Alachua County Property Appraiser
Public Records Policy

Purpose:
The purpose of this Policy is to establish a Policy for maintaining Public Records and responding to Public Records Requests made to the Alachua County Property Appraiser (ACPA).

Policy:
Florida Statutes, Chapter 119, Florida’s Public Records Law, provides a right of access to the Public Records of state and local governments and agencies. A ‘Public Record’ is defined by Florida’s Public Records Law, and includes all materials made or received by the office of the Alachua County Property Appraiser in connection with official business which are used to perpetuate, communicate, or formalize knowledge. The purpose of this Policy is to provide direction and coordination to departments, divisions, and deputies in the office of the Alachua County Property Appraiser regarding Public Records and Public Records Requests. 
-The Alachua County Property Appraiser will select a Records Management Liaison Officer (RMLO), or Records Custodian to whom all Records Requests will be forwarded.
-The contact information of the RMLO or Records Custodian will be available on the website of the Property Appraiser and at the front desk.
-Upon receipt of any request, the RMLO will inform the requestor that their request is being worked on, and the requestor will receive updates as they become available.
-Identifying information for the requestor and a reason for the public records request are not required to submit a request. A requestor submitting a name, email address and/or phone number with their request is helpful in the event additional information or direction is needed.
-The RMLO will inform the requestor of the estimated fees or costs associated with the compilation of the records being requested and must agree to pay it prior to a detailed search to assemble the requested records. Prior to the disbursement of records, the RMLO will collect payment from the requestor.
- In accordance with FL Statute 119.07, any records that are made confidential from disclosure cannot be disclosed. Other records may be made exempt from release, meaning ACPA may refuse to disburse them to a requestor under certain circumstances specified in the statutes. The RMLO will inform the requestor of the statutory basis on which they are denied access to a confidential or exempt record.



Records Retention Policy
All state government records are subject to retention schedules. When a record has passed its retention date and considered obsolete, superseded or administrative value has been lost, it may be disposed of in a secure manner to ensure no confidential information is improperly handled. If a record is retained beyond its retention date, it will be scanned electronically, and the physical copy will be disposed of. Records retained after the applicable retention period are subject to a public records request.

Masking of Public Records Policy
Individuals who qualify for masking of personal information under FS 119.071(4) may apply for confidentiality. The original application must be signed and notarized. Scanned copies of notarized applications will not be accepted. Supporting documentation verifying the applicant qualifies under FS 119.071(4) may be requested. A protected individual may request access to their information or unmask their information entirely through a notarized application.

Records Destruction Policy
During the fiscal year, there will be approximately three (3) mass dispositions handled by an independent disposal company. All other dispositions will be handled in-office. All dispositions must be accounted for and recorded on the Records Management Compliance Statement by the Records Custodian. 

Request Cost Calculation Policy
A record request may incur a fee based on the following:
       - Florida law allows for the imposition of a special Service Charge to be paid by the Requestor. F.S. 119.07(4)(d), provides that if a Public Records Request “requires extensive use of information technology resources or extensive clerical or supervisory assistance by personnel of the agency involved, or both, the agency may charge, in addition to the actual cost of duplication, a special service charge, which shall be reasonable and shall be based on the cost incurred for such extensive use of information technology resources or the labor cost of the personnel providing the service that is actually incurred by the agency or attributable to the agency for the clerical and supervisory assistance required, or both.”
The first thirty minutes of time needed to fulfill the request is free. If a request requires over thirty minutes, continuously or cumulatively, the requestor will be charged the loaded hourly rate of the employee qualified to handle said records. The requestor will be given an estimate of the fee and will be refunded the excess if the actual cost to process the request is lower than the estimated fee received.

The calculation for costs associated with requests is as follows (Loaded Rate):
Multiply hourly wage by .35% and add that on top of hourly wage. Then multiply that by how many hours worked on request.

In the interest of public safety and welfare, the fee associated with requests will be waived for government entities, including the offices of constitutional officers, the courts, law enforcement agencies, and other governmental departments. 
