PUBLIC RECORDS REQUEST GUIDELINES

Dlscovﬁ?t‘
NEWPORT

NINE COASTAL TOWNS | ONE BIG EXPERIENCE

Newport & Bristol County Convention & Visitors’ Bureau d/b/a Discover Newport is committed to ensuring open and
transparent access to our records. Consistent with the Access to Public Records Act (“APRA™), R.I. Gen. Laws § 38-2-1,
et. seq., and to facilitate access in an expeditious and courteous manner, Discover Newport has instituted the following
procedures for the public to obtain public records maintained by this office.

1.

Requests for records must be made in writing, except as provided in paragraph 3, and sent to the attention of Cassandra
Earle, who is the public records officer at Discover Newport designated to respond to requests. APRA Requests may
be submitted in any of the following manners:
e  Mailed to: Discover Newport, Attn: Cassandra Earle, 44 Long Wharf Mall, Newport, Rhode Island
02840.
e  Hand-delivered during Discover Newport’s normal business hours at Discover Newport (44 Long Wharf
Mall, Newport, Rhode Island 02840) and addressed to Cassandra Earle. The regular business hours of the
Office are 8:30 a.m. to 4:30 p.m.
° Emailed to: cearle(@discovernewport.org.

The request should identify and describe the records being requested with as much specificity as possible. A Public
Records Request Form is available to facilitate your request. If the description of the requested records is insufficient
to allow Discover Newport to identify and located the requested records, then Discover Newport will notify you that
additional information is needed. If you do not provide any identifying or contact information, a response to your
request will be available no later than 10 business days following your request at Discover Newport (44 Long Wharf
Mall, Newport, Rhode Island 02840) during normal business hours.

If pursuant to APRA you are seeking documents available pursuant to the R.I. Gen. Laws § 42-35-2 (the
Administrative Procedures Act) or other documents prepared for or readily available to the public and do not wish to
submit a written request, you must contact Cassandra Earle to make your request.

Please be advised that the APRA allows a public body ten (10) business days to respond, which can be extended an
additional twenty (20) business days for good cause. These times be tolled pending request for prepayment of copy
and/or retrieval costs, or clarification as to the request.

You may elect to obtain copies of requested records electronically, by facsimile, or by mail, unless complying with
such preference would be unduly burdensome due to the volume of records request or the costs that would be incurred.
You shall be responsible for the actual costs of delivery, if any.

Discover Newport charges a fee for copying and/or search and retrieval of requested documents consistent with
applicable state law. Discover Newport charges $0.15 per copied page. After the first hour of a search and retrieval,
Discover Newport will also charge $15.00 per hour for search and retrieval time required to respond to a request,
whether the request seeks copies of records or only inspection thereof. Discover Newport will provide you with an
estimate of the copy and search and retrieval costs prior to responding to the request; however, Discover Newport is
not bound by such estimate and will charge the actual fees incurred, whether such fee is more or less than estimated.
The cost of copying, search and retrieval shall be paid at the time of delivery or inspection of the requested documents.

If, after review of a request Discover Newport determines that the requested records are exempt from disclosure under
APRA or other legal authority, Discover Newport reserves its right to claim such applicable exemption.

If you feel that you have been denied access to public records, you have the right to file a review with the Rhode Island
Office of the Attorney General. If you are still not satisfied, you may file a lawsuit in Superior Court.
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PUBLIC RECORDS REQUEST FORM
UNDER THE ACCESS TO PUBLIC RECORDS ACT

Date:

Name (optional):

Address (optional):

Telephone (optional):

Email Address (optional):

Requested Records:

Preferred Format of Response:
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