TOWN OF ORANGE
392 U.S. Route 302, Orange, VT 05641
(802) 479-2673 - Orangevt.org
townclerk@orangevt.org

PUBLIC RECORDS REQUEST POLICY
Adopted Pursuant to 1 V.S.A. §§ 315—320

1. PURPOSE
The Vermont Public Records Act, 1 V.S.A. §§ 315—320, guarantees public access to
municipal records unless exempt from disclosure.

The purpose of this Policy is to establish reasonable procedures for responding to public
records requests in a timely, orderly manner while protecting Town records and
minimizing disruption to municipal operations.

2. APPLICABILITY

A public record includes any written or recorded information produced or acquired
during Town business. Public records may exist in paper or electronic form, including
emails, text messages, digital files, scanned records, and records maintained on personal
devices when used for Town business.

This Policy applies to public records maintained by the Town of Orange, including
records held by elected officials, appointed officials, boards, commissions, committees,
employees, and departments acting on behalf of the Town.

The Town Clerk shall serve as the primary coordinator of public records requests unless
another Town official has custody of the requested records.

The Town is required to provide existing public records as required by law but is not
required to create new records, conduct research, answer questions, prepare summaries,
or compile information in a format that does not already exist.

3. PUBLIC RECORDS REQUESTS
Requests for public records may be made orally or in writing. Written requests are
encouraged to ensure clarity and efficient processing.
A Public Records Request Form may be requested when:
o Records are not readily accessible;
o Records may be exempt from disclosure;
o The request is broad or unclear;
o The request may involve copying or staff-time charges.
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If a requestor declines to complete a form or makes a verbal request, the Custodian can
document the request by recording or by writing based on information provided

The Custodian shall retain all written requests and responses.

4. RESPONSE TO REQUESTS
The Town shall respond to requests in accordance with Vermont law.
Within three (3) business days of receiving a request, the Town shall:
1. Provide the requested record(s);
2. Deny the request in whole or in part in writing;
3. Request clarification; or
4. Notify the requestor that additional time is required.

The Town may extend the response period for up to ten (10) additional business days
when:

e Records must be collected from multiple custodians or locations;

o The request involves a voluminous number of records;

» Legal review or consultation with Town officials is necessary.

If additional time is required, the Town shall notify the requestor in writing and provide
the reason for the extension and anticipated response date.
If records are withheld in whole or in part, the Town shall provide written notice
identifying:

o The legal basis for denial or redaction;

e A brief statement supporting the denial; and

o The name and title of the person responsible.

When only a portion of a record is exempt, exempt information shall be redacted and
the remainder produced when reasonably possible.

5. INSPECTION OF RECORDS

Public records shall be available for inspection during regular business hours.
Inspection may be supervised and reasonably managed to protect records and minimize
disruption to municipal operations.

The Town may provide copies in place of original records when appropriate.
Electronic records shall be provided in the format maintained whenever reasonably
practicable.
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6. COSTS AND FEES
The Town may charge fees as authorized under 1 V.S.A. § 316.
Fees may include:
e Actual copying costs;
o Postage or shipping costs; and
« Staff time exceeding thirty (30) minutes associated with searching, reviewing,
redacting, and preparing records.
The current fee schedule shall be maintained separately and approved by the
Selectboard.

Upon request, the Town shall provide a good-faith estimate of anticipated costs.
For requests reasonably estimated to exceed $100.00, the Town may require a deposit

of up to 50% of the estimated cost before processing.

All fees must be paid before records are released.

. APPEALS
If a request is denied in whole or in part, the requestor may appeal to the Chair of the
Orange Selectboard pursuant to 1 V.S.A. § 318(c).

The Selectboard Chair shall issue a written determination within five (5) business days
after receipt of the appeal.

Final determinations may be appealed to the Vermont Superior Court pursuant to 1
V.S.A. § 319.

8. ADOPTION

The foregoing Public Records Request Policy is adopted by the Selectboard of the Town
of Orange, Vermont, this_{3  day of Xx . , 2026.
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This Policy shall take effect immediately upo%?ﬁ%ption and remain in effect until

amended or repealed.

Vice Chair g
/A ( A
Member " M} Qﬁw /}\ M&’""'{l@u
i%%w o \\ \
\m_« )

3|Page




