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Administrative Procedure 1.407.1 
  Records Request Form 



   
 
According to Oak Ridge Board policy 1.407, any citizen of Tennessee shall be permitted during business hours 
to inspect public records maintained by the school district unless otherwise prohibited by law. 
 
Requests for Inspection: Citizens requesting to inspect public records shall submit their request and a 
government issued photo identification card with the citizen’s address to the district’s public records request 
coordinator during normal business hours. If the requestor does not possess a government issued photo 
identification card, the records custodian may accept another form of identification that establishes state 
residency. Requests may be made in person or by telephone, fax, mail, email, or electronic portal if applicable. 
Requestors shall not be required to submit a Records Request Form 
 
Requests for Copies: Citizens requesting copies of public records shall complete and submit the Records 
Request Form and a government issued photo identification card with the citizen’s address to the district’s 
public records request coordinator during normal business hours. If the requestor does not possess a 
government issued photo identification card, the records custodian may accept another form of identification 
that establishes state residency. The coordinator shall submit the Records Request Form to the appropriate 
records custodian. 
 
Records Request Coordinator: Matthew Bradburn 
Records Custodian: Executive Director of Human Resources  
 
Requests for inspection or requests for copies shall be made during normal business hours which are Monday 
through Friday 8:00 to 4:00. 
 
Central Office: 
304 New York Avenue 
Oak Ridge, TN  37830 
 
The records custodian will provide the citizen with an invoice detailing the charges. The citizen shall pay the 
estimated reasonable costs by cash or check prior to the district producing the copies. 
 
NOTE: Information regarding the forms to utilize when submitting a public records request as well as the 
schedule of reasonable charges to produce the requested records can be obtained by contacting the Human 
Resources Office.   

 
 
 
 
 
 
 
 
 



HUMAN RESOURCES OFFICE 
304 New York Avenue 
Oak Ridge, TN 37830 

(865) 425 – 9008 Phone 
(865) 425-9023 Fax 

Date 

I have received a copy of the Tennessee Law: 

Tennessee Open Records Act 

and 

Schedule for Reasonable Charges for Copies of Public Records 

from Oak Ridge Schools Human Resources Office. 

Furthermore, I have been advised of the fees that will be assessed if I am requesting 
copies. 

Signature 

Name 
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