ALL PUBLIC RECORDS REQUESTS MUST BE REQUESTED
FROM THE OFFICE OF THE POLICE CHIEF
Fax to 978-268-5123 or mail/hand-deliver to
Boxborough Police Chief, 520 Massachusetts Avenue
Boxborough, MA 01719

A written request is not required but is recommended. An oral request made in person (not by telephone) is permitted.

PLEASE PRINT

(You are not required to give your information. However, we will need to know how to reach you if we have questions about your

request, inform you about status of the request, or where to send it)

Name: Date of Request:

Address:

City: State: _ Zip Code:
Phone: Day Evening

Email Address:

INSTRUCTION
The requester must provide a reasonable description of the requested records.
Indicate the information you desire and/or list each requested document. Please be as specific as possible.

SPECIFIC RECORD NUMBER REQUESTED:

NAME, D/O/B OF INVOLVED PERSON:

DATE & TIME OF INCIDENT/ARREST/ACCIDENT:

IS THERE SPECIFIC INFORMATION YOU ARE LOOKING FOR?:

IS THERE ANY OTHER INFORMATION THAT WILL HELP US FIND THE RECORDS YOU ARE LOOKING FOR?

Records in existence at the time of request that are public and non-exempt will be made available.
Special reports WILL NOT be created.

(See other side for charges and fees)



(This page is for staff use only)

Charges

Vehicle Crash Reports: 1 -6 pages = $5.00

Additional pages: .50 per page =

Police Reports: .50 per page =

Other Copies: copies @ $1.00/page =

Retrieval &

Redaction

Fees: X $ 32.22 = 0
# hours hourly rate

Total:

(The Public Records Access Regulations require that a records custodian provide a detailed, written, good faith estimate
for the cost of complying with a public record request when the cost is expected to exceed $10.00.)

(This page is for staff use only)

Request completed by: Date

Request denied by: Date

(Possible reason(s) for denial below)
e Pending Criminal Case: Must be requested from the District Attorney’s Office as a matter of discovery.
e Open or pending investigations.

e EXEMPTED BY STATUTE: Privacy, medical information Law Enforcement & Court personnel information,
protected victim information, firearm information, harassment prevention order Plaintiffs, inmediate threat
reports, juvenile records, or protected Criminal Offender Record Information are some examples of exempted
records.

e Confidentiality: Information may be withheld to provide an assurance of confidentiality to private citizens so
that they will speak openly about matters under investigation. Accordingly any details or witness statements,
which if released could create grave risk of directly or indirectly identifying private citizens as a witness are
indefinitely exempt.

Basic Fee Schedule for Public Records — Boxborough Police Department

Fees & Charges - General Fee
Copies — standard page (defined as a document created from word $0.50/page
processing, generated onto paper sized 8 ¥2 x 11” from a non-color printer)
<+ Copy, printout, or photograph in a format other than a standard page $1.00 or Actual cost
<+ Request for data in a form not used by the Town Denial or actual cost to the Town
4+ Research and Retrieval Actual time spent in excess of
+ Advance payment may be required for public records requests that will one-half hour based on hourly
require significant staff time and resources to complete. rate, including benefits, of the
+ Advance payment may be required for requests from persons who have | least technically trained person
made previous records requests and not paid or not come in to view the capable of performing the
requested information. search/retrieval
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