
PUBLIC RECORDS 
REQUESTS
Ryan  Jenk i n s ,  Ch i e f  F i nanc i a l  O f f i ce r

Jam es K i m,  As s i s t an t  D i r e c t o r  o f  
Co mp l i an ce



DIGITAL PLATFORM
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CURRENT PRACTICE
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Step 1

Requestor Notifies 
CFO

Step 2

Logs Request Into 
Excel Spreadsheet

Step 3

Acknowledgement/ 
Reasonable Time 
Email

Step 4

Fulfill Records 
Request

Step 5

Email Requestor 
the File



NEW PRACTICE
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Step 1

Requestor 
Submits Form

Step 2

Acknowledgement/ 
Reasonable Time 
Email

Step 3

Fulfill Records 
Request

Step 4

Send Records



FOUR STEP PROCESS
STEP 1: REQUEST FORM
• Improved Accessibility

o Immersive Reader

• Streamlined Submission Process

• Enhanced Visibility

• Automated Acknowledgement

• Improves Tracking and 
Recordkeeping
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FOUR STEP PROCESS
STEP 1: REQUEST FORM CONTINUED
• Automated Notifications to:

o Public Records Team
▪ Ryan Jenkins
▪ James Kim
▪ Heather Lantz
▪ Sam Marshall

o Chief of Communications
▪ Krista Davis

o Director of Communications
▪ Christian Ross

o Assistant Director of Communications
▪ Amanda Beeman

o Chief of Human Resources
▪ Nancy Freese

o Director of Human Resources
▪ Melany Ondrus
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FOUR STEP PROCESS
STEP 2: AUTOMATED RESPONSE
• Automated Acknowledgement

• Improves Tracking and 
Recordkeeping

o Data Management

o Historical Data

o Reports
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FOUR STEP PROCESS
STEP 3: FULFILL RECORDS REQUEST
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• Logikcull

• AVCLabs Video Blur AI

• SharePoint Folder



FOUR STEP PROCESS
STEP 4: SEND RECORDS
• Digital Format

o Email

o SharePoint Link

• Paper Request

• Other

o Fax

o Mail
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NEXT STEPS:

• Professional Development for staff:

• Principal Training 

• Athletic Director Training

• Assistant Principal Training

• Building Secretaries/Registrars

• Implementation – August 1st, 2025
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THANK  YOU
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