








I. PURPOSE
North Carolina General Statutes 132-1 through 132-10, or the Public Records Act (the “Act”), provides the policy of this State that the public should have liberal access to public records generated by State Agencies. It is the policy of this State that the people may inspect, examine or obtain copies of public records in a manner consistent with the Act. 
II. PURPOSE

This COSP outlines procedures to be used by Campus Operations employees when they receive a request to inspect, examine or to be furnished copies of public records under the Act.     
III. PROCEDURES

A. If a Campus Operations employee receives a verbal request to inspect examine or to be furnished copies of public records under the Act, the Campus Operation employee shall ask the requestor to submit the request in writing.  An e-mail is acceptable.  The Campus Operations employee shall NOT ask or require the requestor to disclose the purpose or motive for the request.  
B. Upon receipt of the written request, 

1. the Campus Operations employee shall NOT proceed compiling the requested information;   

2. the Campus Operations employee shall forward the request to his/her Director immediately.  

C. The Director shall review the request and determine that the requested public records are available and estimate the amount of time and costs associated with responding to the request. 

D. The Director shall forward the request, verification that the requested public records are available, and the estimated amount of time and costs associated with responding to the request to the Director, Resource Management – Campus Operations within three days of receipt of the request.  

E. The Director, Resource Management – Campus Operations shall forward the request and verifications to the University Attorney and the Senior Associate Vice Chancellor for Campus Operations within three days of receipt of the request, etc.

F. The University Attorney shall review the request.  The University Attorney shall timely advise the Director, Resource Management – Campus Operations and the Senior Associate Vice Chancellor for Campus Operations regarding how appropriately to respond to the request.   

G. If the University Attorney advises that a fee will be charged to the requestor to respond to the request, Campus Operations shall not proceed with compiling the information requested until Campus Operations has received written confirmation from the requestor that the requestor will timely remit payment for such a fee.  The appropriate Director shall advise the Director, Resource Management – Campus Operations upon completion of the direction from the University Attorney as appropriate.  

H. The Act further provides that it is a misdemeanor for anyone to unlawfully remove a public record from the Office where it is usually kept, or alters, defaces, mutilates or destroys a public record. 

I. The U.S. Freedom of Information Act (“FOIA”) is a law ensuring public access to U.S. government records (Public Law 5 U.S.C. 552). FOIA establishes statutory rights of access to information generated by the Federal Government. If a Campus Operations employee receives a request for access to information under FOIA, the employee should respectfully direct the request to the University Attorney for that Office’s handling.  
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