
RESOLUTION NO. 2008-2771 
 
 

A RESOLUTION ADOPTING A CITY WIDE RECORDS REQUEST 
POLICY AND REPEALING RESOLUTION NO. 2003-2414, WHICH 
REVISED THE PUBLIC RECORDS FEE SCHEDULE 

 
 

RECITALS: 
 
1. On  January 6th, 2003, City Council approved Resolution No. 2003-2414 adopting a revised 

Public Records Fee Schedule amending the Public Records Fee Schedule adopted July 6, 
1998, by Resolution 1998-2122. 

 
2. To date, staff has followed informal departmental records request procedures with no formal 

records request policy approved by Council.  
 
3. On January 1, 2008, SB 554 went into effect, which modified the Oregon Public Records 

Law represented in the Oregon Revised Statutes (ORS) 192.410-505.  This Bill requires 
Cities to publish a written records request policy stating the name or names of persons 
requests must be submitted to, fees associated with the request, manner of fee calculations, 
and staff must provide a written response to requests with at least one of the following: 

• A statement that the public body is not in possession of the requested records; 
• A request from the public body clarifying the request; 
• Copies of the requested records; 
• A statement that the public body is in possession of at least some of the requested 

records, the amount of time the public body needs before the records will be 
available to the requestor, and a cost estimate for providing the records; 

• A statement that the public body is uncertain if it is in possession of the records 
and the amount of time the public body needs to search for the records; or 

• A statement that the public records are exempted from public disclosure under 
State and Federal Laws. 

 
4. The City of Newberg desires to adopt a policy addressing the procedure for records requests 

of non-exempt records and to be in compliance with the Oregon Public Records Law, ORS 
192.410-505.  Each department will be responsible to establish a policy addressing records 
requests of exempt records. 

 
THE CITY OF NEWBERG RESOLVES AS FOLLOWS: 
 
1. The City desires to maintain rules that provide reasonable access to non-exempt public 

records, hereafter referred to as records, and approves the following records request policy: 
 
 Section 1. Right to Inspect Public Records.  Per ORS 192.420 every person has the 

right to inspect any non-exempt public record held by a public body.  
Requests for such City records must be made under the Oregon Public 
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City of Newberg 
Public Records Fee Schedule 

Effective March 4, 2008 
 
1. Research Requests.  These fees are in addition to any copy, shipping, and handling 

fees.  When research is less than 15 minutes, research fees may be waived. 
a. General records research...................................................... $35.50/hour 
b. GIS research......................................................................... $39.20/hour 
c. City Attorney research ......................................................... $92.10/hour 
d. Records research requiring special staff ...........................staff time cost 

2. Paper copies and prints.  Fees noted are for one sided copies.  For two-sided copies, 
fees are double those shown.1 

a. Letter or legal size, black and white ......................................$0.25/copy 
b. Letter or legal size, color .......................................................$1.00/copy 
c. Tabloid size (11”x 17”), black and white ..............................$0.50/copy 
d. Tabloid size, color..................................................................$2.00/copy 
e. Copies larger than tabloid, up to 28” x 36”, black and white $5.50/copy 
f. Prints (from large size printer) up to 28” x 36” ...................$15.00/print 
g. Copies larger than 28” x 36”, black and white ........... $1.00/square foot 
h. Prints (from large size printer) larger than 28” x 36” . $2.50/square foot 
i. Copies by third party.............................................................Cost + 25% 
j. Self-service copies (in Library) .............................................$0.15/copy 
k. Certified as true copy..........$10.00/first page and $0.25/page thereafter 

3. Electronic copies.  Fees noted are in addition to research fees.  Two-sided originals 
are counted as two pages. 

a. Electronic documents or file copied to CD or DVD.............$13.50/disk 
b. Electronic documents sent by e-mail, FTP, or loaded to customer provided 

compatible media 
i. Less than 10 MB and 10 files ......................... no additional cost 

ii. 10 MB, 10 files, or greater2 ..............................................$12.00 
c. Paper documents scanned to PDF format, up to 11” x 17” ...$0.15/page 
d. Paper documents scanned to PDF, up to 28” x 36” ...............$4.50/page 
e. Larger documents scanned to PDF ........................................hourly cost 

4. Other copies 
a. Copies of Audio Tapes3 ........................................................$37.00/tape 
b. Copies of Video Tapes..........................................................$39.00/tape 
c. Prints of photographs4 (up to 4” x 6”) .... $15.00/first, $1.00/photo after 
d. Prints of photographs, larger...................................... $15.00/first + cost 

                                                 
1 Large format copies or large packet requests where third party copying is used will be charged at cost + 
25%. 
2 Very large requests charged at research hourly rate.  Technology limits both on sending and receiving 
ends may preclude sending documents via e-mail or other methods. 
3 Costs are for copies of magnetic tapes.  For copies of digital audio or video files, use electronic copies 
schedule. 
4 Costs are for prints made from negatives, slides or other prints.  Photocopies of photographs may be made 
at the copy rate.  Electronic copies of digital photo files may be made at the electronic copy rate.  










