Town of Oneida - Public Records Policy
Effective Date: May 15, 2025

Purpose: In accordance with the Tennessee Public Records Act (T.C.A. § 10-7-501 et seq.), the
Town of Oneida adopts this policy to provide the public the fullest possible access to public records
while preserving the integrity and organization of government records.

Public Records Request Coordinator (PRRC):
The Town Recorder-Treasurer is designated as the PRRC. The PRRC shall:

e Receive public records requests
e Make records available for inspection or duplication
e Deny requests when appropriate
e Coordinate with departments and respond promptly

Requesting Public Records:

e Inspection Requests: May be made orally or in writing.
e CopyRequests: Must be made in writing using the Town’s approved Public Records
Request Form.
e Submission Methods: In person, by mail, or via email. Faxed requests are not accepted.
o Forms submitted via email to publicrecords@oneidatn.gov Subject: “Public
Information Request”

Form and Process:

e Requests for copies must be made in writing using the Town’s approved Public Records
Request Form AND include the requester's name, contact information, description of the
records sought, and intended use (if relevant).

e The Town will respond to all requests within 7-10 business days.

Fees and Charges:

Fees will be assessed in accordance with the Tennessee Comptroller’s Office of Open Records
Counsel (OORC) schedule:

e First hour of labor: Free

e Additional labor: Charged at the hourly wage of the employee(s) fulfilling the request
e Copies: $0.15 per page (black and white), $0.50 per page (color)

e Postage and delivery charges apply if mailing is requested

Exempt Records: Records deemed confidential under state or federal law will not be disclosed.
Requesters will be notified in writing if access is denied, with citation of the legal basis.

Review and Amendment: This policy shall be reviewed at least once per legislative session of the
Board of Mayor and Aldermen, or as needed to remain in compliance with applicable provisions of
the Tennessee Code Annotated.
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