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[s it related to public business? GOVT. CODE 62 5 O, et
ISIT A REQUEST FOR CONSIDER Is it in the Agency’s constructive Seq.
“PUBLIC RECORDS?” possession?
’ Document Request or Interrogatory?
NOTIFY AND ISIT “FOCUSED AND
ASSIST SPECIFIC?”
REQUESTOR
NOTIFY AND DOES IT SEEK AN
ASSIST “IDENTIFIABLE C e troad dulv burd -
REQUESTOR RECORD?” annot be “overbroad or unduly burdensome
Not required to undertake extraordinarily

’ extensive or intrusive searches

NOTIFY AND CONSIDER Search need only be reasonably calculated to
ASSIST locate responsive documents
REQUESTOR CAN RECORD BE FOUND
WITH “REASONABLE Seek extension from 10 days to 24 days for
EFFORT?” .
CONSIDER response if: (1) I‘.leed to search for and colle(.:t
records from offices separate from responding

office; (2) need to search/collect/examine

‘ voluminous separate and distinct records; and

(3) extension sought by Agency head/designee

NOTIFY AND IS ANY REQUESTED
ASSIST DOCUMENT PRIVACY
5 CONSIDER
REQUESTOR EXEMPT? TRADE SECRET
ATTORNEY-CLIENT
’ ATTORNEY WORK-PRODUCT
Agency may charge the ———— PENDING LITIGATION
requestor for staff time spent DENY PERSONNEL MATTERS
on data compilation or CONSIDER DATA;ES;JIRIETDHTO REQUEST AS LAW ENFORCEMENT RECORDS
extraction to construct a €0 W ) TO EXEMPT CODE ENFORCEMENT RECORDS
record that does not already REQUEST: DOCUMENTS DELIBERATIVE PROCESS
exist VOTER REGISTRATION
’ PRELIMINARY OR DRAFT
_ p IT SECURITY RECORDS
Direct Cost o CALCULATE OFFICIAL INFORMATION
Duplication or IS THERE AN
AND MEDICAL RECORDS
Statutory Fee? CONSIDER ALLOWABLE PROVIDE LIBRARY RECORDS
_ DUPLICATION
May include the cost COST? ESTIMATED ARCHITECTURAL PLANS
of the person ' COST LICENSEE FINANCIALS
operating the PERSONAL CONTACT INFO
copier? ‘ CONTRACTOR PAYROLL
TEST QUESTIONS
COMPLY CALCULATE
WITH REAL ESTATE APPAISALS
REQUEST AND ENGINEERING EVALUATIONS
PROVIDE PRE-AWARD BID DOCUMENTS
ESTC“(\)/'?TTED PUBLIC INTEREST “CATCHALL”




