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REQUEST FOR OPEN (NON-CONFIDENTIAL) RECORDS OF 
METRO TECHNOLOGY CENTERS SCHOOL DISTRICT NO. 22

Requests to inspect and/or receive copies of Metro Technology Centers’ open (non-confidential) records shall be made to the Minute Clerk for the Board of Education in the Superintendent’s Office located in the Business Conference Center on the Springlake Campus.   Requests will be received Monday-Friday, between the hours of 8:30 a.m. and 3:30 p.m., on days not designated as Office Closed. For weeks in which the office is open less than 30 hours per week, please see ACCESS TO OPEN (NON-CONFIDENTIAL) RECORDS WHEN OFFICES OPENED FOR LESS THAN 30 HOURS PER WEEK (ADM-TWI-0009).
CONFIDENTIAL RECORDS: The following District records are confidential and are, therefore, exempt from search and copy:  records and/or materials prepared in anticipation of litigation; records and/or materials protected by a state evidentiary privilege (the Attorney-Client Privilege); records reflecting what transpired during an executive session of a school board meeting; personnel records which relate to internal investigations, examination, selection materials for hiring, appointment, promotion, demotion, discipline or resignation, and/or when disclosure would constitute an invasion of personal privacy; records on student academic materials, such as:  tuition, testing records, teaching material and personal communications with individual students; and personal notes and personally created materials under the circumstances authorized by law.  Requests for student information, such as transcripts, should be submitted to the Registrar.
(To be completed by person requesting access to records.)

Name  
     

Organization       

Address  
     

                                               Street                                                      City                        State                    Zip Code

Daytime Telephone Number   (     )            

                                                 Area Code    Telephone Number

Record(s) sought:  Please provide a description of the records you wish to inspect/have copied.

	Date
	Record Title
	Print Copy
	Tape Copy
	Inspection Only
	Number of Copies

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


      Fees  (to be completed by the Board Minute Clerk):
	
	Number
	Cost ($) per each
	Extended Cost

	Photocopies (8-1/2” x 11” or 8-1/2” x 14”)
	     
	0.20
	$   0.00

	Photocopies (11” x 17”)
	     
	0.25
	$   0.00

	Audio cassettes 
	     
	5.00
	$   0.00

	Labor – $6.00 per each 15-minute period

(Amount of Time:       )
	     
	6.00
	$   0.00

	Other      
	     
	     
	     

	
	
	TOTAL COST
	$   0.00


Document(s) Received By       




                                                              Printed Name                                                                         Signature

Funds Received by





  Date
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