
City of Russell 
P.O. Box 112  /  133 W. 8th St. 

Russell KS 67665-0112 
Phone: 785.483.6311 

Fax: 785.483.4397 

Email: cityclerk@russellcity.org 

 

REQUEST FOR RECORD COPY 

 

 

NAME:  ________________________________________________ 

 

ADDRESS: ________________________________________________ 

 

  ________________________________________________ 

 

SIGNATURE: ________________________________________________ 

 

 
COPIES SOUGHT:  Please provide as specific a description as possible of the record(s) you desire to copy.  Include record titles and 

dates, as well as the names of the City agencies or departments which produced or hold the record(s). 

 

 

RECORD TITLE / DATE     NUMBER OF COPIES DESIRED 

 
1. ____________________________________________________________________________ 

 

2. ____________________________________________________________________________ 

 

3. ____________________________________________________________________________ 

 
CHARGES:  A charge for providing copies of public records is authorized by State Law and has been established by the City Governing 

Body.  These charges are set at a level to compensate the City for actual costs incurred in honoring your requests.   

 
PREPAYMENT of the amount:   ____ is required         ____ is not required. 

 
The charge to you for copy(s) of the record(s) you requested is twenty-five (25) cents per page plus any Staff time needed for 

research.  CD and/or DVD copies are ten (10) dollars per copy. 

 

 

TO BE COMPLETED BY RECORD CUSTODIAN 

 
Date / Time of Request:___________________       Date / Time Access Provided:___________________ 

 

 

Staff Time for Research Involved:  _______hours, ______minutes   X actual rate =    $__________ 

 

Total pages copied _______ X  $0.25 per page = $ __________           CD / DVD copied  ________ X $10.00 per copy = $__________ 

 
TOTAL CHARGE:  $_______________________     Paid / Billed 

 

 

__________________________________________________ 

Records Custodian Signature 


