TOWN OF WALDEN
POLICY REGARDING REQUESTS FOR PUBLIC RECORDS PURSUANT TO THE COLORADO OPEN RECORD ACT
In accordance with the Colorado Public (Open) Records Act, C.R.S. 24-72-201. (CORA), it is the policy of the Town of Walden that all public records maintained by the Town of Walden shall be open for inspection by any person at reasonable time during normal office hours.  Requests for copies, printouts, or photographs of the public records maintained by the Town of Walden will be made available in accordance with C.R.S. 24-72-205 and the rules established by the Town of Walden as set forth below.

Procedure-   C.R.S. 24-72-203 provides that procedures for inspection and copying of public records can be subject to rules made by the official custodian as are reasonably necessary for the protection for such records and the prevention of unnecessary interference with the regular discharge of the duties of the custodian or the custodian’s office.

		The Town of Walden has determined that the use of an official request form is necessary for the efficient handling of requests made pursuant to CORA for copies of public records maintained by the Town of Walden.  The Request for Records form is attached hereto.  Requests must be specific as to the records being sought and submitted to the Town Clerk.

Denial of Inspection-	If the Town of Walden denies access to any public record maintained by the Town of Walden, such denial will be based on grounds set forth in C.R.S. 24-72-204.  Upon request, a written statement citing the grounds for denial shall be furnished to the person requesting the public record.

Fees - 	C.R.S. 24-72-205 allows the custodian to charge a reasonable fee not to exceed $0.25 per page unless actual costs exceed that amount.  Section 205 also allows the custodian to recover costs for research and retrieval time after the first hour in an amount to exceed $30 per hour.  Alternatively, the Town of Walden may choose to utilize a third party to copy requested records.  In such instances, the requestor shall be charged the actual amount invoiced by the third party.

	The Town of Walden charges the following feed for copies of public records maintained by the Town of Walden:

· $0.25 per page for standard size documents (8 ½”x11” and 8 ½” by 14”)
· $5.00 per page for oversized documents (11” x 17”)
· $7.00 per page for oversized documents (24” x 36”)
· $1.00 certification fee
· $10.00 per recording fee for electronic files (06/25/2018)


Any requests for copying (or transcription) that requires more that one hour of staff time will result in charges to the requestor at the hourly rate of $30.00.  If the Town of Walden determines that a request will require staff time exceeding one hour, a deposit may be required in advance of fulfilling the request.  Any fee charged in this policy will include the cost of redacting documents to excise privileged material.

All charges for copies and staff time must be paid in full before the Town of Walden will release the requested records.  The Town of Walden does not accept credit or debit cards for processing Open Record request fees.

Time- 	C.R.S. 24-72-203(3)(b) provides that the inspection of records not readily available shall be within a reasonable time which shall be presumed to be three working days and allows for seven working day extension in extenuating circumstances for a maximum ten working day response time.  For the purposes of this polity, the time period for response will no begin to run until the Town of Walden receives the request on the official Request for Records form submitted to the Town Clerk.  Nothing in this policy obviates the Town of Walden’s ability to petition the courts for relief as to CORA requests.

This policy is effective as of July 20th, 2017.



__________________________________________
Sherry J.S. Cure, Town Clerk, Official Custodian of the records of the Town of Walden








Amended 06/25/2018.











TOWN OF WALDEN
Request for Records Pursuant to the Colorado Public (Open) Records Act:

Name: ________________________________________________________________________

Organization represented (if any): __________________________________________________

Mailing Address: ________________________________________________________________
Email Address: _________________________________________________________________

Telephone Number (daytime): _____________________________________________________

Name of records(s) requested: _____________________________________________________
______________________________________________________________________________
______________________________________________________________________________

If the record name is unknown, provide a brief, but specific description.  A request which is broad, vague, or too voluminous may cause a delay in the time for producing the record. Please attach an additional page if needed to list items in detail.

If the record is available pursuant to C.R.S. §24-72-201, et seq., it shall be made available for viewing within three working days.  If extenuating circumstances exist, the period may be extended and additional seven working days.  You will be notified of the extension within the first three working days after receipt of this request.

The fee shall be $0.25 per page, unless actual costs exceed that amount, in which case actual costs may be charged.  See Policy Regarding Requests for Public Records for additional fees that may be charged.  All payments must be received before the requested records will be released.

_____________________________________      _____________________________________
Date						        Signature
For Official Use Only

Response Date: ________________________      Response Time: ________________________

Method of Delivery: _____________________________________________________________

·  Copies:     ______pages at $ __________ per page:	      $______________
		                          ______pages at $ __________ per page:         $ _____________
· Staff time: ______hours at $__________ per hour:          $ _____________
· Other actual costs: _________________________           $ _____________
· Total charges:                                                                            $ ____________


Records delivered to: ___________________________________________________________
