Town of Sorrento
FOAA Policy Regarding Requests for Public Records
1. If a citizen wants to inspect the records in person, the requester must make an appointment with staff at the Town Office for a time during office hours when it is convenient for the staff.
2. Or requester can ask for copies to be made and mailed to them,           (there is a fee for this).
3. A FOAA Public Records request form must be filled out, either by requester or by Town Office.
4. FOAA request do not require a reason.
5. Request form is kept in FOAA binder.
6. Town Office must acknowledge the request within 5 working days.
7. Request must be fulfilled in a “reasonable amount of time” based on the nature of the request.
8. A private citizen is not allowed to have unsupervised access to municipal records.
9. Records may not be lost, altered or damaged.
10. [bookmark: _GoBack] If your request requires a memory stick you must purchase one from the Town Office for $5.00. You may not supply your own, as to prevent viruses as stated under government guidance.  
11.  State rules for copy fees are currently $.10 per page, and for staff time over the first 2 hours are $25 per hour. Fees may change. 
FOAA NOTICE
For your convenience,
FOAA requests to access public documents
will be honored by appointment only for
adequate accessibility
