ci!&[ok&[g[.a.ofﬁce!piig’ﬂjﬁﬁ(;‘.l)ﬂi&:fﬂ.(-;*.&

Deposit charged $

(Deposit can only be charged if estimated costs exceed $75 or if they have outstanding fees from previous requests. Any portion of an advance payment that
exceeds the costs of responding to the request shall be returned to the requestor 57 0.5, §24A.5(4)

Total charge $__
Charges paid $
Bitled $_ S,
Receipt number $

Anticipated time needed to produce the request:
(Please note: Under number 8 of 51 (1.8, § 244.5, “A public body must provide Prompt, reasonable access to its records but may establish reasonable
Procedures which protect the integrity and organization of its records and to pravent excessive disruptions of its essential functions, A delay in providing
access to records shall be limited solely to the time required for preparing the requested documents and the avoidance of excessive disruptions of the public
body's essential functions. in no event may production of g current request for records he uhreasonably delayed until after completion of  prior records
request that will take substantiafl ly longer than the current request. Any public body which makes the requested records available on the internet shall meet
the obligation of providing prompt, reasonable access to its records as requirad by this paragraph.”)

The requested _(lﬂﬁﬁttﬂﬂmﬁ_oi;_eggmihg@_records were not produced/ redacted for the reason(s) indicated:

O The request is not reasonably specific under 51 0.5. § 24A.5(7) and working with the requestor to narrow the

request has not been successful.

U Information redacted from a utility service because it is a personal email address, credit information, credit card
l

[d The requestor no longer wants the record because the information is available on the municipal website. Under 51
0.8, § 24A.5(6) Any public body which makes the requested records available on the internet shall meet the obligation
of providing prompt, reasonable access to its records.

] Municipal attorney has determined the information relates to an investigation or litigation or is privileged legal
material. (51 Q.8. § 24A. 12, 12 0.S. 5§ 2502, 2510, and 3226(B)(3))

0 Requested records do not exist or were destroyed under the record retention policy in accordance with statute.

Ex, Poticy : mms;ammglsc*goxlﬂl@s.ia;s.s,e,tsicmaimfmLciimrécch.cyme.ntsrfte,cnqmm;emnmm;manu.alzzmp,clf

O Otherreason:
(Note: Before checking a box consult with your municipal attorney to make sure the exemption applies)

Signature of Record Custodian



