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FISCAL MANAGEMENT
INSPECTION OF PUBLIC RECORDS REQUESTS-ASSESSMENT OF FEES
Purpose:

Attorney General’s Compliance Guide

A records custodian may charge reasonable fees for copying public records.  A public body may not charge more than one dollar per page for documents that are 11 inches by 17 inches or smaller.  If a document is larger than 11 inches by 17 inches , a public body may charge more than one dollar if it reasonably reflects the increased cost to the public body of copying oversized documents.  Unless otherwise allowed by law, any fee charged by a public body may reflect only the actual cost of copying.  Although a person cannot be charged for the cost of determining whether a particular public record is or is not subject to disclosure, the public body may charge for its actual costs in making copies, including any personnel time involved.
A records custodian may require a person to pay before the custodian makes copies.  This does not permit the custodian to require payment in advance of allowing inspection.  The custodian should provide the records for inspection, and, if the requester subsequently requests copies of particular records, the custodian may require payment in advance for the pages designated for copying.  The Act requires that if the requester requests a receipt for the amount paid for copies, the custodian must provide one.
The district does have the right under section 14-2-10 of the Inspection of Public Records Act to declare that the request is unduly burdensome or excessive.  Section 14-2-1 of the Act further limits access to certain types of records including certain personnel, student, reference and medical records.
Participants:

All District entities.
Process:

By law, under the Inspection of Public Records Act, every person has the right to inspect public records of the Gadsden Independent School District.  The Act also makes compliance with requests to inspect public records an integral part of the routine duties of the officers and employees of the Gadsden Independent School District.
Procedures for Requesting Inspection

Requests to inspect public records should be submitted to the records custodian through the superintendent’s office, located at 4950 McNutt, Sunland Park, NM 88063, 505-882-6200.

A person desiring to inspect public records may submit a request to the records custodian orally or in writing.  However, the procedures and penalties prescribed by the Act apply only to written requests.  A written request must contain the name, address and telephone number of the person making the request.  The request must describe the records sought in sufficient detail to enable the records custodian to identify and locate the requested records.  The records custodian must permit inspection immediately or as soon as practicable, but no later than fifteen (15) calendar days after the records custodian receives the inspection request.  If inspection is not permitted within three (3) business days, the person making the request will receive a written response explaining when the records will be available for inspection or when the public body will respond to the request.  If any of the records sought are not available for public inspection, the person making the request is entitled to a written response from the records custodian explaining the reasons inspection has been denied.  The written denial shall be delivered or mailed within fifteen (15) calendar days after the records custodian received the request for inspection.
Procedures for Requesting Copies and Fees

If a person requesting inspection would like a copy of a public record, a reasonable fee will be charged.  The fee for documents eleven inches by seventeen inches or smaller shall not exceed one dollar ($1.00) per page and shall be assessed based upon personnel time involved to compile and copy requested records plus the cost of the materials used.  The fee for larger documents shall not exceed two dollars ($2.00) per page and shall be assessed as previously indicated.  The records custodian shall request that applicable fees for copying public records be paid in advance, before the copies are made.  A receipt indicating that the fees have been paid for making copies of public records will be provided upon request to the person requesting the copies.
The cost for duplication of audio tapes shall be five dollars ($5.00).  Any other types of duplicating requests outside of the above mentioned will be assessed individually upon review of costs.

An assessment log will be kept of each records request which shall indicate by date the person making the request, person receiving the request, individual completing the request, personnel costs involved with completing the request, and cost of materials to complete the request.
Timeline:

The enforcement of this policy is ongoing.
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