§ 34.05 INITIAL REQUEST WITH IMMEDIATE INSPECTION.
(A) Any person desiring to inspect or copy the public records of this city shall make a
request for inspection at the office of the City Clerk/Treasurer during regular office hours, except
during legal holidays. The official custodian, or the custodian acting under the authority of the
official custodian, may require a request to inspect public records to be in writing, signed by the
applicant and with the applicant's name printed legibly on the application. A written request to
inspect public records may be presented by hand delivery, mail or via facsimile, if one is
available.
(B) If the custodian determines that a person's request is in compliance with this chapter
and the open records law, and the requested public records are immediately available, the
custodian shall deliver the records for inspection. A person may inspect public records at the
designated office of the city during the regular office hours, or in appropriate cases, by receiving
copies of the records through the mail.
(C) If the public records are to be inspected at the offices of the city, suitable facilities
shall be made available in the office of the City Clerk/Treasurer or in another office of the city as
determined by the official custodian or custodian for the inspection. No person shall remove
original copies of public records from the offices of the city without the written permission of the
official custodian of the record. When public records are inspected at the city offices, the person
inspecting the records shall have the right to make abstracts and memoranda of the public
records and to obtain copies of all written public records. When copies are requested, the
custodian may require advance payment of the prescribed fee.
(D) Upon proper request, the city shall mail copies of the public records to a person
whose residence or principal place of business is located outside of the county after the person
precisely describes the public records which are readily available and after the person pays in
advance the prescribed fee.

