22 “Custodian” refers to the District’s Manager or his or her designee mandated directly or
indirectly, to create, maintain, care for or control a public record.

2.3 “Public Record” has the meaning established in OR 192.311(4). In general, it refers to
any writing containing information relating to the conduct of the public’s business, including but
not limited to court records, mortgages, and deed records, prepared, owned, used or retained by a
public body regardless of physical form or characteristics. A record may be handwritten, typed,
photocopied, printed, microfilmed, or exist in an electronic form such as email or a word
processing document, or other types of electronic recordings.

Section 3: Procedures.

3.1  Public Records Request. All public records requests must identify the public records
requested and be submitted in writing and directed to:

Crook County Vector Control District
Attention: Public Record Custodian
1197 SE Fairgrounds Road
Prineville, OR 97754
crookcountyved@gmail.com

Note: Requests to create a new record are not public records requests. The District is not
obligated under the Oregon Public Records Law to create new public records where none exist in
order to respond to requests for information.

3.2  Initial Response to Public Records Request. After receiving a request for a public
record, the District will reply to the requester within five (5) business days with one or more of
the following responses:

e A statement that the District does or does not have custody of the requested public
record(s);

¢ Copies of all requested public records for which the District does not claim an exemption
from disclosure under ORS 192.311 to 192.78;

e A statement that the District is the custodian of some responsive records, an estimate of
time in which copies will be provided or inspection will be available, and an estimate of
the fees the requester may pay prior to receiving the records.

e A statement that the District is uncertain whether it possesses any requested records and
that it will search for the requested records and respond as soon as practicable; or

e A statement that state or federal law prohibits the District from acknowledging whether -
the record exists and a citation to the relevant state or federal law.

3.3 Clarification of Request. If the District receives an unusual request, or the scope of the
request is unclear, the District may request additional clarification before responding to the
request. Once the District makes a request for additional information or clarification, its
obligation to complete its response to the request is suspended until the requester provides the
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