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        Public Records Request 
 
 

Date: ________________________ 
 
 
Applicant: _________________________________________________________________ 
 
 
Legal Residence: ___________________________________________________________ 
 
Mailing Address: ___________________________________________________________ 
 
 
Specific Public Records Requested for Disclosure: ________________________________ 
 
_________________________________________________________________________ 
 
Dates of Period: ___________________________________________________________ 
 
_________________________________________________________________________ 
 
 
 
Signature: _____________________________________ CONTACT No._____________________ 
 
Date:  ________________________________________ 
 
 

Public Records Disclosure Policy 
It is the policy that all Division Records, not otherwise exempted from disclosure by statutory or case law, shall be 
opened for public inspection with the least possible delay and expense to the requesting party.  Toward this end, 
most records may be inspected at the Division’s Office with minimal delay.  The Division may require up to ten (10) 
days to copy requested records. The cost for coping public records is .25 for each page.  Records involved in 
enforcement proceedings may not be available pending the closure of the enforcement action. 
 

There will be a $5.00 fee per copy for a CD copy of requested records 
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