EARLY POLICE DEPARTMENT

P.O. Box 3100 Early, Texas 76803

(0fc) 325-646-5322 (Fax) 325-646-3621
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OPEN RECORDS ACT - PROCEDURES
This form is to be given or mailed to each requestor of Open Records.

Please return this form to the Early Police Department, attention department Secretary; (by mail) PO Box 3100, Early, Texas 79803 or (hand deliver) 960 Early Blvd Early, Texas 76802. 

REQUESTOR INFORMATION
Date of Request:_________________________
Name: ________________________________________________________________

Address: ______________________________________________________________ 

City/State/Phone________________________________________________________

Notice to Requestor
The City of Early will comply with all provisions of the Open Records Act. Pursuant to the opens records act, the City is authorized to charge a fee for the authorized reproductions of requested information. A fee schedule is attached; All fees are due and payable prior to the release of information. The City will promptly and usually not later than ten (10) working days after the receipt of the open Records Request, 

Records Requested – Please give a detailed description of records requested. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Requestor’s Signature: ____________________________________________________ 

********************************************************************************************************** 
Total Charges 

________________ 

Requestor Signature 
_____________________________________

Prepared By _____________________________________Date/Time _______________ Notes ________________________________________________________________________________ 

Open Records Costs of Reproduction
	CITY OF EARLY POLICE DEPARTMENT

	Offense Report 
	$1.00 first page, $0.25 each additional page (charge is per report) if same calendar year
	$1.00-

 1st  pg

	Accident Report
	Obtain from the Police Department
	$6.00

	Fingerprints (Ink only)
	Mon-Tues-Thurs-Fri.

8:30am-11:30am and 1:00pm-2:30pm

Wednesday  1:00pm-2:30pm
	$10.00

	Open Records Request 

Charges are from current Attorney General recommended charges and are subject to periodic reevaluation and update by them. 

	Copy Charge
	Standard paper copy (From office machine copier or a computer print out.

	
	Per page or any part of page
	$0.10

	Non Standard Copy
	Charges in this section are to cover the materials onto which info Is copied and do not reflect any additional charges, including labor, that may be associated with a particular request

	Picture on Disc
	Per disc
	$5.00

	Digital video
	Per DVD Disc
	$3.00

	LABOR
	Charge for locating, compiling, manipulating data and reproducing public info
	

	If under 51 pages
	Documents in same building
	$0.00

	If 51 pages or over
	Documents in same building
	$15.00

	If under 51 pages in same building
	To redact, blackout or otherwise obsecure confidential infor pursuant to mandatory exceptions of the Act
	$0.00

	If 51 pages or over in same building
	To redact, blackout or otherwise obsecure confidential infor pursuant to mandatory exceptions of the Act
	$15.00

	If under 51 pages
	Documents NOT in same building or adjoining building


	$15.00

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


David Mercer, Chief of Police 
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