North Central Missouri College
Open Records Request Policy

A. Purpose

B.

To clearly define North Central Missouri College policy regarding public information requests.

North Central Missouri College (the College) is a public institution, subject to the State of Missouri’s
Sunshine Law. The College will address all public information requests consistent with provisions
outlined by RSMo Chapter 610.023 — Missouri Sunshine Law.

C. Procedures

1. All public information requests, or questions must be submitted to the Custodian of Records.

Mail: North Central Missouri College

ATTN: Kristi Harris, Custodian of Records

1301 Main Street

Trenton, MO 64683
E-mail: kharris@mail.ncmissouri.edu
Phone: 660-357-6205
When making the request, please describe the records as specifically as possible. If asking for
records that cover only a particular period (such as a particular semester or a specific month),
please identify that time period. If only the general subject matter of the records is known,
indicate all records relating to the subject matter are being requested.
Following the receipt of the written request by the Custodian of Records, an initial response will
be made by the end of the third business day.

. The Custodian of Records does not have access to all records. In most instances, the Custodian

of Records will have to contact the campus department(s), where the records are housed, so
they can perform a search, obtain the records, and forward them to the Custodian of Records.

. The College will strive to produce all documents as quickly as possible. If the College is unable

to fulfill the request within three business days OR if the request cannot be fulfilled, the
Custodian of Records will provide a written explanation.
Certain information may be redacted from the documents received, as allowed by law.
In some instances, there will be a cost to fulfill the request. The Custodian of Records will
inform the requestor of the cost and require prepayment in the form of check, money order, or
by credit card to begin the response.
a. Processing Fee
i. Fees required for processing public information requests can include copying, research,
setup and shipping costs. (See Processing Fee Schedule) At no time should the total
processing fee exceed the actual cost of processing the request.
1. Fees will be assessed when any of the following apply
a. More than 20 hard-copy pages must be copied or scanned
b. It will take longer than one hour to retrieve documents responsive to the
request
c. The response will require computer programming or database extraction
2. Processing Fee Schedule
a. Copying Fee: Institutional Print Rate
b. Research/Setup Fee: Estimated cost of employee’s hourly rate of pay
based on salary and benefits.
c. Shipping Fee: Actual costs of shipping materials and postage.
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d. Miscellaneous fees, including CDs or flash drives, requested or required
for transmission of the request, will be assessed based on actual cost.
3. The Custodian shall maintain a log of all processing fees collected. After
collection and logging, all moneys received as processing fees shall be remitted
to the Business Office for deposit to the College general fund.
8. Upon determining proper actions, the Custodian will complete the following:
a. Requests Requiring Processing
i. Requests with No Fee
1. Forward the request to the appropriate department(s) for research.
2. Compile results.
3. Plan for the delivery or pickup of the request.
ii. Requests with a Fee
1. Determine the appropriate fee for processing the request, utilizing the fee
schedule outlined in these Procedures. Inform the requestor that payment is
required prior to processing of the requested information.
2. After collecting the processing fees, forward the request to the appropriate
department(s) for research.
3. Compile results.
4. Plan for the delivery or pickup of the request.
b. Requests Ineligible for Processing
i. Notify the requestor that access is denied and the reason, including the statute
authorizing the denial.
D. Responsibilities
1. The Custodian of Records is responsible for the timely execution of the Public Information
Requests process. This includes receiving and disseminating requests, fee collection and
completion of requests.
2. All college departments/employees are responsible for timely gathering of responsive materials
and providing them to the Custodian of Records.
E. Implementation
Policy approved and adopted by the Board of Trustees on

R 8/14/2024



