
 

LEXIPOL - WASCO COUNTY SHERIFF’S OFFICE POLICY MANUAL 

804.4  PROCESSING REQUESTS FOR PUBLIC RECORDS 
State 

Any office member who receives a request for any record shall route the request to the Custodian of Records or 
the authorized designee. 

804.4.1  DENIALS 
State 

If the Custodian of Records determines that a requested record is not subject to disclosure or release, the 
Custodian of Records shall inform the requestor in writing of that fact and state the reason for the denial. When 
the denial is pursuant to federal or state law, the specific law shall be provided to the requester (ORS 192.329). 

When asserting that a record is exempt, the written statement of denial shall include a statement that the 
requester may seek review of the determination pursuant to Oregon Law as identified by ORS 192.329. 

If the denial is challenged by the requester by petition to the Attorney General or the District Attorney, the Office 
will have the burden to support the denial (ORS 192.401; ORS 192.415). 

804.4.2  REQUESTS FOR RECORDS 

State 

The processing of requests for any record is subject to the following (ORS 192.324; ORS 192.329): 

a. Requests for public records shall be made in writing. 
b. The Office is not required to create records that do not exist. 
c. Within in five business days of receiving a written request to inspect or receive a copy of a public record, 

the Custodian of Records or authorized designee shall acknowledge receipt of the request or complete 
the response to the request.  

d. A written acknowledgement shall advise the requester of one of the following: 
1. The Office is the custodian of the requested record. 
2. The Office is not the custodian of the requested record. 
3. The Office is uncertain whether the Office is the custodian of the requested record. 

e. As soon as reasonably practicable but not later than 10 business days after acknowledgement of a 
receipt of the request, the Custodian of Records shall: 

1. Complete the response to the records request or; 
2. Provide a written statement that the request is being processed and a reasonable estimated date 

on when the response should be completed based on the information currently available. 
f. A request for records is considered complete when: 

1. Access or copies of the requested public records are provided to the requester, if no exemption 
applies or an explanation is provided to the requester where the records are publicly available. 

2. A written statement is sent to the requester that an exemption exists and that access is denied. 
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a. When a record contains material with release restrictions and material that is not subject 
to release restrictions, the restricted material shall be redacted, and the unrestricted 
material released (ORS 192.338). 

1. A copy of the redacted release should be maintained in the case file for proof of 
what was actually released and as a place to document the reasons for the 
redactions. If the record is audio/video, a copy of the redacted audio/video 
release should be maintained in the office-approved media storage system and a 
notation should be made in the case file to document the release and the 
reasons for the redacted portions. 

3. A written statement is sent to the requester that the Office is not the custodian of records for the 
record requested. 

4. A written statement that state or federal law prohibits the Office from acknowledging whether the 
record exists or would result in the loss of federal benefits or other sanctions. This statement shall 
include the state or federal law citation relied upon by the Office. 

g. If a fee is permitted under ORS 192.324(4) and the requester has been informed, the request is 
suspended until the requester has paid the fee or the Office has waived the fee. If the fee is not paid 
within 60 days of informing the requester of the fee or the Office has denied a request for a fee waiver, 
the request shall be closed. 

h. If necessary, the Custodian of Records or the authorized designee may request additional information or 
clarification for the purpose of expediting the response to the request. The response to the request is 
suspended until the requester provides the requested information, clarification, or affirmatively declines to 
provide the information or clarification. If the requester fails to respond within 60 days, the request shall 
be closed. 

i. If the public record is maintained in a machine readable or electronic form, a copy of the public record 
shall be provided in the form requested, if available. If the public record is not available in the form 
requested, the public record shall be made available in the form in which it is maintained (ORS 192.324) 

 

 


