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Public Records Request Policy & Fee Schedule

Purpose:

The Tahoe Douglas Visitor Authority (TDVA) through its Board of Directors (Board) adopts this Policy to
provide members of the public with guidance on TDVA’s procedures for providing members of the public with
access to public records and to provide guidance to the TDVA on how it will process public records requests.

Definitions:

1. Public Record: all public books and public records of the TDVA in accordance with NRS Chapter
239, the contents of which are not otherwise declared by law to be confidential. This phrase includes the
following: a record that the TDVA required to be created or submitted, a record that was used to conduct or
facilitate business, a record distributed to other offices or agencies for formal approval or reporting, and a record
that documents official business action such as what happened, what was decided, who was involved, and when
it happened.

2. Actual Cost: means the direct cost incurred by the TDVA in the provision of a public record,
including, without limitation, the cost of ink, toner, paper, media and postage. The term does not include a cost
that the TDVA incurs regardless of whether or not a person requests a copy of a particular public record.

3. Copy of Public Record: includes all formats of the record provided in response to a request,
whether provided in paper, electronic or other format.

4, Transitory Records: certain records, including certain email, known as transitory (temporary)
records, may be public records, but because of their limited value, they do not have to be retained and can be
destroyed based on the TDVA's retention schedule. Such transitory records may be released if a public records
request is received by the TDVA prior to the routine destruction of the transitory records.

5. Nonrecord Material: for retention purposes, these documents are not official records and do not
have to be kept or maintained, including routing slips or routing emails; unofficial or incomplete or extra copies;
reference files and drafts; unofficial notices, unsolicited announcements, invitations, or other materials that are
not filed as evidence of official agency business; or personal items which pertain to an individual’s affairs and do
not relate to or effect the TDVA’s business, such as professional association documents, personal correspondence
or business, or personal political or campaign documentation.

6. Readily Available: has the meaning ascribed to it in NRS 239.860.

7. Extraordinary Use: is the extensive use of information technology resources or extensive use of
staff time. Examples of extraordinary use include, without limitation, a request for a voluminous quantity of
records containing a substantial number of records, a request requires the agency to review a large number of
records to local the records requested, redacting confidential information that the requester is not entitled from
information that the requester is entitled requires extensive copying, or location records that the requester is
entitled requires computer programming.
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Policy:

1. General Policy: The TDVA will respond to public records requests in accordance with the Nevada
Public Records Act (NPRA) and this Policy.

2. Request Process: A person requesting a public record may submit the request in writing to
info@tahoedouglasva.org. The request should be as concise as possible and drafted to make a focused and clear
request for an identifiable record that exists at the time of the request, such as a contract, invoice, or report.

3. Legal Custody or Control: All public records that the TDVA has legal custody or control of will be
made available for inspection and copying or copies of such records provided to the requester, unless otherwise
declared by law to be confidential or privileged. Only public records that exist at the time of the request are
considered public records. A request for general information, including an answer to a question, is not a public
records request and is not subject to the NPRA. The TDVA is not obligated to create a record, generate new
documents, conduct research, analyze or clarify data, or answer questions in response to a public records
request.

4, Confidential/Privileged Records: If the requested public record contains confidential or privileged
information, the TDVA will not deny a request, if it is possible for the TDVA to redact, delete, conceal, or separate
the confidential or privileged information from the information in the public record that is not otherwise
confidential or privileged. If the TDVA cannot reasonably redact, delete, conceal, or separate the confidential or
privileged information form the information in the public record that is not otherwise confidential or privileged,
the TDVA may deny the request for such record. If the TDVA denies a public records request because the public
record, or a part thereof, is confidential or privileged, the TDVA will provide the person, in writing: i) notice of
that fact, and ii) a citation to the specific statute or other legal authority that makes the public record, or a part
thereof, confidential or privileged.

5. Fees: Except as otherwise set forth in this policy or applicable law (NRS 239.052), the following fee
schedule is applicable for providing a copy of a public record.

a. General Fees:
i. Black and white copies, up to 8.5” x 14”: $.05/per page
ii. Color copies, up to 8.5” x 14”: $.50/per page
iii. Compact Disc/DVD: S$5/per disc
iv. Certified true copies: $5/per page
b. Postage:
i. The requestor is responsible for estimated postage.
c. Court reporter transcripts:

i. In addition to the actual cost of the medium in which the copy of the transcript is
provided, the fee charged for a copy of each page of a court reporter transcript is the fee
per page, as set forth in the contract between the TDVA and the court reporter. See NRS
239.053.

d. Payment:


https://tahoedouglasva.org/contact/

e.

O

o=2 TAHOE DOUGLAS

a¥ VISITORS AUTHORITY
i. Payment may only be made by check or money order payable to the “Tahoe Douglas
Visitors Authority.”

Estimates: If the estimated fee exceeds twenty-five dollars (525.00), the TDVA may require a
deposit from the person requesting a copy of the record. The TDVA will provide the person with
advanced written notice of the estimated amount of the fee if the estimated fee exceeds
twenty-five dollars ($25.00).

The TDVA will not be required to fulfill the public records request, and any timeframe for doing so will be
automatically stayed, until the person makes a deposit in an amount of the estimated fee.

Once a request is fulfilled and prepared for release, the TDVA may request payment of the fees prior to releasing
the records to avoid situations where the TDVA provides the records, but the requester fails to submit payment.

f.

g.

6.

Extraordinary Use Fees: If a request for a copy of a public record would require TDVA to make
extraordinary use of its personnel or technological resources, the TDVA may, in addition to any
other fee authorized pursuant to this Policy and applicable law, charge a fee for such
extraordinary use.

i. Upon receiving such a request, the TDVA will inform the requester of the amount of the
fee before preparing the requested information.

ii. The fee charged by the TDVA will be reasonable and based on the cost that the TDVA
actually incurs for the extraordinary use of its personnel or technological resources. The
fees charged for extraordinary use of personnel or technological resources may not exceed $.50
per page, pursuant to NRS 239.055(1). After calculating the staff time and other extraordinary
costs incurred in fulfilling the request, if these costs exceed $.50 per page, the extraordinary use
costs will be reduced to equal $.50 per page. If costs for extraordinary use of personnel or
technological resources compute to less than $.50 per page, then the actual extraordinary use per
page costs will be charged.

iii. Because the TDVA is a small organization with fewer than four full-time staff members, any
request taking more than thirty (30) minutes of staff time, excluding the time spent
locating, retrieving, and refiling a requested public record, will be deemed extraordinary.

Except for extraordinary use fees, the TDVA will not charge a fee for searching for, retrieving, or
reviewing public records. However, if there is confidential or privileged information within a
record that must be redacted, the actual costs for such inspection, redaction, and production will
be charged in accordance with this Policy.

This fee schedule is subject to change.

Timing and Response(s): Not later than the fifth business day after the date on which the TDVA

receives a written public records request, the TDVA will do one or more of the following, as applicable:

a.

Except as provided in subsection 6(d) below, i) allow the person to inspect or copy the public
record, or ii) if the request is for the person to receive a copy of the public record, to provide such
a copy to the person.
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b. If TDVA does not have legal custody or control of the public record, provide the person, in writing:
i) notice of that fact, and ii) provide the name and address of the governmental entity that has
legal custody or control of the public record, if and to the extent known by the TDVA.

c. Ifthe TDVA is unable to make the public record available by the fifth business day after the date
on which the TDVA receives a written public records request, provide to the requester of the
record, in writing, a notice of that fact by that date and the earliest date and time after which the
TDVA reasonably believes the public record will be available. As the TDVA is a small organization,
the processing time to collect produce public records can be several weeks or months.

i. If the public record is not available to the requester by that date and time, the TDVA will
provide the requester, in writing, an explanation of the reason the public record is not
available and a date and time after which the TDVA reasonably believes the public record
will be available.

d. If a public record is within TDVA’s legal custody or control and is readily available, the TDVA will
allow a person who has submitted a request to inspect, copy, or receive a copy of the public
record as expeditiously as possible.

e. Requests for copies of meeting minutes, meeting agendas, meeting support materials, and
meeting audio recordings, if any, will be satisfied at no charge for the first request for the
requester. Meeting minutes will be retained for at least five years from the date of the meeting;
audio records will be retained at least one year from the date of the meeting.

NOTE: We are pleased to make accommodations for members of the public who are differently abled. Please notify the TDVA in
writing at PO Box 6777, Stateline, NV 89449, info@tahoedouglasva.org, or call (775) 589-2052 if assistance is needed.

A copy of this Policy will be posted on the TDVA website and in a conspicuous location at following locations: Douglas County Library,
Minden Branch, 1625 Library Lane, Minden, NV; City of South Lake Tahoe, CA City Offices, 1901 Lisa Maloff Way, South Lake Tahoe,
CA; El Dorado County Library, South Lake Tahoe Branch, 1000 Rufus Allen Blvd, South Lake Tahoe, CA; Kahle Community Center, 236
Kingsbury Grade Rd, Stateline, Nevada.
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