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Public Records Request (PRR):  Custom Request: Without 3rd Party Notification
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*If 7 Working Day deadline cannot be met, a 
written explanation for the delay must be 

provided to the Requestor



Public Records Request (PRR):  Custom Request: With 3rd Party Notification

Initial
Payment 

Enclosed?

Review by Public 
Records Officer 

(PRO)

Request Initial 
Payment (Due 

within 10 
workdays)

Requestor

Initial 
Payment 

Received by 
deadline?

Evaluate and 
Research Request; 

Acknowledge 
Request

PRR: 
Custom

No

Yes

Requestor

Payment 
Request

Yes

A

Close Project

A

Requestor
PR Request Acknowledgement

Notify 3rd Party: 10 
Working days to 
get court order

3rd Party

Protective 
Order Rec’d?

Payment

Final 
Payment

Received by 
deadline?

Provide redacted 
information within 7 

Working Days of 
Receipt of Final 
Payment or of 

deadline for court 
order (whichever 

occurs last)*

All requested
documents
Protected?

Notify RequestorRequestor Close Project

Requestor

Requested
Information, as redacted

Yes

Yes

Notice: 
Nothing to provide

No

3rd Party 
Notification

Memo

Court
Order

Deadline
For Court

Order
Passed or notice 
from 3rd party to 
release records?

No Yes

Requestor

Copy: 3rd Party Notification Memo

No

Develop cost & 
schedule for 

providing 
information

Cost > initial 
fee?

Request Final 
Payment (due 

within 10 
workdays)

Requestor

PR Invoice Memo Final Payment

Yes

No

Yes

No
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provided to the 
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