CITY OF WILLITS

REQUEST TO REVIEW FILES AND/OR RECORDS
I hereby request to review the following files and/or records maintained at the office of the City of Willits specifically:

​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

I request copies of:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

NAME (Please print):______________________________________________________

SIGNATURE:____________________________________ DATE:_________________

MAILING ADDRESS:  (to be completed if photocopies are requested to be mailed)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

CITY OF WILLITS

POLICY REGARDING

PUBLIC ACCESS TO FILES AND RECORDS

In general, files and records are public documents and may be reviewed by anyone upon request during normal office hours.

Certain files, records, or documents may be exempt from public access under the provisions of the Government Code (see Government Code Section 6254 et. seq).

1.
In order to assist City staff in the identification of requested records, the City 
requests that the request for records be in writing on a form provided by the City.  
However, any request for an identifiable record, whether presented orally or in 
writing, will be compiled with in accordance with the Public Records Act.  City 
staff will assist in the identification of any requested record(s).
2.
Material will be made available only during normal office hours.

3.
Reviews are to be made at a time and in a manner that will not interfere with 
normal office operation.

4.
All reviews are to be made in the office and in the presence of a Department 
employee.

5.
No material or document shall be allowed to leave the Department office.

6.
No material or document is to be removed from any file; nor is any material or 
document to be destroyed, damaged, written upon, marked, or changed in any 
way.

7.
Photocopies of letter size material will be available at the rate of $.10 per page.

8.
Copies of construction plans, specifications, design calculations, and similar 
proprietary documents may be exempt from disclosure.

9.
Within ten (10) days from receipt of a request for records, the City will notify the 
person making the request of its determination as to whether any requested 
records are exempt from disclosure, and the specific reason why such records are 
believed to be exempt.  All records, which are not exempt, shall be made 
available for inspection and copying.
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