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A. Purpose.

The City of Lawton, Oklahoma (the "City") is committed to serving the Citizens of Lawton as a
transparent governing body. This policy affirms the City's commitment to providing consistent
and accurate dissemination of information pursuant to the Oklahoma Open Records Act ("ORA"),
51 O.S. §§ 24A.1. through 24A.32.
The goal is to establish and maintain guidelines for the City's response to requests for records
subject to ORA to interested third parties and the general public in compliance with state law and
the City's continuing transparency undertakings.
"As the Oklahoma Constitution recognizes and guarantees, all political power is inherent
in the people. Thus, it is the public policy of the State of Oklahoma that the people are
vested with the inherent right to know and be fully inforlned about their government. The
Oklahoma Open Records Act shall not create, directly or indirectly, any rights of privacy
or any remedies for violation of any rights of privacy; nor shall the Oklahoma Open
Records Act, except as specifically set forth in the Oklahoma Open Records Act, establish
any procedures for protecting any person from release of information contained in public
records. The purpose of this act is to ensure and facilitate the public's right of access to
and review of government records so they may efficiently and intelligently exercise their
inherent political power. The privacy interests of individuals are adequately protected in
the specific exceptions to the Oklahoma Open Records Act or in the statutes which
authorize, create or require the records. Except where specific state or federal statutes
create a confidential privilege, persons who submit information to public bodies have no
right to keep this information from public access nor reasonable expectation that this
information will be kept from public access; provided, the person, agency or political
subdivision shall at all times bear the burden of establishing such records are protected by
such a confidential privilege. Except as may be required by other statutes, public bodies
do not need to follow any procedures for providing access to public records except those
specifically required by the Oklahoma Open Records Act." 51 O.S. §24A.2.

B. Scope
For purposes of this Policy, the City shall mean any office, department, board, bureau,
commission, agency, trusteeship, authority, council, committee, component unit, trust or any
entity created by a trust, executive office, advisory group, task force, subdivision, any entity
created by the City Council or State law for which the City Council serves as the governing or
legislative body, or for which at least one Council member serves as a member of the governing
or legislative body in his or her official capacity, any entity for which the City is a beneficiary or
otherwise has a fiduciary interest, specifically including any such entity supported in whole or in
part by public funds or entrusted with the expenditure of public funds or administering or
operating public property. Specifically excluded from this policy is the Lawton Police
Department, as it processes records requests separately pursuant to its own internal open records
request response policy. This policy covers all City employees, officials, appointees,
representatives, and persons authorized on behalf of the City to be responsible for preparing,
reviewing, or approving records. Note: the Open Records Act does not impose any additional
recordkeeping or record creation requirements on public bodies or officials.

C. Responsibilities of the Open Records Request Coordinator

The City Clerk shall be the Open Records Request Coordinator, and, in consultation with the City
Attorney as necessary, is responsible for:
1. Serving as the point of contact with the general public;

2. Accepting and processing records requests through the open records portal, GovQA;
3. Effectuating the delivery of responsive records and releasing the same utilizing GovQA;

4. Monitoring compliance by the City with this Response Policy, including timely
dissemination of responsive records;
5. Recommending changes to this Response Policy to the City Attorney as necessary or
appropriate;
6. Consulting and coordinating with the City's various Departmental Records Custodians as
well as Directors, as needed, in the preparation and dissemination of responsive records;
7. Immediately delivering responsive records from the appropriate Departmental Records
Custodians to the City Attorney;

8. Maintaining records documenting the City's compliance with this Policy utilizing
GovQA;
9. Controlling the continuity of efforts within responsive Departments to the extent required
by this Policy; and

10. Coordinating on-going training of City staff/officials required by this Policy.
D. Responsibilities of Directors

The Directors are responsible for:
1. Designating Departmental Records Custodians within their respective Departments;
2. Ensuring that the Departmental Records Custodians are equipped with the tools and
resources necessary to properly and thoroughly maintain all records of their Departments;

3. Providing the Departmental Records Custodians with the technology, to include proper
training on GovQA, and information necessary to efficiently redact requested records and
adequately identify exemptions and exceptions;
4. Determining which Departmental Records do not necessitate a request under the Open
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Records Act due to their being produced during the routine course of business;
5. Establishing

Departmental

Records retention procedures

in compliance with

Administrative Policy l- 14;
6. Recommending changes to this Response Policy to the City Attorney as necessary or
appropriate; and
7. Monitoring compliance by the Department as a whole, the Departmental Records
Custodian, and all Departmental employees with this Response Policy, including timely
dissemination of responsive records.
E. Responsibilities of the Departmental Records Custodians

The Departmental Records Custodians, under the supervision of the Directors, and in consultation
with the City Attorney as necessary, are responsible for:
1. Accepting and processing records requests through GovQA;
2. Identifying responsive records;

3. Scrubbing, redacting, and applying exceptions and exemptions from responsive records
prior to uploading the same to GovQA;

4. Consulting and coordinating with the Departmental Director, as needed, in the preparation
and dissemination of responsive records;
5. Frequently relaying informational status updates to the Open Records Request
Coordinator; and
6. Efficiently and timely uploading responsive records to GovQA.
F. Responsibilities of the City Attorney

The City Attorney is responsible for:
1. Reviewing the records to insure they are responsive to the request;
2. Confirming that the exceptions/exemptions are proper;
3. Applying any additional redactions deemed necessary;

4. Verifying that the City is in full compliance with the Open Records Act;
5. Periodically evaluating the effectiveness of this Policy and reviewing and proposing
updates or amendments thereto, as he deems necessary;

6. Making the final determination of appropriateness and timing for the release of the
responsive records; and
7. Prompt delivery of the responsive records through GovQA to the Open Records Request
Coordinator for final dissemination.
G. Response Processing Procedure

Each Open Records Request will be handled using the following procedure:
1. All Open Records Requests will be submitted through GovQA to the Open Records
Request Coordinator who will immediately identify the appropriate responsive
Department and assign the request to such Department's Open Records Request

Coordinator. All participants in the response processing procedure will be required to
update the action tracker in GovQA to notate any updates, changes, or requests for
clarification.
2. The Departmental Records Custodian will identify responsive records and prepare the
same for release by scrubbing, redacting, and applying exceptions and exemptions prior
to uploading the same to GovQA.

3. Once the Departmental Records Custodian has processed the request by preparing the
responsive records for release, the same will be assigned to the Director for final review,
after which they will be forwarded to the City Attorney.
4. The City Attorney will review the request and all responsive documents, exceptions, and
exemptions before giving the final approval on releasable documents.
5. The City Attorney will assign the final response to the Open Records Request Coordinator
for dissemination.

6. The Open Records Request Coordinator will immediately facilitate release of the same to
the requestor, thereby officially completing the process.
7. If at any time it is determined that, either due to the nature and/or scope of the request or
if the request would create excessive disruptions of essential functions, requested records
cannot be compiled within ten days (10) of receipt of the request, the Open Records
Request Coordinator will contact the requesting party to inform them of an estimated
response timeline, not to exceed thirty (30) days.
H. Training for Employees and Issuer Officials

Mandatory state-level compliance courses must be attended annually by all City employees and
officials of the City who are responsible for preparing, reviewing, or approving records for
release. Ongoing training will be coordinated by the Open Records Request Coordinator and will
include education on processing procedures under this Policy, the City's compliance obligations

under applicable state and municipal laws, and the responsibilities and potential liabilities of
members of the City staff and City Council. Such training may be provided by guest speakers,
webinars and conference attendance, subject to the approval of the City Attorney. In addition,
training on GovQA will be coordinated through the City Clerk.
1. Responsible Department:

City Clerk.

This Policy, which replaces the previous version dated May 1, 2021, is
effective as of the [ l day of I v•t-•K•
,2022.

J. Effective Date:

•
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CITY MANAGER

Appendix A

Appendix A FEES AND CHARGES
Chapter A-I GENERAL PROVISIONS
-

Chapter A-1 GENERAL PROVISIONS
Article A-1-2 Standard rules--Notices, warrants, inspections, fees, bonds.
Pursuant to Section 1-205 of this code and for purpose of providing a clear and concise listing of the fees and
charges authorized by the provisions of this code in payment for licenses, permits and services performed in
accordance with the regulations and controls upon which the licenses and permits are conditioned and to provide
uniformity in the supervision and administration of the issuance of licenses and permits and the collection of the
amounts prescribed, a schedule of fees and charges, or fee schedule, is hereby set forth in this appendix. Heading
give the titles of the appropriate chapters and articles as applicable.

Article A-1-2A Miscellaneous.
ALL FEES* PRICED PER PAGE OR PORTION
THEREOF TO THE NEXT SMALLER SIZE

Size

Electrostatic

Blueline

Microfilm-

Sepia
8 ½" x 14" or smaller
11" x 17"
18" x 24" or smaller

.25

24" x 36"
36" x 30"
36" x 36"
36" x 42"
36" x 48"
36" x 60"
42" x 48"
42" x 60"
42" x 120"
Aerials
1 Set of Zoning Maps
1 Set of Base Maps
Agenda Packet-City Council,
Boards, Commissions, etc.
with supporting documents
Agenda Packet-City Council
Annual Subscription **
Agenda-City Council,

Color

Certification

Plot/Map

.25

1.75

.50

n/a
n/a

.50

n/a

2.50

n/a

n/a
n/a

2.75
3.00

2.75
3.00
3.50
4.00

5.00

5.25

.75
.50
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

n/a
n/a
n/a

n/a
n/a
n/a

3.00
3.25
3.75
4.25
4.75
5.25

n/a
n/a

5.00
70.00
70.00

.25

n/a

n/a
n/a
n/a
n/a
n/a
n/a
n/a
n/a
n/a
n/a
n/a
n/a

200.00

n/a

n/a

n/a

n/a

No Charge

n/a

n/a

n/a

n/a

i00.00

n/a

n/a

n/a

n/a

3.50
4.00
4.50

5.00

n/a
n/a
n/a
5.00

4.50
5.00
5.25
5.50
7.50

n/a
n/a
n/a

Boards/Commissions, etc.,
without supporting
documents
Annual Subscription**:
Parks & Rec. Comm.
Lawton, Oklahoma, Code of Ordinances

Created: 2021-10-28 10:58:12 [EST]
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Lake .an sComm
LMAPC

100.00

100.00

Local police records checks for law
enforcement and governmental

In,an/a

In,an/a

In,an/a

In,an/a

No Charge

agencies

Local police records checks and Fire
Dept. incident records checks and
reports for outside agencies
(commercial use)
Local police records checks and Fire
Dept. incident records checks and
reports for individuals (personal
use)
Commercial purpose and
disruption of essential function
document search
Computer aided search
Documents, Plans Report, Studies

*

**

$5.00 (Total Cost)

$1.00 (Total Cost)

S10.00 (per hour plus copy cost)
Assessed by Computers Services Supervisor based on machine time, labor
and materials, and copy cost.
2.075 cents per page, including covers and binding, does not include cost
of color maps/plots

Fees indicated are the per page cost for the size indicated or any portion thereof to the next smaller
size indicated. A "page" is a document which is printed on one side. Certification is per copied
page in addition to the copy cost.
To be picked up at the City Clerk' s Office or appropriate department' s office.

(Res. No. 98-119, Amended, 07/15/1998)
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