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Public Record Requests 

General: 

Gates County is fully committed to satisfying both the letter and spirit of the North 

Carolina Public Records law, N.C.G.S. 132-1 et.seq.  The purpose of these policies and 

procedures is to ensure the equal, fair, and consistent treatment of all citizens who request 

public records maintained by Gates County.  

However, according to N.C.G.S. 132-10, employees and officials may require the 

requesting party to agree in writing that geographical information system databases and 

data files will not be resold or used for trade or commercial purposes. Also, we may 

require computer database requests be in writing according to N.C.G.S. 132-6.2. 

Request for Public Records: 

 Requests for public records may be made by any person, corporation or public

entity.

 Persons requesting to inspect a record cannot be required to disclose their purpose

or motive for wanting the record, nor can they be required to give their name or

address, or show an ID, or sign for a record. .

 According to N.C.G.S. 132-10, employees and officials may require the

requesting party to agree in writing that geographical information system

databases and data files will not be resold or used for trade or commercial

purposes.

 All requests for public records shall be made in writing on the Gates County Public 

Records Request Form and submitted to the County Managers Officeto ensure the 

County accurately produces the requested document(s) in a timely and efficient manner.

 A specific description of the documents requested including, if possible, the

subject of the documents, the author of the documents and the date of the

documents is requested.

 In some cases, the record custodian may be able to simply forward a copy of the

requested record(s) to the requester.  In other cases, the record custodian may

make the records available for inspection and only copy those records identified

for copying by the requester

 All requestors must agree to pay the reasonable cost of producing the record as

provided herein.

 Documents that have not been collected or reviewed within 25 days of notice of

the requestor shall be returned to the file or disposed.

 Requestors may not remove or take public records from county offices for

purposes of making copies elsewhere or for any other reason.
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Charges for Responding to Public Records Requests: 

 The Public Records Law provides that persons may obtain public records free or

at a minimal cost.  Charges for producing documents pursuant to a public records

request shall reflect the actual cost of reproducing the record.

 There shall be no fee for public records request made by credential members of

the press.

 There shall be no charge for document requests of 5 pages of less.

 For document requests in excess of 5 pages, there shall be a charge starting with

page 6.

 Labor costs shall not be charged for document requests.

 Document requests shall use a backward-rolling sixty day calendar in order to

avoid piecemeal request and encourage efficiency in the workplace.  Once a

requestor received his/her “free” five page record he/she will be charged per page

for each page produced thereafter on behalf of the requestor within the next sixty

days.

 Request for waiver of fees may be made to the County Manager on a case by case

basis.

 Copies of records shall not be released until the requestor pays the

copying/production cost.

 Fees for certifying copies of public records shall be as provided by law.

 All checks for the services identified herein shall be made payable to Gates

County.  A return check fee of $25.00 will be charged on all returned checks.

Confidential or Privileged Documents:  

Attached to this memorandum is a list of records from the North Carolina School of 

Government’s publication Public Records Law for North Carolina Local Governments 

and 2004 Supplement that have been excluded from production by statute.  Because civil 

and criminal sanctions may apply for the wrongful production of confidential or 

privileged information, employees are strongly encouraged to study the attached list or 

contact the County Attorney to ensure they remain in compliance.  

Redacting Protected Information 

If a public record contains information that is protected, but the entire record is not 

protected the protected information should be deleted in a manner that shows that a 

deletion was made.  For example, if the record is a printed record, make a copy of the 

record, tape over the protected information with white correction tape, then use a black 

painter pen to completely mark over the tape.  The marked up record should then be 

copied and the new redacted copy made available for inspection and copying.  If a 

primary custodian is providing an electronic copy that includes protected information that 

must be redacted, the custodian should save the electronic document as a new file name, 

and from the new file, use the electronic “cut” feature to eliminate the protected text and 

show in the revised document where text has been “cut”. It is the primary custodian’s 

responsibility to ensure that protected information remains protected.  








