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employee be present while the records are examined. Pursuant to CORA all
records must be

made available for inspection within three (3) working days from the date of receipt,
uniess

extenuating circumstances exist. The deadline may be extended by seven (7}
working days if

extenuating circumstances exist and the requesting party is notified of the
extension within the

statutory period.

Section 5. A person or other approved entity granted the right to inspect District
records will also be furnished copies requested at a cost not to exceed $.25 per
page in

-standard size and format. The charge for providing a copy, printout or photograph
of a public

record in a format other than a standard page will be assessed at the actual cost of
production. Additionally, in those cases where the location or existence of specific
documents must be researched and the documents must be retrieved, sorted or
reviewed for

applicability to the request, and such process requires one or more hours of staff

time, the

District may charge a research and retrieval fee not to exceed $30 per hour, and no
charge

shall be made for the first hour of time expended in connection with the research
and

retrievai of public records. Any fee charged for the research and retrieval will be the
same

for all requesting parties, whether the person requesting the records is an
individual, a

representative of the media, a public or private entity, or a for-profit or non-profit
entity.

Section 8. Upon request for records transmission by a person seeking a copy of
any

public record, the custodian will transmit a copy of the record by U.S. Mail, other
delivery

service, facsimile, or electronic mail. No transmission fees will be charged to the
records

requester for transmitting public records via electronic maii. Within three days of
receiving

the request, the custodian will notify the record requestor that a copy of the record
is

available but will only be sent to the req uestor once the custodian has received full
payment

for all costs associated with records transmission and for all other fees lawfully
allowed,

uniess recovery of all or any portion of such costs or fees is fully covered by the
deposit amount

that accompanied the formal request.

Section 7. When practical, the copy, printout, or _photograph of the requested
record

will be made in the place where the record is kept, but if it is impractical to do so ,
the

Custodian of Records may allow arrangements to be made for the copy, printout, or
photograph to be made at other facilities. If other facilities are necessary, the cost
of

providing requested records will be paid by the person making the request.
Section 8. This policy shall supersede any previous policy related to records
requests.

ADOPTED the 9 dayofSeptember, 2014.

ATTEST:

http://www.sdaco.org/transparency/view_userprofile.php?id=1129 9/10/2014












