
Manhattan Municipal Court

POLICY AN D PROCEDURE  FOR
OBT AINING  COPIE S O F OR  ACCESS TO  PUBLIC RECORDS
PURSU AN T TO  THE K ANS AS O PEN RECORDS  ACT - KOR A

K.S. A.  4 5 -2 1 5 ET SEQ .

OFFICE  HOURS : 8 A.M. T O 1 2 P.M. and 1 P.M. to 5 P.M. Mo nd a y - F rid a y, e xce p t
o ff icia l state h o lida ys . Requ e sts rece ive d af te r 5 :0 0 p .m . will n o t b e logge d in a n d
p roce sse d  un til  th e n e xt b u sine ss d a y.

DES IG N ATED CUST ODI AN :       Jennifer Holmes, Court Administrator

FEE S

On e  (1)  reco rd  requ e st  in  a  t we lve  m o n th  p e rio d  th a t  ca n  b e  p rovided  with  less  tha n  o n e
h o u r of  staff  t im e o r  wh ich  is  less  tha n 2 5 p a ge s  will b e  p rovide d  a t no  ch a rge .

For  requ e sts  e xce e d ing  o n e  h o u r  of  staff  tim e  o r  th at  a re  mo re  th a n  25  p a ge s ,  the
fo llo wing rat e s sh a ll a pp ly:

 COPIE S  will  b e  ch a rge d  at  . 1 0 ¢  p e r  pa ge  f or  p a p e r  co p ies.

AD V AN CE P AYMENT  OF FEE S REQUIRED

T he a ge n cy will p ro vide the requ e sto r with a n e stim a te of the f ee s b ef o re ga th e rin g an d
p roce ssin g o r p rovidin g a cce ss to th e reco rd s. The e stim a te d fee s MUST be pai d
BEFORE th e a ge n cy p roce sse s th e reque st o r p rovide s a ccess to the requ e ste d
reco rds.

W hile we d o o u r be st to p rovide an a ccu rate e stimate of th e fe e , it is p o ssible th at the
reco rds ca n be p rod uce d f o r less th an th e e stim a te d am ou n t. If so, a n y a d d iti o nal
a m ou n ts will b e  ref u n de d .

Howe ve r, it is a lso p o ssible th at we wi ll d i sco ve r th e e stim a te d fe e is low o n ce th e
a ctu a l p roce ssing wo r k is sta rted . If we d iscove r th a t th e e stim a te d f e e is to o low, we
wi ll p rom p tly a d vise th e requ e sto r a n y co rre ctio n to the f ee , and requ e st ad va n ce
p a ym e n t of  a n y a dd ition a l co sts b efo re co n tinu ing t h e  wo rk.

Pa ym e n t ma y b e m ad e b y che ck o r m one y o rde r pa ya ble to the Manhattan
Municipal Court.

W RITTEN REQ UES T

T o  a ssu re  tha t  t h e  requ e st  is  clea rly  u n de rstoo d,  th e  a ge n cy  requ ire s  requ e sts  f or
a cce ss to  o r cop ies of  reco rds be  made  in  wri tin g.   All requ e sts fo r re co rds m u st sta te :

 T he  requ e sto r's n am e,

 Ma iling a d d ress,

 A  p ho n e n um be r  wh e re t he  requ e sto r ca n b e co n ta cted ,  an d
 De ta ile d info rma tio n ab o u t th e reco rds b e ing requ e ste d . T h is will h e lp staff in

d e te rm inin g if th e requ e sted reco rds e xist a n d a re in the a ge n cy’s p o sse ssion .
Requ e sts f o r reco rds n o t ye t in e xiste n ce o r d o cu me n ts to b e cre ated



p rosp e ctive ly ca n n o t be  h on o red .

For  th e  con ve n ien ce  of  requ e sto rs,  a  fo rm  th a t  ma y  b e  u se d  to  m a ke  the  requ e st  is
a tt a ch e d a t th e e nd  of  th is p o licy.   This f o rm  is n o t  requ ire d t o b e u sed .

F AXING  AND  AIR E XPRES S DELIVERY

Ge n e rally, reco rds m ay b e fa xe d if th e requ est is fo r f e we r th a n 1 5 p a ge s a nd f a x time
a n d fa cilities  a re rea d ily a va ila b le.

If a ir e xp ress d e live r y is requ e ste d , th e re qu e sto r MUST a rra n ge f o r p ick u p an d
p a cka ging o f t h e records ; a ll a sso ciat ed co sts fo r su ch de live r y M UST b e p a id b y th e
requ e sto r.

T he a ge n cy reco rds c u sto d ia n h a s so le d iscretio n a s to wh e th e r to h o n o r requ e sts f or
fa xing o r exp ress d e live ry.

REQUES TS  FOR E LECTRONIC FORM AT R ECORDS

T he reco rd s cu sto d ian will b e th e so le jud ge of th e ab ility o f th e a ge n cy to co m p ly with
a n y requ e st fo r th e reco rds to be p rovide d in e lect ron ic fo rma t o r fo r reco rds tha t mu st
b e  p rod u ce d  in a n y spe cial com p ute r ge n e rate d fo rm at.

RES PONSE TIME

T he a ge n cy will a ct u p o n requ e sts a s so on a s p o ssible , with som e respo n se b e ing
m a de to th e requ e sto r n o la te r th an th e th ird b u sine ss da y fo llo wing th e rece ipt of th e
requ e st. If it a pp ea rs th a t a dd itiona l tim e will b e n ee d ed , f ee s wil l b e a sse ssed , o r some
of the reco rds m a y b e close d b y law, a writte n resp on se will b e p rovide d a s so on a s the
reco rds  ha ve  b e en  lo ca te d a nd  reviewe d .



City of Manhattan Request for Record

Name:

____________________________________________________________

______

Address:
____________________________________________________________

______
(Street)

_________________________________  _________________  ______________
(City)   (State)     (Zip Code)

Phone Number: _______________________________________

Email address:  ________________________________________________________________

Certification:

I hereby certify that neither I, nor any person authorized by me, intends to and will not (a) use
any list of names or addresses contained in or derived from the records or information for the
purpose of selling, or offering for sale, any property or service to any person listed or to any
person who resides at any address listed; or (b) sell, give or otherwise make available to any
person any list of names or addresses contained in or derived from the records or information for
the purpose of allowing that person to sell, or offer for sale, any property or service to any person
listed or to any person who resides at any address listed.  Any person who knowing violates this
certification shall be liable for the payment of a civil penalty not to exceed $500.00 for each
violation (K.S.A. 45-230).

Signature: _______________________________________   Date: ____________________

RECORD SOUGHT: Please provide as much information as you have to help identify the 
record(s) you desire to inspect. Include name, aliases, date of birth, case numbers, violation
dates and charges. 
                                                                                                                                                                         
                                                                                                                                                                         
                                                                                                                                                                         
There is no charge for copying of audio/video tapes if you supply the tape.  Otherwise there is a 
$2.00 charge/tape.  The charge for your copy(ies) of your request is $_____.

Office use only:
Date Received __________________________   Date Delivered____________________
Time Received _________________________   Time Delivered____________________
Received by     ___________________________________________________________

Code of Ordinances - Chapter 2, Article I., Section 2-1
(c)Copying fee:
“A fee of ten cents ($.10) per page shall be charged for photocopying public records, such fee to cover the cost of
labor, materials, and equipment.

For copying any public records which cannot be reproduced by the City’s photocopying equipment, the requester
shall be charged the actual cost to the City, including staff time, in reproducing such records.

(d)Prepayment of fees:
(1) The record custodian may demand prepayment of the fees established by this section whenever he or she

believes this to be in the best interest of the City.  The prepayment amount shall be an estimate of the copying



charges accrued in fulfilling the record request.  Any overage or underage in the prepayment shall be settled
prior to delivery of the requested copies.

(2) Prepayment of copying fees shall be required whenever, in the best estimate of the record custodian, such fees
are estimated to exceed ten dollars ($10.00).

(3) Where prepayment has been demanded by the record custodian, no record shall be made available to the
requester until such prepayment has been made.”




