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CITY OF PORTLAND 
UNIFORM PUBLIC RECORDS RBQUBST F-OIìM 

REQUESTOIT. TNFORMATION 
Date of llequest: 

Name: 

Mailing Addrcss: 

City, State Zip: Daytime Phone: 

En-rail Address: Fax: 

Prcferred method of contact: tr tr¿alt I Phone I Email f t'ax 

Is this req¡"rest related to a lawsuit in which the City of Portland is a parly, or a tort clain,s r.rotice filed with tlre City of 
Portland? nYes f]No 

Copies t'uay bc furnished without charge ol at a substantially rrduced fee if the custodian deterllines that the waiver or 
leduction of fees is in the public interest because making the record available priurarily be nefits the gcnelal public. Docs 
this request primarily benefit the genelal public? nyes f]No If Yes, please describe the public benefìt below. 

DESCRIPTION OIì RECORDS REQUESTED: 
Please desoribe the materials you are requesting in as much detail as possible: type of docurnent, date, author, title, etc. If 
you ueed rrrol"e room, please attach additional sheets. If your request includes personncl records, a signed release fi'om the 
en.rployee is required. Please indicate if you want to inspeot the records or if you necd certified copies of the records. If no 
indication is made, regular copies will be provided. 

The City will respond to your I'equest as sooll as pr:acticable and without unleasonable delay. 
If the estimated costs involved in fulfilling your request exceed $25, the Cify will advise you of the estimated costs
 
and require your approval before beginning work.
 
If the fee estimate exceeds $ 100, a 50% deposit may be required to begin work.
 
F'ull payurent of the total amoullt of costs incurred is required before the public records are inspected or copics ale
 
leleased. 

I I{AVE READ AND AGREE TO COMPLY WITH TIJE AIIOVE CONDITIONS, and turther agree to pay the cost of fulfilling this 
Public lìccolds lìeqr.test accorcliug to thc conditions set forth above. These costs lxay include thc cost ofsearching for records, revio.ving 
t'ecords to t'edact exempt tratetial, supelvising the inspection of recolds, copying records, certifuing rccords and rnailing recolds, including 
tliecostofsearchiugfot'records. Iagreetopayauraxirnumof$25withoutfurtherapproval. 

Signature of Requestor Date 
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For Office Use CITY OF POIITLANI)
 
Response UNIFORM IIESPONSE TO PUBI,IC RBCORDS REQUESTS
 

Date/by:	 The City of Poftland acknowledges receipt of your Public Records Request and
 
responds as follqws:
 

I I . Enclosed are copies of all re questecl public records for which the City does not olairn an exeurption frorn 
disclosure. 

$ payable in full at the time copies are provided. (For fees not exceecling $25.00) 

tr 	 2. The City will provide copies of all lequestecl pr-rblic records for which the City does not clairn an 
excmption from disclosure, as soon as practicable. 

-$ payable in full at the time copies are provided. (For fees not exceeding $25.00) 

I 3. Sorne or all of the public records lequested are exempt from disclosure and will be redacted or not 

--- (statc or fcdcral law) provided. 

n 	 4. The City requests additional inf'ormation or clarification befole the City can search for the records 
and rnake an appropliate responsc. Please contact to 
provide nrole detail on the type of docurnent, date, author', 1itle, etc 

n 	 5. The City is uncertain whether it possesses the public records, and will search for the records and 
rnake an appropriate response as soon as placticable. 

n 	 6. Thc City does not possess or is not the custodian of the leque sted public records. 

n7. (state or f'ederal law) prohibits the City from 
acknowledging whether the record exists; or acknowledging whether the record exists would result in the 
loss of f.ederal benefits or other sanctions. 

n 	 8. TheCityisthccustodianofatleastsonreofthcrequesledpubliclecordsanilanestimateofthetime 
and f'ees fbr disclosurc of the public records will be provided by the City within a reasonable tinre. 

n 	 9. The City is the custodian of af least some of the requested public recolds and the estimated fees exceed 
$25.00. Please sign and returrr the following agreement to proceed. 

Estimated time the City requires before the public lecords rnay be inspected or copies provided: 

Estimated I'ees that the requester must pay as a condition of receiving the public records: $ 
50% Deposit required to prooeed: $____. 
AGREEMENI"IO PAY COS'I' Olì' I'ROCEEDING WII H YOUR PUIìLlC IIECORDS REOUESI' rvhcn cstimated fccs 

Research/labor' excccd $25.00: 
charges A 50% deposit nray be required to proceed with yorìr requesl, lì'ull payurent of the total amount ol'costs incurred is requiretl before the 

public records are illspected or copics are released. 
$	 I HAVìl IìEAD AND AGIìIIE TO COMPLY WIl'H THE ABOVE CONDtTfONS, a¡cl fi¡rther agrce to pay thc cost of fulfìlling this 

Public lìecolds lìequcst aocot'ding to thc conditions set forth abovc. l'hese costs rnay ilclucle fhe cost of locating records, reviewing 
Reproduction Íccords to redact exempt Iratcrial, supetvising the inspection ofrecolds, copying records, certilying records and rnailing recortls, 
charges	 inoluding the cost of scârching lbr records, 

pgs 

i,*no,ur" ul tt"q,,".rn,	 Date 

Iìequestor Narne (Plcase typc or print clcarly) 

Total Plllt Rcd Âftcr signing. rcturn t(): 

l)ate 

http:tt"q,,".rn


City of Portland 
Public Records Requests 

Contact List 

Bureau/Office Contact Address 
Auditor's Office Toni Anderson Auditor's Office 

Council 1221 SW 4th Ave, Room i40 
Contracts Portland, OR97204 
Disbursements 

Auditor's Offrce Diana Banning City of Portland Archives 
Archives / 9360 N Columbia Blvd 
Historical Collection Portland, OP.97217 

(by appointment) 
Auditor's Office Andrew Bryans Auditor's Office 

Elections i221 SW 4th Ave Room 140 
Lobbyists Portland, OP.97204 
Progress Board 
Independent Police 
Review 
Audits 
Assessments, Finance & 

Foreclosure 
Ombudsman 
Hearings Office 

Cable Communications and David C. Olson Room 1305 
Franchise Management I 120 SW 5'h Avenue 

Portland. OP.97204 
City Attorney Kim Sneath Office Manager 

Ciry Attorneys Office 
1221 SW 4'h Avenue 
Portland. OR 97204 

Development Services (BDS) Alisa Cour Public Information Manager 
Bureau of Development Services 
1900 SW 4th Avenue, Suire 5000 
Portland. OR 97201 

Phone Number 
503-823-4022 

s03-823-463r 

503-823-4079 

email 
tanderson@ci. portland-or.us 

dbanning@ci. portland-or,us 

And¡eu'. Bryans@ci.portland.or-us 

503-823-4047 

s03-823-4017 
503-823-7250 $ax) 

ksneath@ci.portland. or.us 

coura@ci.portland.or.us 

Public Records Requests 

Contact List e45 
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Emergency Communications Glenndia Lemoine c/o Bureau of Emergency 503.823.0911 
(BOEC) Communications 

P.O. Box 1927 

Portland, OR97207 
Emergency Management Shelli Tompkins Portland Office of Emergency 503-823-4t87 
(POEM) Management 

1001 SW Fifth Avenue, Suire 650 
Portland. OR 97204 

Environmental Services 
(BES) 

Adele Leonard Environmental Services 
1120 SW 5th Ave., Rm. 1000 

503-823-7008 
503-823-5565 (fax) 

adelel@bes.ci. portland.or. us 

Portland. OR 97204 
Fire & Rescue Alissa Brumfield Portland Fire & Rescue 

55 SW Ash Street 
Portland, OR 97204 

Government Relations Mark Landauer Government Relations 
1221 SW 4'h Avenue, Rm.410 
Portland, OR 91204 

Housing and Community 
Development (BHCD) 

Beth Kave Housing & Community Development 
421 SW 6th Ave, Suite 1100 

bkave@.ci.portland.or. us 

Portland, OR 97204 
Human Resources (BHR) Wayne G. Ferrell City of Portland s03-823-3s12 pswavne@ci. portland.or. us 

Bureau of Human Resources 503-823-4156 (fax) 
I i20 SW 5th, Room 404 
Portland, OF.97204 

Management & Finance Attn: Public Records Office of Management & Finance 503-823-6806 
(oMF) Request 1120 SW 5th Avenue, Room 1250 503-823-5384 (fax) 

Laurel Butman Portland, OP.97204 
Princìpal Mgmt 
Analvst 

Neighborhood Involvement Office of Neighborhood Involvement 
(oNr) l22l SW 4th Ave, Room 110 

Portland, OR 97204 

Parks & Recreation Beth Sorensen Public Information Officer 503.823.5300 (office) beth. sorensen@ci. portland-or.us 
Portland Parks & Recreation 503.823.6634 (cell) 
1120 SW 5'h Ave, Suire 1302 503 .27 | .0309 (pager) 
Portland, OR 97204 

Public Records Requests 

Contact List 
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Planning Portland Planning Bureau 
1900 SW 4'h Avenue, Suite 7100 
Portland, Oreson 97 20 I -5380 

Police Bureau (PPB) Christopher Paille Portiand Police Bureau 
I 1 I 1 SW 2nd Avenue, Room i 126 

Portland, Oreson97204 
Sustainable Development 
(osD) 

Michael Armstrong Office of Sustainable Development 
721 NW 9th Ave, Suite 350 
Portland OR 97209 

Technology Services (BTS) Art Alexander Bureau of Technology Services 
1120 SW 5th Ave, Room 450 
Portland. OR 97204 

Transporlation (PDOT) Michael Tomsovic Portland Bureau of Transportation 
1120 SW 5th Ave Suite 800 
Portland OP.9'7204 

Water Bureau Jimmy Brown Manager 
Community Involvement & 
Information 
Portland Water Bureau 
1120 SW 5th. 6th Floor 

mannstron g@ci.portl and- or.us 

503-823-4893 aalexander@ci.portland.or. us 

503-823-5825 Michael.Tornsovic(al pdxtrans.org 

s03.823.3028 
503.823.6133 (fax) 

i brown@;water. ci.portland. or.us 

Public Records Requests 

Contact List 
12t13/2007 
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City of Portland
 
Standard Fees for Public Records Requests
 

FY 2007-08
 

Standard Co ees
 

tem Fee
 

S.5xllperside $0.25
 
8.5 x 14 nel side $0.25
 
ll x lTpelside s0.s0
 
24 x 36 ol larser uel'side s2.00
 
Color per side
 
(l lxlT or smaller) $1,50
 
Audio Cassette Tape s5.00 
CD s5.00
 
Ceúified Mail s5.00
 
Deposit 5070 over' $ 100.00 

DVI) $s.00
 
VHS Tape s I s.00
 

Microfi che/Microfrlnr þer Dase s0.3 s
 

Sanre as
 

Scan oer oase paper coDv
 

Supplemental Labor Fees 

Standard per-page copy fees include stafï time to 
retrieve and photocopy records. If your l'equest requires 
additional staff tirne, research or attorney levicw, 
additional labol fees rnay be charged. 

I Sec Cify Code Section 5.48.030 
Labor' I Actual cost of cmployce
Rcsealch I perforrning work which includes 
Altorney Review I hourly payroll rate, benefits and 

ovelhead. 

ecific Fees
 
Item Fee
 

llureau of Technolosv Services
 
Proiect Manasemcnt $78.7Olhour
 

Onlinc eMail searoh $68. 1 2/hour
 
E,mail Alchives 
Di scoverv/caoture/searcl'r $68. I 2/hour 
eMail recovery frorn tape and 
sealch per dav recoveled $6[ì.12lhour 
Wolkstation file search $68.1 2/hour 
Backup Tane l-lold $250.O0/week 

ific ees 
Item 
Archives and Records 

Scan - nhotos and nesatives 

Bureau of Emergency
 
Communications
 

911 Audio CD or CAD plintout
 
*Some rcquests niay incur additional
 
co¡ry oharf:es
 

Fire Bureau
 
Incident Report (up to 5 pages)
 

Incident Rcport (additional
 
pages)
 

Non-confidential Fire
 
Investigation Report (up to 5 

oases) 
Non-confidential Fire 
Investi gation Report (additional 
pacc)
 

Other Docurnent
 

Photosraph 3 x 5
 

PhotosraÞh 5 x 7
 

Photoslaph 8 x l0
 
Photoeraph l0 x l2
 
Audio and Video Tapc
 
Reproduction
 

Supelvised Recolds Insrlection 

OfIice of Mgmt & Finance 
CAFR 

Police Bureau 
Police Reoort lun to 5 nases) 

Police Reoort ladditional nases) 

Other Document 

Photosraph 3 x 5 

Photosraph 5 x 7 

Photosraph 8 x l0 
Photoslanh l0 x l2 
Audio and Video Tape 
lìeproduction
 

Narne Record Check
 

Ftinserorint Cards
 

Index Prints
 

Search Fee
 

Fee 

S10.00 oer imase 

$50.00 per hour. 1 

hour minimurn 

s 10.00 

$2.00 

$ 10.00 

s2.00
 

s0.50
 

s2.00
 

$5.00
 

s 10.00
 

$ 10.00
 

$ 22.50 þer hour
 
Actual cost of
 

emplovee
 

$25.00 Picked up
 
$35.00 Mailed
 

$ 10.00
 

$2.00
 

$0.50 per oase
 

s2.00
 

s5.00
 

$ 10.00
 

s r0.00
 

fì 7.50 each
 

$s.00
 

s5.00
 

$5.00 pcr oaee
 

$ 10.00
 

Public Iìeoords I{equests 

Standard Iìces 

Ilcv.12113/01 
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Cify of Portland Uniform Public llecords Request Form 

Requesting lìecords from the City of Portland 
Frequently Asked Questions 

Q: What is a public record? 

A: According to ORS 192.410(4) and the policy statement in ORS 192.420, a public 
record includes: 

Any writing that contains information relating to the conduct of the public's
 
business...used or retained by a public body regardless of physical form or
 
characteristics.
 

It is imporlant to note that the Public Records Law does not require the City to create a 
public record where none exists. This is especially true when it comes to data found in 
computer systems. 

Q: Iïrhy do I need to fill our this.þrm? 

A: To streamline the public records request process, the City of Portland has created a 
standard forrn, Using this form will guide your request and make sure City bureaus 
receive your contact information and a clear, written request. 

In some cases, an office may choose to have you use a more specific form that is suitable 
to their internal processes; or, if you have a straightforward request, an office may forgo 
requiring a form. 

Q: Ílow much will a public records request cost? 

A: The cost of your request is dependent upon several factors: the types of records you 
are requesting, the complexity of your request, and the amount of research/staff time 
required to procure the information, Costs could range anywhere from no charge for a 
single page document up to thousands of dollars for an extensive network email search. 
Please see the City of Portland's Standard Fees For Public llecords Requests lor a list of 
comlnon charges. If fees are expected to exceed $25.00, you will be given a cost 
estimate soon after you make your request. 

Q: Why do I have to pay a.fee? 

A: The Public Records l-aw expressly authorizes public agencies like the City to 
establish reasonable fees to be reimbursed fol the actual costs of making the records 
available. Actual costs include paper or other media and mailing expenses, as well as 
time spent locating, reviewing, redacting, copying, and supervising a person's inspection 

Public Records Requests - FAQ 
Version 1211112007 
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5. 

6. 

7. 

8. 

9. 

of original records in order to protect them. Actual costs also may include time spent by 
an attorney to review, redact or segregate records for possible exemptions. 

Q: One oJ'the choices is to "inspect the records. " What does rhis mean? 

A: All citizens have the right to look at public records and it is not always necessary to 
make copies. The City is committed to using sustainable practices and tries to make 
copies only when necessary. Inspecting records first may also reduce your costs if by 
reviewing you are able to better pinpoint what you need or are able to satisfy your need 
by simply reading the records. Please note that the law does exempt some records or 
information from being shared; if you request information that is in this category, you 
will be notified. 

Q: The./orm says that the City will respond to my request "ãs soon as practicable. " 
II/hat does this mean? What if'l want the records today? 

A: In many cases, an office will be able to accommodate your request the same day. 
Ilowever, some requests are more complicated and require research, additional staff time 
or may take time to gather and copy. The office may need time to review your request to 
determine what is needed to get you the information you seek. If this is the case, the 
office will assess your request and provide you a time and cost estimate. You can assist 
this process by being as specific as possible when you make your request. 

Q: llhat happens if you can't.find all of the records I want? Do I stilt need to pay? 

A: Depending on the complexity of your request and the time spent by the office 
searching for your records, the bureau may choose to charge you for the time they spent 
searching. You can assist this process by being as specific as possible when you make 
your request. 

Q: I made my request bul the ffice is saying that I need to go to another ffice to make 
lhe same request. why do I have to make my request in more rhan one place? 

A: There ale many bureaus in the city and sometimes they share aspects of 
responsibility, but maintain separate records. In these cases, it may be necessary to 
request information from more than one office or bureau in order to fulhll your request. 

If you are referred to another office, consult the City's Public Records Contact List for 
the name of the records coordinator within that bureau. Additionally, ask for a copy of 
your request form so you won't need to fîll out the same form twice. 

Q: T'he of/ìce saidthat lhe records Iwantedweren't available or that some o.f'the 
inþrmation is exempt. What do I do nov,? 

A: The State of Oregon requires all government agencies to provide an index to the type 

Public Records Requests - FAQ 
Version 1211112001 
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of records they create or manage and this index also includes how long the records need 
to be legally maintained; this index is called a Records Retention Schedule and can be 
found online at: http ://www.portlandonline.com/auditor/index.cfm?c:27 1 73. It is 
always helpful to review this list before making your request because it may assist you in 
making the request to the right office and may indicate whether the records you seek are 
still available. 

If the offìce tells you that your requested records are exempt and they cannot share the
 
infonnation with you, they also need to tell you why and provide you with a citation to
 
the relevant law exempting the disclosure. In some cases, it is possible to provide you
 
with the records with protected information removed,
 

l0.Q: Ihaveanongoinginterestinaparticularsetofrecords. Maylsubmitonerequest
qnd be noti/ìed vihenever there is an updale or new records are available? 

A: No. A new request must be made each time. 

If you would like additional information about public records, the Attorney General's public 
records and meetings manual / State o/'Oregon, Department oJ'Justice is available in public 
libraries or may be ordered fi'om the Attorney General's Office. 

An additional resourc e is A Quick Reference Guide to Oregon's Public Records Law, which 
can be found on open oregon's website: http://www.open-oregon.corn/ 

Public lìecords Requests - FAQ 
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