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Public Records Policy
This policy implements the Oklahoma Open Records Act, 51 O.S. §§ 24A.1 et seq., and governs FISTA’s procedures for responding to requests for records held by FISTA. This policy establishes procedures, fees, permissible withholdings, and appeal rights consistent with state law.
1. Authority and Purpose
The stated public policy of the State of Oklahoma is that “all political power is inherent in the people” and that “the people are vested with the inherent right to know and be fully informed about their government.” 51 O.S. § 24A.2. The Oklahoma Open Records Act does not create new rights of privacy except as provided by statute or recognized privileges, including attorney-client privilege and attorney work product.
FISTA shall comply with the Act and shall provide access to public records as required by law. FISTA may withhold or redact records, or portions thereof, that are exempt from disclosure, confidential, privileged, or otherwise protected by state or federal law, including 51 O.S. § 24A.5(2).
2. Definitions
Public Record: Any document, record, file, electronic data, email, map, drawing, photograph, or other information, regardless of medium, created, received, used, or in the custody, control, or possession of FISTA in connection with public business, subject to statutory exclusions.
Exempt or Confidential Record: A record or portion thereof not subject to disclosure by virtue of statute, evidentiary privilege, constitutional protection, or other law, including personnel confidentiality and law enforcement exemptions.
Requestor: Any person submitting a request for records pursuant to this policy.
Custodian of Records: The person or office designated by FISTA to receive, process, and respond to Open Records requests. At this time, that person is the HR and Document Specialist.
Commercial Use Request: A request in which the requestor seeks records for sale, resale, solicitation, marketing, or other commercial advantage.
Pass-Through Costs: Direct external costs imposed on FISTA by third parties, including accountants, lawyers, consultants, vendors, or others, incurred to fulfill a request and passed through to the requestor.
3. Presentation of Request and Response Time
All Open Records requests must be submitted using the FISTA’s portal. The FISTA Open Records Request must sufficiently describe the records sought.

https://thefista.com/open-records-request/

A request shall be deemed received only when a proper and complete request is actually received by the Custodian of Records utilizing the portal. Delivery to an email inbox, mail receptacle, or staff member does not constitute receipt.

Within ten (10) business days of receipt of a proper and complete request, FISTA will make its best attempt to:
Grant the request, Deny the request in whole or in part with written explanation citing applicable law, or notify the requestor that additional time is required due to the volume or complexity of the request and provide a reasonable estimated completion date. If no responsive records exist, the requestor shall be notified in writing.
The ten (10) business day timeframe is an internal processing target and does not create any substantive or procedural rights beyond those provided by the Oklahoma Open Records Act.
3(A). Required Elements of a Valid Request
To be considered valid and complete, an Open Records request must include all of the following required information on the FISTA Open Records Request Form:
Date the request is submitted
Submitter Name
Submitter Contact Information
Thorough description of the records requested.
A clearly defined date range for the records requested
Requests that fail to include any required element may be deemed incomplete and invalid and will not be processed. An incomplete request does not trigger FISTA’s statutory response obligations under the Oklahoma Open Records Act.
FISTA has no obligation to interpret, clarify, supplement, or infer missing information from an incomplete or vague request. Requests that are overly broad, lack a defined date range, fail to identify record types, or require FISTA to speculate as to the records sought may be rejected as insufficient.
A requestor may resubmit a corrected request, at which time the statutory response period shall begin upon receipt of a complete and valid request.
The request submission shall require the requestor to certify whether the request is for commercial use. False or misleading certification may result in revised fees or denial of the request.
4. Review, Withholding, Redaction, and Segregability
FISTA may withhold records or portions thereof that are exempt from disclosure, including but not limited to records protected by attorney-client privilege, attorney work product, informer identity, records of lawfully closed meetings, certain personnel records (51 O.S. § 24A.7), certain law enforcement records (51 O.S. § 24A.8), draft or deliberative materials (51 O.S. § 24A.9), or other records protected by state or federal law.
If only portions of a record are exempt, FISTA shall provide reasonably segregable portions after redaction, unless segregation is infeasible.
FISTA is not required to create new records, conduct research, reorganize data, answer questions, or prepare explanatory narratives in response to a request.
5. Fees, Charges, and Cost Recovery
FISTA may charge reasonable, direct costs associated with fulfilling a request as authorized by 51 O.S. § 24A.5. Standard copies: up to $0.25 per page (black and white), Certified copies: up to $1.00 per page, Oversized or special formats: actual reproduction cost. If a request requires more than one (1) hour of staff time for search, retrieval, review, or redaction, time beyond the first hour may be charged at $25 per hour or the actual prevailing staff cost. Legal review fees may be charged only when reasonably necessary to determine the applicability of statutory exemptions or privileges and shall be billed at the attorney’s hourly rate. Pass-through costs, including accountants, outside consultants, or others, shall be billed at actual cost. For commercial use requests, search and review fees may be charged from the first hour. 
If fulfilling a request would cause excessive disruption of essential operations, including diversion of staff from core duties for an unreasonable period or extraordinary data compilation not maintained in the ordinary course of business, FISTA may charge applicable costs or deny the request.
For estimated costs exceeding $75, a written estimate shall be provided and prepayment required. If actual costs exceed the estimate by more than twenty-five percent (25%), the requestor must approve the revised estimate before further work proceeds.
Payment is due prior to release of records and within thirty (30) calendar days of invoicing. Failure to remit payment may suspend production or require submission of a new request
6. Denials, Appeals, and Remedies
If a request is denied in whole or in part, FISTA shall provide a written explanation citing the legal basis for the denial or redaction. A requestor may appeal a denial by submitting a written appeal to the President & CEO within ten (10) business days of the denial. The President & CEO shall issue a written decision within ten (10) business days of receipt of the appeal unless additional time is required, in which case the requestor shall be notified. If the appeal is denied, the requestor may seek judicial review pursuant to 51 O.S. § 24A.17. If the requestor prevails, the court may award attorney’s fees; if the action is frivolous, FISTA may recover fees.
7. Recordkeeping Obligations and Limitations
FISTA is not required to create or maintain records beyond those otherwise required by law solely to respond to Open Records requests (51 O.S. § 24A.18). The existence of a records request does not alter applicable record retention schedules or create a duty to preserve records beyond those required by law.
FISTA shall designate employees authorized to respond to Open Records requests and shall ensure at least one authorized individual is available during normal business hours (51 O.S. § 24A.5(6)).
8. Implementation and Publication
This policy shall be posted on FISTA’s website and made available in public offices. Employees involved in processing Open Records requests shall receive training on the Oklahoma Open Records Act and this policy. FISTA may periodically update this policy and its fee schedule to reflect changes in law, operational needs, or technology.

Appendix A – Sample Fee & Cost Schedule
	Service
	Fee / Rate

	Inspection / on-site review
	Dependent on Document Preparation Costs

	Black & white copies (8.5 x 14 or smaller)
	$0.25 per page

	Black & white copies (11 x 17 or smaller)
	$0.75 per page

	Certified copies
	$1.00 per page

	Color or oversized copies/maps/plans
	Actual reproduction cost + vendor charge

	Electronic delivery (≤ 25 MB)
	Dependent on Document Preparation Costs

	External media (USB)
	Cost of media & Document Preparation Costs

	Staff time beyond first hour
	$35.00 per hour or prevailing wage

	Attorney/legal review
	Actual cost

	Special service charges
	Actual cost or surcharge

	Pass-through external accountant/consultant/others
	Actual cost

	Mailing/courier
	Actual postage/courier cost

	Certification of records
	$10.00 per document
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