OPEN  RECORDS  POLICY
OF



[Insert  Name  of  Utility]


Section 1.
Principal Office and Business Hours.
The principal office of the  
[Insert Name of Utility]



 is located at   [Insert Street Address] 




 ,    [Insert City]

, Kentucky 
[Zip Code]
.  The regular office hours are from 

 A.M. to 
    P.M., Monday through Friday, except for holidays.

Section 2.
Official  Custodian.  For purposes of the Kentucky Open Records Act (KRS 61.870 to 61.884), the Official Custodian of the Utility’s public records is the 
[Insert Title,  e.g. General Manager]

.  The Official Custodian’s office is located at the utility’s principal office.

Section 3.
Availability of Public Records.  The public records of the Utility are open for public inspection at the Utility’s principal office during regular office hours, subject to the provisions of the Kentucky Open Records Act.

Section 4.
Procedure for Requesting Public Records.  Any person desiring to inspect the Utility’s public records shall file a written request with the Utility’s Official Custodian.  Application forms for the inspection of the Utility’s public records shall be furnished upon request.  Assistance in completing the application form will be provided by an employee in the Utility’s principal office, if requested.

Section 5.
Response to Request for Inspection.  Within three (3) business days from receipt of the written request, the Utility shall make the requested public records available for inspection or the Utility’s Official Custodian shall provide written notice to the applicant.  The notice shall contain a detailed explanation of why the records will not be available for inspection within three (3) business days and shall state the place, time, and earliest possible date on which the public records will be available for inspection.
Section 6.  Fees.  Copies of written material in the Utility’s public records shall be furnished to any person requesting them on payment of ten (10) cents per page.  Copies of non-written records (photographs, maps, material stored in computer files or libraries, etc.) shall be furnished upon payment of a charge equal to the actual cost of producing copies of such records by the most economic process not likely to damage or alter the record.

Section 7.  Effective Date.  This policy shall take effect immediately upon its adoption.


Adopted this 

 day of 

, 2011.


[Insert Name of Utility]




BY: 








Name and Title

ATTEST: 








Secretary or City Clerk
