CITY OF NEW AUBURN
DATA REQUEST POLICY

DATE COUNCIL APPROVED: November 14, 2011

Right to Access Public Data

The Data Practices Act (Minnesota Statutes, Chapter 13) presumes that all government data
is public unless a state or federal law says the data is not public. Government data is a term
that means all recorded information a government entity has, including paper, email, CD-
ROMs, photographs, etc.

You have the right to look at (inspect), free of charge, all public data that we keep. You also
have the right to get copies of public data. The Data Practices Act allows us to charge for
copies. You have the right to look at data, free of charge, before deciding to request copies.

How to Make a Data Request

To look at data or request copies of data that the City of New Auburn keeps, make a written
request. Make your written request for data to the City Clerk. You may make your written
request for data by mail, fax, or email.

The City of New Auburn cannot require you, as a member of the public, to identify yourself
or explain the reason for your data request. However, depending on how you want us to
process your request (if, for example, you want us to mail you copies of data), we may need
some information about you. If you choose not to give us any identifying information, we
will provide you with contact information so you may check on the status of your request. In
addition, please keep in mind that if we do not understand your request and have no way to
contact you, we will not be able to begin processing your request.

How We Respond to a Data Request
Upon receiving your written request, we will work to process it.

* If we do not have the data, we will notify you in writing as soon as reasonably possible.

« If we have the data, but the data is not public, we will notify you in writing as soon as
reasonably possible and state which specific law says the data is not public.

* If we have the data, and the data is public, we will respond to your request appropriately
and promptly, within a reasonable amount of time by doing one of the following:

« arrange a date, time and place to inspect data, for free, if your request is to look at the data,
or

* provide you with copies of the data as soon as reasonably possible. You may choose to pick
up your copies, or we will mail or fax them to you. If you want us to send you the copies, you
will need to provide us with an address or fax number. We will provide electronic copies
(such as email or CD-ROM) upon request if we keep the data in electronic format. The City
of New Auburn has the right to charge for copies according to our fee schedule, all fees must
be paid before the request is processed.



If you do not understand some of the data (technical terminology, abbreviations or
acronyms), please let us know. We will give you an explanation if you ask.

The Data Practices Act does not require us to create or collect new data in response to a data
request if we do not already have the data, or to provide data in a specific form or
arrangement if we do not keep the data in that form or arrangement. (For example, if the data
you request is on paper only, we are not required to create electronic documents to respond to
your request.) If we agree to create data in response to your request, we will work with you
on the details of your request, including cost and response time.

In addition, the Data Practices Act does not require us to answer questions that are not
requests for data.



Data Request Form — Members of the Public
City of New Auburn

Date of request:

I am requesting access to data in the following way:
Note: inspection is free but we charge for copies.

Inspection
Copies
Both inspection and copies

These are the data | am requesting:
Note: Describe the data you are requesting as specifically as possible. If you need more
space, please use the back of this form.

Contact Information
Name:

Address:

Phone number:
Email address:

You do not have to provide any of the above contact information. However, if you want us to
mail you copies of data, we will need some type of contact information. In addition, if we do
not understand your request and need to get clarification from you, without contact
information we will not be able to begin processing your request until you contact us.

The City of New Auburn will respond to your request as soon as reasonably possible.

This policy shall be formally approved and adopted by the City Council.



