
 
DEM/Division of Law Enforcement 
ACCESS TO PUBLIC RECORDS  

INTERNAL PROCEDURE 
 
 
1. The DEM/Division of Law Enforcement shall appoint a Public Records Officer. 
 
2. The DEM/Division of Law Enforcement shall provide the name of its Public 

Records Officer, business address and phone number to the Department of 
Attorney General. 

 
3. The DEM/Division of Law Enforcement adopts the language of the public notice 

placard and agrees to maintain it in a prominent place in the lobby of the police 
station. 

 
4. The DEM/Division of Law Enforcement adopts the Access to Public Records 

Procedure.   
 
5. The DEM/Division of Law Enforcement agrees to maintain copies of the Access 

to Public Records Procedure at its front desk for distribution to the public.  
 
6. The DEM/Division of Law Enforcement adopts the Public Records Request 

Form.  
 
7. The DEM/Division of Law Enforcement agrees to maintain copies of the Public 

Records Request Forms at its front desk and shall make them readily available, as 
well as pens or pencils, to the public for completion. 

 
8. The DEM/Division of Law Enforcement understands and respects the right of the 

public to access public records, and will treat citizens requesting public records 
with courtesy consistent with the Department’s Rules and Regulations. 

 
9. The DEM/Division of Law Enforcement recognizes that it must respond to a 

public records request within ten (10) business days.  If, due to the request, we 
must seek an extension of an addition twenty (20) business days, we must inform 
the requester within the initial ten (10) day period of the need for an extension.  If 
we do not send the extension letter or respond to the request within the initial ten 
(10) days, our inaction is considered a denial and we may have waived our 
defenses if a court action is filed. 

 
10. If we need advice as to whether a document is a “public record” we will promptly  

contact the Civil Division of the Department of Attorney General for an advisory 
opinion.   

 



11. The Public Records Officer or his/her designee should review the initial arrest 
report and other public documents to ensure that the privacy rights of individuals 
are maintained and informants or law enforcement techniques are redacted and 
not disclosed, utilizing the attached reference guide “checklist”.   

 
 
12. The Public Records Officer shall maintain a central file of all Public Records 

Request Forms.  The file will contain the completed request forms once the 
request has been fulfilled or responded to.  It is understood that in many instances 
the DEM/Division of Law Enforcement provides public records that are readily 
available to the requester without requiring them to complete the Public Records 
Request Form. 
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