
PEOSTA
Open Records Po[iry

2. Backqround. The City of Peosta (the City) is subjectto lowa's "Open Meetings" taws
(lowa Code Chapter 21) and "Open Records" taws (lowa Code Chapter 22). lowa Code
Chapter 22 contains a broad definition of pubtic records. The term inctudes "at[ records,
documents, tape or other information, stored or preserved in any medium." At present,
"in any medium" includes paper records, tape, computer hard drives, discs, microfiche,
and other fitm. This definition is comprehensive and applies without respect to either
the nature or purpose of a record or the City's reason for keeping it.

There are exceptions that protect certain records and documents from public disclosure. A
number of these exceptions are listed in lowa Code Chapter 22; others are provided

etsewhere in the lowa Code or by federal statute. Federal laws protect certain types of
personaI information from disclosure unless a law enforcement subpoena is provided, such

as an individuat's sociaI security number and cabte viewership history. Additionatty, various

categories of information routinety handled by the City are considered confidentia[ and

therefore protected from disctosure. These categories inctude but are not limited to:

A. ConfidentiaI business information of the City;

B. PersonneI records;

c. PersonaI identification information;

D. City Attorney communications that are protected by state or federa[ [aw;

E. Customer usage orconsumption data:

F. ConfidentiaI information received from other municipatities, utitities,
regutatory agencies or law enforcement;

G. Copyrighted materiaI or trade secretsi

H. Data processing software, except for records otherwise considered pubtic

and separabte from the software; and

l. Hometand security and emergency management ptans.

As an organization subject to lowa's Open Records [aw, the City may incur expenses and

staff time to respond to records requests. The law requires the City to compty with
records requests within reasonabte time limits and permits the City to charge
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l. Puroose. This Open Records Policy defines the procedures and fees associated with
handting open records requests made to the City of Peosta.



reasonable fees reftecting the costs to produce copies and for staff to procure and
prepare docu ments.

Government bodies are subject to suit for atteged violations of the Open Records [aws.
Citizens may file lawsuits to challenge government decisions to c[ose a meeting or to
keep records confidentiaL. A finding of a vio[ation may resutt in the voiding of officiaI
government action or payment of money damages. lt is in the best interest of the City
and its citizens that the City compties with appticabte Open Records Laws.

3. Goats. The goaLs of this poticy are to provide direction on the handLing of records requests;

to standardize fees and costs associated with responding to records requests; and to
promote consistent comptiance with the appticabte Laws.

4. Desiqnated Custodian for Chapter 22 Open Records Matters. lowa Code Section 22.1(2)

requires government bodies to delegate an official or emptoyee as its "tawfuI custodian"
responsibte for implementing the requirements of lowa Code Chapter 22 and to provide

that information to pubtic. The City's "lawfuI custodian" is the City Cterk, or any employee
delegated such responsibiLities by the City Cl.erk.

5. lnformation Needed for Processino an Open Records Request. Records requests may

come in the form of a Letter, email, or fax. ln order to accuratety and timety process a

records request, the City needs to know the fu[[ extent of the request and how to contact
the requestor (name, address and phone number) in case the Clerk has any questions or
concerns. lf at aLL possibte, the requestor shouLd put his or her request in writing using the City's

Open Records Request Form. Requests for information shoutd identify the requestor and

need to be sufficiently specific in order to a[[ow City staff to accuratety identify the
records being sought and timeLy respond to the request.

6, Routine and Non-Ro utine Records Requests.

A. Routine Requests. Routine records requests are those that are expected to
be compteted within 30 minutes and invotve less than 10 pages of materiat.

Routine records requests may be handLed directly bythe department invoLved

with notice of the request. Examptes of routine records requests inctude but
are not Limited to a customer's request for copies of his or her own bitting
records, requests for meeting minutes or agendas, and requests for copies of
specific resotutions or ordinances.

B. Non-Routine Requests. Non-routine records requests are those that are

expected to take longer than 30 minutes to comptete or involve more than 10

pages of materia[. City staff shou[d provide a copy of any non-routine records

request to the City Clerk immediately upon receipt. The City Cl.erk wil.l"

coordinate the response to a[[ non-routine records requests with affected
departments through the chain of command.



7. Re uestor's Options for Examininq or Copyinq Records.

A. ln-person Examination of Records. Persons seeking pubtic records wlthin the
control of the City may examine such records at City HatL between the hours of
7:30 a.m. and 4:30 p.m., Monday through Thursday, and Friday, B:00 a.m. to noon,

except City holidays, and appointments are required. ln-person examinations
witl be coordinated by the City Clerk. Adequate notice is required for in-person
examinations as prior review and redacting of confidentiaI or otherwise protected

information may need to occur prior to a requestor's in-person review. ln-person
examinations will be supervised by City staff and conducted in a manner as

directed by staff to prevent destruction, m isa pp ropriation, maniputation or
disorganization of the original materiats. After examination, persons seeking

copies of pubtic records need to specificaLty and ctearly indicate which records

are req uested for copying.

B. Personal Review Not Required. Requestors are not required by law to be

personalty present for the examination of records and, therefore, may ask that
the City examine its records and provide copies of records that correspond to the
request in accordance with the terms and conditions of this poticy.

8. Form of Response to an Ooen Records Request. lt is City policy to provide electronic
copies of records. Responses provided in any other media are at City discretion and may
incu r additionaI fees.

9, AppLicabte Fees. The City's Open Records Policy Fee Schedule (a separate
document), as updated from time to time, applies to atl records requests. The City wiLL

provide 30 minutes of City staff time free of charge to respond to each requestor monthty.
Under the Fee Schedute, a financiaL deposit may be required, and if required, no work wit[
begin on a request untiL the deposit is received.

10, Estimated Response Time. City staff shouLd not be expected to abandon or negtect

their regu[ar pubtic duties to compty with an open records request and thus need sufficient

time to make and deliver requested copies. The anticipated response times below are

approximations:

Number of Pages Requested

110

Anticipated Response
Time

3 fuLt business days

11- 100 4 fuLL business days

101- 500 7 fu[L business days

501 1,000 10 futl business days

1,001+ 20 fut[ business days

Each additiona[ 1,000 pages
(or increment thereof)

10 fuLL business days per

additiona L 1,000 pages



The City strives to respond to open records requests within 20 business days, but the
above response times are estimates and therefore are not firm. lf the requested
materiaI potentia[[y contains confidential information or is otherwise exempt from
disclosure, additionaI time may be required for review and possible redacting of the
materiat.

Disc[aimer of Responsibi litv for Requestors Use of lnformation Obtained from the City.
Atthough records provided to a requestor may be deemed to be "open" or "pubLic" records

within the meaning of lowa Code Chapter 22, the City recommends that any use of
information provided by the City compty with a[[ loca[, state, and federa[ [aws, including but
not [imited to [aws related to privacy, harassment, discrimination, debt cottection, [ibet,
slander, and toft.

Open Records Request Guidelines

l. lnformation Reouired. The City of Peosta (the City) prefers that requestors put their
records requests in writing using the City's Open Records Request Form. Requests for
information shoutd be sufficientty specific to identify the records being sought. Requests

that are iLLegibl.e, vague, or lack the necessary information cannot be ful.fil.l.ed. Requests

should atso identify the party making the request and inctude the requestor's contact
information.

2. ln-Person Examination of Records. Persons seeking pubtic records within the contro[ of
the City may examine such records at City HaLl. between the hours of 7:30 a.m. and 4:30
p.m., Monday through Thursday and Friday, 8:00 a.m. to noon, except City hotidays, and

appointments are required. ln-person examinations wi[[ be coordinated by the City Cl.erk.

Adequate notice is required for in-person examination as prior review and redacting of
confidentiaL or otherwise protected information may need to occur prior to in-person
examination. ln-person examination wi[[ be supervised by City staff and conducted in a

manner directed by staff to prevent destruction, m isa ppropriation, manipuLation, or

disorganization of the originaI materiats. After examination, persons seeking copies need to
specificatty and ctearty indicate which records are requested for copying.

3, Personal Review Not Reguired. Requestors are not required by taw to be personalty
present for the examination of records and, therefore, may ask that the City examine its
records and provide copies of records that correspond to the request in accordance with the
terms and conditions of this poticy.

4. E[ectronic Copies Preferred. lt is City poticy to provide etectronic copies of records.
Responses provided in any other medium are at the City's discretion and may incur additional

fee s.

5. Fees. The City's Open Records Poticy Fee Schedule, as updated from time to time,

appties to at[ open records requests. The City witl provide 30 minutes of City stafftime free



of charge to respond to each requestor monthly. The City, in its discretion, may require a

minimum deposit to cover estimated copy charges and estimated fees for supervising

the examination or for compiting of records in response to a request. A[[ fees must be paid

in fu[L before any information wiL[ be reteased.

6. Reptv Time. City staff shouLd not be expected to abandon or neglect their regutar pubtic

duties to compty with an open records request and thus need sufficient time to make and

deliver requested copies. The anticipated response times below are approximations:

Number of Pages Requested Anticipated Response
Time

1- 10 3 futl business days

11- 100
101-500

4 fut[ business days

7 fut[ bu siness days

50L- 1,000 10 fuLL business days

1,001+ 20 fuL[ business days

Each additiona[ 1,000 pages

(or increment thereof)
10 futl business days per

additiona[ 1,000 pages

The City strives to respond to open records requests within 20 days, but these response

times are estimates and are not firm. lf the requested materiaI potentiatty contains

confidential information or is otherwise exempt from disctosure, additional time may be

required for review and possibte redacting of the materiaL.

Disctaimer. Atthou gh records provided to a requestor may be deemed to be "open" or
"pubtic" records within the meaning of lowa Code Chapter 22, the City recommends that
requestors' use of any information provided by the City compty with atl [oca[, state, and

federaI Laws, incLuding but not Limited to Laws reLated to privacy, harassment, discrimination,

debt cotlection, Libet, stander and tort.

Any questions concerning the City's Open Records Request Guidetines, the City's Open

Records Poticy or retated procedures or fees should be directed to the records

custodian:

City Cl.erk

City of Peosta

7896 Burds Road

Peosta, lA 52068
563-556-8755

7,

8. Exceptions. Any requests for an exception or deviation from this poticy must be approved

in advance by the City Administrator.



Open Records Policy Fee Schedute

The following fees and costs may be charged pursuant to lowa Code Chapter 22for
access to and/or copies of pubtic records maintained by the City of Peosta.

i, Basic Fees.

Service GuideIines/Conditions

Copies of Paper
Docu ments

B/W Photocopies- Standard I
lz x L\ size

So.o 5/pa g e

Cotor Photocopies- Standard

8lz x 17 size
So. to/page

Oversized Copies So.o6/page BAI/

$0.1l/page cotor

Postage for
Copies Maited

Requestors are required to
pre- pay for actual costs of
postage. A[[ copies wi[[ be

sent certified maiL, return
receipt requested.

Actua L cost

Photocopies
f rom microfiche
or other stored
media

Same p rices as for
copies of paper

docu ments

2. Labor: Non-incidental or s . The first 30 minutes of non-incidentaI

or supervisory services provided by City staff in the search, preparation, retrievaL, or

supervision of examination of open records during a given month wi[[ be free of charge

("Free Servlce"). The Free Service is catcutated based on time spent futfi[[ing any request
ptaced in the same month by the same individuat. For non-incidenta[ or supervisory services

performed by City staff in the search, preparation, retrieva[, or supervision of examination

of publ.ic records Lasting Longer than 30 minutes, requestors will be charged for each

additional. 15 minutes of services provided. The charge to the requestor witl be based on

the actuaI wages of the employees performing the services, and a requestor shat[ not have

the right to request that particu[ar emptoyees perform the services. The above [abor

charges do not include the costs of employee benefits, depreciation, maintenance,

etectricity, or insurance associated with the administration of the office, per lowa Code

I

Fee



$22.3. Al.l. examination and copying of pubtic records shat[ be done u nder the supervision
of the lawfuI custodian of the records or his or her designee. Un[ess a requestor makes
other arrangements with the City, requested records witl be avaitab[e forthe requestor's
review for a period of one week after notification to the requestor that the originats are

avaitabte for inspection and copying. lf the requestor does not review the originaI records
within one week or make other arrangements with the City, the requestor may incur

additionaI charges for the additionaI time spent in the re-search, re-preparation, or re-
retrievaI of the records.

3.9ther@

A. Additional. Costs. Any costs not covered by the above fee schedute shatl be

charged to the requestor based on the actual costs incurred by the City,

inctuding but not limited to a[[ amounts charged to the City by third parties in
connection with the futfitl.ment of any records request.

B. Advance Deposits. lf the City estimates the fees for the requested services
wi[[ be greater than ten dottars (S10.00), the City may require the requestor
to make an advance deposit to cover atl or part of the estimated fees. lf a

deposit is required, no work witl. begin on a request until the deposit is

received. Any funds cottected by the City in excess of the actual fees wiL[ be

refunded to the requestor in a timety manner. lf any requestor has not paid a
previous amount due under this poticy, the City shat[ require fu[[ payment of
the previous amount due plus a fult deposit for estimated services before
processing a new request.

C. Cumutative Charges. The charges outtined in Section 1 of this Fee Schedute

are cumulative to the extent they reftect the actual cost to the City. For

example, if a one- page document takes 60 minutes to locate and the
requestor wants the document copied and maited, the charges wi[[ include
charges for the 30 minutes of retrieval services, $0.OS tor the photocopy or
SO.10 tor a cotor photocopy, and the appticabte postage charge for a certified
maiI detivery.

Passed and approved by City Council as Reso i#2 61

Atte

Marcie Winkelman, City Cterk

RussetL Pfab, Mayor

of February, 2026.



PEOSTA
Records Request Form

2. Mailing Address:

3. Phone Number:

4. Email Add ress: 5. Other:

REQUEST (Please be as detailed as possible; include names, dates, subjects, meeting dates, resolution and

ordinance numbers, project names, etc.)

The City of Peosta staff should not be expected to abandon or neglect their regular public duties to comply with copy

requests a nd thus need sufficient time to make and deliver any req uested copies. lf the requested material potentlally

contains confidential information or is otherwise exempt from disclosure, additional time may be required for review

and possible redacting of the material. All requests will be processed in accordance with applicable procedures and

ru les.

Signature and printed name of requestor Date of req uest

Detoils of Request (Office ]Jlel
1. Form of Request: I rmail Mail I ln Person / Verbal

2. Requesting: I Electronic Copies ! eaper Copies ! ln-Person Examination

3. Req uest Submitted on: (include date and time)

4. De posit Received on: (date and time) in the amount of S- by
(employee). (Use fee worksheet on back to calculate deposit.)

5. Request Processed on: (include date and time)

6. Date on which City Attorney's Opinion sought, if applicable:

Nolificolion of Records Reodv (Office Use)

! Records electronically emailed to requestor on (date and time)

! Records are ready for pick up by appointment on (date and time)

REQUESTOR'S INFORMATION
'l Nl. h a.

Note: lf o deposit is required, no work will begin on the request until the deposit is received.

I acknowledge the following:



Records Req uest Form

! Examination of original records scheduled at City Hall for (date and time)

! Records mailed to requestor on (date ) by certified mail

Req uestor notified on (date) by phone message

phone co nve rsation

other:

Notes or specia I requests:

Fees (Office Use)

n copy charges

- 

B/W poges x $0.05/poge =

- 

color Poges x $0.25lpoge =

oversize poges (S0.06/poge

B/W ond 50.'l l/poge color) =

s

Postage Charges -- certified mail: qctuol cosl =

Non-lncidental and Supervisory Services: (30 minutes per month free) specify redacting

time, search time, supervision of records examination, copying time, etc.

lnitials of
employee pe rfo rm ing these services:

- 

hours (% hour increments) x S- hourly role =

Other Expenses: (specify copies to CD or alternate medium, expedited delivery, etc.)

TOTAL OF Att FEES

tr less depo$ceived (if ony)

bolonce owed ol pickup lo be refunded

-s

5

Deposit reconciled/payment made on by

Acc once ond Recei

Documents were received and acknowledged on:

Da te Requestor's Full Name (Please Print)

City Staff Si8nat u re Req uestor's Signature

Srople completed "Response ,o Records Reguesr" pockel to lhislotm dnd reloin fot filing at City Ho
Cusromer is entilled to o copy of the compleled fotm.

! email

! in person

tr

s

s

q

s

tr



PEOSTA

Response lo Open Records Requesl

Delivered by: ! certified mail ! in-person pickup f] ! other
em

ail

Name and Address of Requestor

Open Records Request to the City of Peosta concernlng 

-,

dated

Number of pages enclosed:

Enclosed are documents in response to your information request. Please call City Hall if you have

any questions concerning this matter.

Although records provided to a requestor may be deemed to be "open" or "public" records within
the meaning of lowa Code Chapter 22, the City recommends that any use of information provided by

the City comply with all local, state, and federal laws, including but not limited to laws related to
privacy, harassment, discrimination, debt collection, libel, slander and tort.

A copy ofthis pocket should be qttoched to the Records Request Form dnd kept on file by the City

Middle of every\ /here

Date:

To:

Re:


