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Oregon Public Risk 
Manager’s Conference

October 2014

Email Retention 
and

Public Records Requests

 Staff unaware email is public record
 Request for elected officials email messages
 Public meeting held through use of email
 Elected officials unaware email was public 

record
 Public Records Law
 Use of personal devices

Email Facts
Email 

• Was designed as a tool to transmit routine messages 
quickly and effectively 

• Is an efficient communication tool, commonly found in 
the workplace

• Its informal nature creates a business challenge
• It may be a public record
• It is subject to disclosure

Retention
Preserve email for as long as it is needed to accurately 

document agency functions and to help create an 
historical record.
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Public Record Definition
ORS 192.005 (5): Retention
Public Record
(a) Means any information that:

(A) Is prepared, owned, used or retained by a state 
agency or political subdivision;

(B) Relates to an activity, transaction or function of a 
state agency or political subdivision; and 

(C) Is necessary to satisfy the fiscal, legal, administrative 
or historical policies, requirements or needs of the state agency 
or political subdivision.

If you answer Yes to all 3 statements you have a public record.

 A public record does not include:
◦ Extra copies of a document, preserved only for 

convenience or reference
◦ A stock of publications
◦ Messages on voice mail or on other telephone 

message storage and retrieval systems
◦ Spoken communication that is not recorded

 What To Keep?
 How Long?
 Where?
 Who Is Responsible?
 What To Delete?
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 State, County, City, and Special Districts
 Define length of time to keep record series
 Legal authority to destroy public records

Questions?

“Attorney General’s Public Records and 
Meetings Manual”

www.doj.state.or.us/public_records/manual/
public records_b.shtml
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Who has the right to inspect public records?

 Who and What is Subject to the Public 
Records Law?

◦ Public Bodies – defined in ORS 192.420

◦ Private Bodies – defined by 1994 Oregon Supreme 
Court Case

◦ Personal  Devices / Email accounts

 What Records are Covered?

 Oregon Public Records Laws (Access)
◦ “Public record’ includes any writing containing 

information relating to the conduct of the public’s 
business, including but not limited to court records, 
mortgages, and deed records, prepared, owned, 
used or retained by a public body regardless of 
physical form or characteristics.” ORS 192.410(4) 
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 Receiving a Request
 Records Custodian
 Acknowledging a Request
 Opportunity to Inspect
 Copying, physical inspection
 Agency Prerogatives
◦ Security, maintain record integrity, office order

 Fees
 Legal Counsel

CITY OF WILSONVILLE 
PUBLIC RECORDS REQUEST FORM 

 
Oregon Public Records law grants each person the right to inspect the records of a public body (unless 
exempt from disclosure).  City staff will contact you within 3 working days of receiving this request to 
advise timeline for expected completion.  

 
Date and 
Time of 
 Request: 

 

Name: ____________________________________________________ 

Mailing Address: ___________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

E-Mail: _____________________________________________________ 

Phone #: __________________________________________________ 

Cell #: _____________________________________________________ 

FAX #: _____________________________________________________ 

 
This form may be submitted: 
  In person 
  By Fax (503)682-1015 
  By E-mail to: 

 king@ci.wilsonville.or.us 

 
Attention Requestor:  To expedite your request be as specific as possible in describing the records being 
requested.  Include the type of access requested (copying or inspection).  
 
Description of Records Requested (be as specific as possible)  

PRICES: 
Photocopies 
-8 1/2 x 11 - $.25/page 
-8 ½ x 14 - $.25/page 
-11 x 17 - $.25/page 
-24 x 36 - $5.50 
-34 x 44 - $8.50 
- Compact Disks - $10 each 
-Audio - $5.00 each 
 
Research time will be billed 
at actual staff hourly rate. 

 
  I want to inspect the requested records in person and do not want copies produced at this time. 
 
  I would like copies of the requested records and I agree to reimburse the city for the costs of  

duplicating the requested records in accordance with ORS192.440, which includes the actual cost of 
making the records available, prior to receipt of the requested material. 

 
     Signed: ______________________, requester. 
____________________________________________________________________________________________________ 
If applicable provide:   
 
Street Address and/or Property Description (County tax map and tax lot; or subdivision lot and block): 

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
 
Project Name(s): ___________________________________________________________________________________ 
 
 

 Public Records Exempt from Disclosure
 Public Interest in Disclosure
 Drafts of Documents/Reports 
 Petitions to the Attorney General
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 Designate one person to coordinate and 
respond to public records requests.

 Inspect request for ambiguity and clarity.  
Ask for more information.

 Acknowledge request.
 Ask if they want to inspect documents or 

want copies

 Inform of any charges, provide written 
estimate if over $25.00

 Do exemptions apply to the requested 
records? If not, provide records in a timely 
manner.

 When denying a public records request, 
provide cite specific exemption.


