Open Records Act – Documentation of Request

1. Requester’s Name:      
Address:     
Telephone No#      
Fax No#      
E-Mail Address:      
2. Date request received:       
3. Request delivered by:  

	Mail      
	Fax      

	E-Mail      
	Phone      

	 Visit      
	Other      


4. Person responding to request      
Division/Office      
5. Type of records requested:      
6. Describe any records exempt from ORA:      
7. Date requester informed of availability/nonavailability of records:      
8. Date records made available:      
9. Number of documents (approx. number of pages) made available:      
10. Number of copies provided:      
11. Man hours required to respond to request:      
12. Problems responding to request:      
13. Comments:      
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