
 
 
 
C.L. “BUTCH” OTTER – Governor  PAUL J. SPANNKNEBEL – Division Administrator 
RICHARD M. ARMSTRONG – Director   DIVISION OF OPERATIONAL SERVICES 
  Human Resources • Facilities • Contract Management 
 450 West State Street, 10th Floor 
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 PHONE   208-334-5912 
 FAX   208-334-5926 
 
MEMORANDUM 
 
TO:  Cally Younger, Associate Counsel to the Governor 
   
FROM:  Heidi Graham, Human Resources Program Manager 
   
DATE:  August 20, 2014 
 
SUBJECT: State Agency Public Records Questionnaire 
 
 
Thank you for your interest in learning more about the Department’s public records request process.  
The information you requested is included below, and in the noted attachments to this memorandum.  
Please feel free to contact me at 208-334-5617 should you have any questions.  (The questions you 
posed are in bold text.) 
 

1. Please describe your current public records request process and policy for maintaining records 
that may be requested.   The process and policy are attached.  Refer to Attachment 1 and 2. 

 
a. What are the issues, if any, you see with your current office process and policy? The 

Department revised our process and policy late 2013.  
 

b. How could it be improved? Currently, our public records requests are logged in an excel 
spreadsheet and then requests are emailed to the appropriate division. When the 
information is gathered, it is emailed back to our Public Records Custodian.  Within the 
next year our process will be managed in SharePoint, which will improve efficiency. As a 
result, each request will continue to be tracked and automatic reminders will be sent to 
staff prompting them to process the request. 

 
2. How many public records requests did your agency receive in the calendar year 2013? 880 

 
a. How many through May 2014?  502  
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3. Of those requests, how many were granted in full?   In 2013, 604 requests were granted in full.  
Thru May 30, 2014, 342 requests were granted in full.  Refer to Attachment 3, Table #1 for more 
details.  

 
a. How many were denied in part?  In 2013, nine requests were partially denied.  Thru 

May 30, 2014, one request has been partially denied.  Refer to Attachment 3, Table #1 
for more details. 
 

b. In full?  In 2013, 76 requests were denied.  Thru May 30, 2014, eleven requests were 
denied.  Refer to Attachment 3, Table #1 for more details. 
 

4. Do you have frequent requesters?  Yes. 
 

5. For each request, please provide the following information: 
 

a. Type of record requested 
i. How many of each type of record was requested in total for the year?  In 2013, 

there were seven types of requests.  Thru May 30, 2014, there have been nine 
types of requests.  Refer to Attachment 3, Table #2 for details. 

 
b. Granted/Denied in Part/Denied in Full 

i. How many of each?  In 2013, 76 were denied in full and 9 were partially denied, 
for a total of 85 denials.  Thru May 30, 2014, there have been eleven denials and 
one partial denial, for a total of 12 denials.  Refer to Attachment 3, Table #1 for 
details. 
 

c. Reason for denial whether in whole or in part.   Refer to Attachment 3, Table #3. 
 

d. Time elapsed for response.  In 2013, 474 of the requests were processed within three 
days.  Thru May 30, 2014, 264 of the requests were processed within three days.  Refer 
to Attachment 3, Tables #4 and #4A for additional details. 

                      
e. If the time elapsed was more than the statutory 3-day standard, why? Please explain.  

Staff needed time to locate or research. 
 

f. If the time elapsed was more than the statutory extended 10-day standard, why? 
Please explain.    Refer to Tables #4 and #4A. 
 

g. What fees did you charge? Please itemize the charges-labor, copying fees, etc…  In 
2013, we received $1635.15 in fees related to public records requests.  Thru May 30, 
2014, we have received $346.50.  Refer to Attachment 3, Table #5 for details. 
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h. Did you provide the first 100 pages and first two hours of labor free, as required by 
statute?  Yes.   Why or why not?  It is required by statute. 
 

i. Type of requester: individual, law firm, NPO, etc.   Refer to Attachment 3, Table #6 for 
details. 
 

j. Volume of request?     Nothing too large. 
 

k. Were records provided to the requester with redactions?  In 2013, 33 of the records 
were provided with redactions.  Thru May 30, 2014, 17 records have been provided with 
redactions. 

i. If so, please describe the extent of redactions and the labor cost charged for 
the redaction.    Refer to Tables #3; #4; and #5 

 
l. In what medium were records provided?   Via mail, fax, E-mail, and picked-up by 

requestor.  Refer to Attachment 3, Table #7 for details. 
 

m. Did the requester dispute the decision?  Not that I know of. 
i. If so, what was the outcome?  n/a 

ii. Did the request go to court?   Not that I know of. 
1. If so, what was the outcome? n/a 

iii. What type of staffer responded to the records request? 
1. Please list all.  Classifications of employees preparing the responses 

included: 
• Technical Records Specialist I & II 
• Administrative Assistant I & II 
• Management Assistant 
• Program Manager 
• Program Specialist 
• Supervisor 
• Public Information Officer 

  
n. Anything unusual about this request?    No. 

 
 
cc: Richard Armstrong, Director, DHW 
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Table #1 
Public Records Requests Received at DHW 

2013 2014 thru 5/30 
Approved- full 604 Approved-full 342 
Cancelled 3 Cancelled 0 
Closed 27 Closed  22 
Denied  * 76 Denied   *  11 
No Information 128 No Information  92 
Partial approved  * 9 Partial approved *   1 
Redaction 33 Redaction 17 
  Still Open 17 

Total 
             

880 Total         502 
 
 
 

Table #2 
Public Records Requests at DHW – By Type of Request 

2013 2014 thru 5/30 Type of Request 
29 7 Daycare Inquiries 
5 1 Hospital Records (SWITC, SHN, SHS) 

407 247 Individual Client/Provider records 
36 3 Media Requests 
18 10 Not PRR 

359 140 Reports/Stats/Lists/Rules/Regulations 
26 10 Student Research 

 78 Disability Determinations 
 6 Injury Claims 

880 502 Total 
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Table #3 
Public Records Requests at DHW – Reasons for Denial 

Denial Code 
 

Denial Code Description # in 2013 
# Thru 

5/30/2014 
16.05.01.075.03 Redact Referent 1  
16.05.01.075.03b Abuse, neglect or abandonment of  a child 1  
16.05.01.075.04 Redact Collateral Contact 2 1 
9-339(1) Record is not in the format requested 1  
9-340A(1) Exempt by Fed’l or State Law 3 1 
9-340A(1) 
42CFR Part 2 
9-340B(7) 

Exempt by Fed’l or State Law 
 
Law Enforcement Agency 1 

 

9-340B(1) Investigatory Records 1 2 
9-340B(1)(7) Investigatory Records/Law Enforcement Agency 5  
9-340B(7) Law Enforcement Agency 5  
9-340C Personnel Records 2  
9-340C(1) Personnel Records 1  
9-340C(13) Medical Records 1 1 
9-340C(6) Public Assistance 12 1 
9-340C(8) Personal Licensing 2 1 
9-340C(8)(9) Personal Licensing &Records Information 1  
9-340D(1) Trade Secret 1 1 
9-343(3) Discovery 10  
9-348(1) Distribution of Mailing List 6 2 
9-340C(4)(e) Vital Statistics Record 1  
Federal HIPAA 
Laws 

Federal HIPAA Law 
1 

 

9-340C(8)(9) Personal Licensing/Record Information 2  
16.05.01.075.01 Verification of requester 21  
16.05.01.075.02 Need Court Order 2  
16.05.01.075.03 
16.05.01.075.04 

Redact Referent                    
Redact Collateral Contact 1 

2 

16.06.01.562 
Confidentiality of the Child Protection Central 
Registry & Requests to check the registry 1 

 

 
Grand Total 85 12 
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Table #4 

# of Days to Process Public Records Requests in 2013 

Days to 
Process 

# of PRR 
Processed in This 

Timeframe 

 
 

Comments 
0-3 474  

4-10 222  

11 6 1-denial; 1 No Info; 4 approved for stats 

12 14 2-denied; 2-waited for fee; 10- staff research 

13 16 Staff research- 14 approved; 2 no info. 

14 25 6-denials; 2 fees; 17 for records & stas 

15 20 
2- waited for fee before processing; 2 –No information; 2-denied; 2 redaction; 12-client 
records, stats, complaint on a daycare 

16 6 1-No record; 6 approved for client records & stats 

17 8 1-No record; 7 approved for client records & stats 

18 3 1-waited for fee before processing; 2-stats 

19 7 1-stats not available yet; 1-denied 9-340C(6); 5 approved for client records & stats 

20 6 3-denials; 1 approved; 2-No Information 

21 6 2- No Information; 1-client records 

22 3 6 yrs of stats for 3 programs 

23 2 1-partial approval/partial denial 9-340C(6);  

24 3 2-partial approvals; 1 – worked w/Legal before releasing 

25 1 Denied under 16.05.01.075.01-Referent 

26 2 1- No Information; 1- client’s past addresses  

27 2 1- Requested authorization- then denied 16.05.01.075.01; 1- Client Records 

28 3 1- Redaction; 1- program expenditure report; 1-Client Record 

29 2 1-No Information; 1- copies of program manuals 

30 4 1-waited for fee, then processed; 1- Never rec’d clarification; 2- client records sent 

31 1 Denied- 16-05.01.075.03 

32 2 1- No Information; 1-waiting for investigation to be completed 

35 3 1-Never rec’d authorization; 2- Client Records 

36 2 Both were cancelled by requesters 

37 3 1-Never rec’d authorization; 2- gathered client records 

38 1 Requested notarized; then denied under 16.05.01.075.01 

41 4 1-No info found; 2- needed authorization; 1- region staff completed  

42 2 1-Never rec’d authorization; (1) completed gathered family records 

44 1 Waited for fee before sending response 

45 1 Requested authorization – never rec’d 

46 1 Staff gathered data 

47 1 Never received authorization 

49 1 Requested notarized signature, then denied under 16.05.075.01 

51 1 Never rec’d requested 3rd party authorization letter 

53 1 Waited for notarized authorization, then completed 

54 1 Partial approved-Completed. Remainder denial 9-340C(6) 

59 1 Never rec’d Fee   

60 1 Redacted her kids records 

62 1 Staff gathered correspondences 
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Attachment #3 

 
64 1 Never rec’d legal guardianship for verification 

65 1 Requested 5 yrs of A& D Waiver stats 

68 1 Requested notarized signature, then was denied under 16.05.01.075.01 

69 1 All Client Self Reliance records 

76 1 Staff time to research the 400 pages response- Completed  

78 1 Faxed Medicaid response within the 3 days; Welfare’s response mailed later 

79 1 
Worked with requester on clarification; then denied under 9-340A(1); 9-340C(4(e), 6,12, & 
9-337(13) 

89 1 Sent most of the record but never received clarification a program needed 

96 1 Never rec’d clarification 

107 1 Never rec’d 3rd party authorization 

140 1 Legal Review- copies of client’s Journal entries 

168 1 Never rec’d requested clarification 

170 1 Client requested records that we no longer have 

Grand 
Total 877 
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Table #4A 

# of Days to Process Public Records Requests in 2014 

Days 

# of PRR 
Processed in this 

Timeframe Comments 
0-3 264   

4-10 121   

11 11 
1 Need proof of guardianship; 2 not prr; 1 another state agency; and 7 variety of client 
documentation 

12 3 1 Subpoena for records not prr but logged for tracking;  2 client records 
13 3 2 Not prr and 1 Medicaid Stats 
14 7 1 Not a prr; 2- stats; and 4- client records  
15 12 3 Redaction; 1-No Information found; 1- Denied; and 7- client or provider records 
16 4 3 ea. Client records and 1- stats 
17 3 1 ea. Waiting for fee before processing; provider stats; and client records 
18 2 1 ea. Research records-nothing found; and client records 
19 3 1 ea. Behavioral Records: Clarification then cancelled; Partial Approval 
20 2 Time needed to retrieve data (1) and client information (1) 

21 6 

Redaction (1); Completed by region exact date not known (3); never rec'd authorization 
(1); retrieve client info. (1) 

22 5 Client information & retrieve client information 
23 1 Never rec'd 3rd party authorization 
24 4 Retrieve client information 
25 1 Fee paid; then retrieve data 
26 2 Never rec'd authorization (1); sent client info. 
28 4 Retrieve client records 
29 1 Retrieve client records 
32 2 Waiting for clarification (1); retrieve data 
33 2 Retrieve client information & no info available 
34 3 Retrieve client information 
36 2 Retrieve client information 
39 2 Retrieve client information 
41 1 Mental Health Holds- Approved 
43 3 Needed authorization - C. Johnson (2) & Riverside Group 
46 1 Needed authorization -  Tref. 
47 2 Needed authorization -  Bow. & Pum. 
49 1 Mailing list denied - Miriam L. 

53 2 1 - Never rec'd authorization - Melissa D. 
56 1 Never rec'd authorization-Sabrina N. 
57 1 Charina-DAG talked with Marti D. 
59 1  Never rec’d authorization 
82 1 Never rec'd authorization-Faith S. 

101 1 Never rec'd fee - Ryan B. 
Grand 
Total 485   
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Table #5 
Fees Charged for Public Records Requests 

Year Requester Fee Paid Less 100 Pages Less 2 hrs Staff 
2013 Amber N. D.  $           24.00  0 2. 
2013 Jeannine G.  $           58.05  293 1.15 
2013 Ray M.  $           68.40  84 5. 
2013 Randall N.  $           80.00  350 2.5 
2013 Patrick M.  $         179.00  380 11. 
2013 Mark R.  $         271.00  1030 14. 
2013 Eric S. L.  $         306.70  1627 8. 
2013 Nika G.  $         324.00  0 18. 
2013 Roger L.  $         324.00  0 18. 

Total Fees in 2013  $       1,635.15   
2014 Keya T.        $   12.00 0 1. 
2014 Barbara M.        $    36.30 183 1.5 
2014 Brian J.     $  72.00 0 6. 
2014 Kevin G. $  226.20 462 15. 

Total Fees Thru 5/30/14              $346.50  
 
 

Table #6 
Entities Originating Public Records Requests 

Source Type 2013 2014 thru 5/30 
Law Firm 93 67 
Company 406 189 
Individual 381 246 

Total 880 502 
 
 

Table #7 
Method of Public Records Request Deliveries 

Medium 2013 Thru 5/30/14 
Mailed 192 55 
Mailed w/CD 11 5 
Faxed 48 93 
Unknown (Division staff Completed) 52 67 
emailed 575 261 
Picked up 2 4 
Total 880 485 
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