TOWN OF LONGBOAT KEY
PUBLIC RECORDS INFORMATION

Employee Name:

(Please Print) Department:

Supervisor: Extension:

By signing below, employee acknowledges he/she has received an overview of the
Public Records and Sunshine Law as it pertains to the Town of Longboat Key and
agrees to abide with established procedures for retention of public records and
Sunshine Law compliance.

Date of Request:

Employee Signature:

Town Clerk’s Signature:

For Town Clerk’s Office Use Only

Date: Scheduled Training Date:

=] Completed overview of Public Records Law
[ Provided E-Mail Disclaimer Language
12]] Completed overview of Electronic Records

By:

Z:\Town Clerk\Records Management Plan\Employee Forms
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TOWN OF LONGBOAT KEY PUBLIC RECORDS POLICY
TOWN CLERK’S DEPARTMENT

RESEARCH PROCEDURES AND PRODUCTION

The Town Clerk, as custodian of the public records of the Town of Longboat Key,
shall produce all requested records on file in the Town Clerk's Department in a
reasonable time frame as outlined in Chapter 119 of the Florida Statutes.

All records on file in the Town Clerk's Department may be reviewed and inspected by
the public at any reasonable date, time and within view of the records custodian or
Deputy Clerks.

Record requests must specifically identify the subject documents by name and date
and by as much other information as possible to aid in locating the documents; while
staff will cooperate as fully as possible in providing documents, the Town has no
legal obligation to perform research when insufficient information has been provided
by anyone requesting documents.

The Town Clerk's Department will accommodate members of the public who
research documents. The Town adheres to guidelines set forth by the Florida State
Archives as it applies to researchers.

Researchers may bring pencils, blank paper, spiral and ring notebooks and legal
pads into the office. Any notebook or pad which contains folders must be examined
and the folders emptied. Briefcases, backpacks, purses, and portfolio bags are
prohibited in the research area. Also prohibited are ink pens, felt tip pens, and
highlight markers of any type. Pencils are furnished.

Researchers may not have any food or beverages in the records area.

DOCUMENT COPIES
A. REPRODUCTION
All photocopying of paper records or dubbing of tapes shall be done by the

records custodian or Deputy Clerk. Photocopying of records and dubbing of
tapes will be handled in a timely manner.



B. COST

When the nature or volume of records requested to be copied is extensive,
a special service charge may be made in addition to the actual cost of
duplication; in accordance with State law this charge shall be based upon the
labor cost of the personnel providing the service.

A charge of $.15 shall be made for each one-sided copy of not more than 14
inches by 8-1/2 inches. A charge of no more than an additional $.05 shall be
made for each two-sided copy. (As provided in F.S. 119.07(1)(a).)

A charge of $1.00 per copy shall be made for a certified copy of a public
record. '

Audio tapes shall be dubbed at a cost of $15.00 for each tape.

1. DISPOSITION OF PUBLIC RECORDS

All public records shall be retained or disposed of in accordance with State of Florida
guidelines.

V. When there are questions concerning public records on file with the Town of
Longboat Key not covered in this policy, Chapter 119 of the Florida Statutes shall be
considered Town policy.

Revised: October 1993
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[ Message I Insert Options Format Text @J
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 Format panter (| B 1I[®2 - A || E{3E W|[5 €| Adaress check | Atach Atach Business Catendar Signature | s

Cluphouq : "* { E i ani:l’gxt ; | ~_ Names 37 i !pdgag i

] [ |

t

P

~

«

|

|

|

§ LowImportance | Spelling . |
iEssPed. |

|

Options & |Proofing

This message has not been sent.

L [0 [
= e )|

Send

Subject: [

To-setup-a-"Signature™feature-in-Microsoft-Outiook]

~Open-a-new-message. |

-~Click-on-"Signature”tab-on the tool-bar,-and-from the-drop-down -select-"Sign atures. |

~Anewwindow will-open-with-an-*E-mail-Signature™and-‘Personal-Stationary"tabs.~Select"E-Maif-Signature "§j
~Select“New"and-name-your-signature file {] ;
.--Begin‘typing<your~message«thatvyou~want-to-insen~on~your-e4nails.--(You-have~options-to-select-font-type~and-size).1]
~When-complete,select-"OK."q|

o-insertyourmessage:||

1 .--Open-a-newmessagé-or-fonvard~a~message.1]

2.-Type-in-e-mail-contents §]
3.~When~complete,-seIect-”Signature"-tabon-IheAtool~bar,~and-from<the~drop-down-menu,-click~on-the-name‘you-assigned-tomessage.ﬁ
4.-Send-message.

1
1
1
Town-of-Longboat-Key-« L]
(941)-316-1999-

www.longboatkey.orgf]

No(e:°~Florida‘has:a-very-broad-public-_records-law.--UnderFlorida-law,'e-mail-addresses~are-consi_dered-public-records.°-lf'you-dolnot‘wam'yow'e-maﬂ =

A A=A O B W N ==

il

AT'- start & N

E-Mail Disclaimer

Note: Florida has a very broad public records law. Under Florida law, e-mail addresses
are considered public records. If you do not want your e-mail address released in
response to a public records request, you should not send electronic mail to this entity.
Instead, you may wish to contact our office by phone or in writing. All written
documents are also considered public records and open for inspection upon request.



