REQUEST FOR OPEN RECORDS ACT

REQUESTER INFORMATION

DATE:  ____________________________

REQUESTER’S NAME:  ________________________________________

ADDRESS:  ___________________________________________________

PHONE NUMBER:  ____________________________________________

NAME OF RECORD/DOCUMENT:  ______________________________

DATE OF RECORD/DOCUMENT:  _______________________________

SPECIFIC DETAILS ABOUT RECORD/DOCUMENT REQUESTED:  

NAME OF PERSONNEL PREPARING REQUEST:  ________________________

REQUEST PROCESSED:  _________  REQUEST DENIED:  __________

REASON FOR DENIAL:  _______________________________________

__________________________________________________________________________________________________________________________

_____________________________________________________________

PUBLIC RECORDS COST SHEET

NAME:  ___________________________DAY-TIME PHONE #:  _________

ADDRESS:  ____________________________________________________________

COPIES REQUESTED:  _____ YES-NUMBER OF COPIES  _______

                                           _____  NO

REASON FOR REQUEST:  _______________________________________________

ESTIMATED COST:  _________________

THE UNDERSIGNED AGREES AND IS HEREBY RESPONSIBLE FOR THE COST OF THE NUMBER OF COPIES MADE AND A CHARGE TO COMPENSATE THE HOURLY WAGE OF THE EMPLOYEE WHO IS CONDUCTING THE SEARCH, FOR ALL TIME SAID EMPLOYEE IS ABSENT FROM NORMAL DUTIES:

_____________________________________________DATE  ____________________

SIGNATURE OF REQUESTOR

DEPARTMENT HEAD APPROVAL:  _____________________________DATE:  ________________
DATE RECORDS WILL BE MADE AVAILABLE:  _________________________

NUMBER OF COPIES PROVIDED:  ____________________ @ $ .25 PER PAGE=  _____________

EMPLOYEE TIME:  _________________HOURS                     @_____PER HOUR= _____________









 TOTAL COST:  _____________

*NOTE:  PLEASE INDICATE WHETHER YOU WISH COPIES OF DOCUMENTS PROVIDED FOR INSPECTION.  COPIES WILL BE PROVIDED AT A RATE OF $.25 PER PAGE [GEORGIA CODE 50-18-71].  A CHARGE WILL ALSO BE MADE FOR ALL TIME OF COUNTY EMPLOYEES IF THE TIME NEEDED TO SEARCH FOR REQUESTED DOCUMENTS EXCEEDS FIFTEEN (15) MINUTES.

ORGINAL RECORDS CANNOT BE REMOVED FROM THIS OFFICE

