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CITY OF WINSTON 

PUBLIC RECORDS INSPECTION OR REQUEST POLICY 

Section 1.  Making a Public Records Request or Request to Inspect Public Records 

A. A request for public records, or inspection of public records, that are in the custody 
of the City of Winston may be made by submitting a written request on the city’s 
Public Records Request Form to: 

a. Mark Bauer, City Mgr./Recorder 
b. Ann Munson, Finance Director 
c. Katie Starkel / Court Clerk 
d. Sandi Koberstein / Police Dept. Administrative Assistant 

Mailed to this address: 201 NW Douglas Blvd., Winston, OR. 97496 or; 
e. By email at mark.bauer@cityofwinston.org 
f. By email at ann.munson@cityofwinston.org   
g. By email at katie.starkel@cityofwinston.org  
h. By email at records@winstonpd.com 

The form can be found on the City of Winston’s web site at www.winstoncity.org or can be 
picked up at City Hall, 201 NW Douglas Blvd. during normal business hours. 

B. The request may be submitted in person, or by mail or e-mail and must include the 
following: 

a. Name and address of the person requesting the public record 
b. Telephone number or other contact information for the person or company 

representative requesting the public record 
c. Sufficiently detailed description of the record(s) requested to allow the City of 

Winston to search for and identify responsive records. 
C. The request should: 

a. Be dated. 
b. Be signed by the person or company representative requesting the public 

record. 

Section 2.  Timeframe for Receiving or Inspecting Requested Records 

 A. Upon the City of Winston’s receipt of a completed Public Records request form, 
the city’s Public Records Request Officer will notify the requester in writing, either by email or 
letter, within five (5) business days that the city has received the request and that: 

a. The request is complete and that the city will provide the requested records 
within a reasonable amount of time, to be determined based on the specific 
records requested; or, 

b. The request is not clear and additional information is requested and that 
once the city receives the additional information the city will provide the 
requested records within a reasonable amount of time based on the specific 
records requested; and 

c. Whether or not the record request requires the compilation of city data into a 
public record and that it will complete the work and provide the record in a 
reasonable amount of time based on the specific records requested; 

d. For records requested for inspection, the city will notify the requester, within 
a reasonable amount of time, where and at what time the public records will 
be available for inspection; and 

e. The city will provide an estimate of the cost involved in providing the public 
record(s). 
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f. If the City of Winston estimates that responding to the public records 
request will exceed $25.00 the City requires prepayment of estimated fees 
before taking further action on a request. 

Section 3.  Calculation of Fees for Responding to Public Records Request 

A. The City of Winston calculates fees for responding to public records requests in the 
following manner: Refer to Resolution 21-1006 “Fee Schedule”  

a. Documents: 
i. Individual Copies, black and white/color  

 $0.25/$0.50 
ii. Archival Copies, black and white/color   

 $0.50/$0.75 
iii. Meeting Audio CD      $15 
iv. Police Reports      $10 
v. Accident Reports      $12.50 

b. Transmitted Documents: 
i. Transmitted by Fax     $0.25/page 
ii. Transmitted by email     $0.25/page 

c. Electronic Documents: 
i. CD         $15 
ii. Thumb Drive      $15 

d. Labor charges including researching, locating, compiling, editing, or 
otherwise processing information and records: 

i. Staff Time (1/2 hour minimum) See STR in Res. No 21-1006    
e. Actual cost for use of material and equipment for producing copies of 

nonstandard records. 
f. The actual cost for delivery of records such as postage and courier fees. 
g. Actual attorney fees charged to the City of Winston for the cost of time spent 

by the City Attorney in reviewing the public records, redacting material from 
the public records or segregating the public records into exempt and 
nonexempt records.  

Section 4.  Reduction or Free Copies 

A. Pursuant to ORS 192.440(5), the City of Winston may furnish copies of public 
records without charge or at a reduced fee if the City Manager, Records Custodian, 
Court Clerk or Police Records Clerk determines that the waiver or reduction of fees 
is in the public interest because making the record available primarily benefits the 
general public. 
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City of Winston                              Public Information/Records Request                                      03.22.2022cms 
  

PUBLIC INFORMATION 
REQUEST FORM 

Date             ____________ 
Rec’d by       ____________      
Assigned to  ____________ 
Staff time     ____________ 
Doc Copies   ____________ 
Total Due     ____________ 
Receipt#       ____________ 

Public information is defined in ORS 192.410 – 192.505 and in the Attorney General’s Public 
Meetings and Records Manual.  The sources referenced also list several limited circumstances 
under which a public body may decline to release certain information. 
 
Because the identity and motive of the person seeking disclosure of a particular public record may 
be relevant in determining whether a record is exempt from mandatory disclosure under a 
conditional exemption (i.e., whether the public interest requires disclosure), please provide the 
following information: 
 
Requester’s Identity: 
 Name:             
 Mailing Address:_ ___________________________________________________________ 
 City/State/Zip:           
 Phone:             
 
Requested Information / Record(s): 
 Please give a brief statement describing the requested information/record(s).  If you need 
 more area to describe the requested information, please attach a second page. 
             
             
             
             
             
  
 
Purpose of Request: 
 Please give a brief statement as to the purpose of your request. 
             
             
             
             
             
 
With my signature, I agree to pay all research, copy, supervision fees and deposits required. 
 
 Signature:      Date:      
 
All requests for inspection or copies of City records shall be submitted to the Public Records 
custodian, City Manager, Court or Police records clerk for response.  The city’s response will be 
pursuant to the City of Winston’s policy for request, inspection and copying of City records.  A copy 
of such policy is attached for your review. 
 
Approved by:         Date:               
 
Title/Dept.       ______________________________________                                   


