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Purpose
Use this Missouri Sunshine Law Policy template to draft your own organization’s policy. Since every public board is required to have a policy, this template makes it easier and ensures you identify all critical components.
How to Use This Guide Sheet
1. Fill in the name of your organization in the requested locations.
1. Identify the custodian of records with their contact information. This will be the person all record requests go to, so they need to be dependable and available. 
1. Identify the cost of providing the records request per statute limitations as discussed in the attached guide sheet.
1. Share guidelines for audio or video recording.
1. An optional policy addition could be the records retention schedule. The reason for adding this is to simplify what records should be retained and for how long. It requires some research upfront but makes it easier over time to manage the records.

1. A second optional policy addition is a records request form. This clarifies the details of the record request, making it easier to get the requestor what they need within the timeframe and allows for quicker calculation of cost.



Addendum 1: Missouri Sunshine Law Policy for the (NAME OF ORGANIZATION) 
1. In accordance with changes to the Missouri Sunshine Law, public bodies need to adopt a Sunshine Law Policy (610.028, RSMo).
2. It is the public policy of the (ORGANIZATION NAME), that meetings, records, votes, actions and deliberations of this body shall be open to the public unless otherwise closed by law.
3. The custodian of records for the (NAME OF ORGANIZATION) is 
a.	NAME	_________________________________________________________________________________

b.	TITLE	_________________________________________________________________________________

c.	BUSINESS ADDRESS  ______________________________________________________________________

d.	EMAIL 	_________________________________________________________________________________

e.	PHONE  ________________________________________________________________________________

4. That said custodian shall respond to all requests for access to or copies of a public record within the time period provided by statute except in those circumstances identified by statute. This time frame is 72 business hours upon formal request submission.  In cases where the 72-hour request cannot be fulfilled, the custodian will contact the requesting person or entity with a projected timeframe. This request shall be submitted to the custodian on the attached form (found on Attorney General’s website) via email or in person.  Email requests should state “(NAME OF ORGANIZATION) records request” in the subject line.
5. The fees for copying open records shall be 10 cents per copy, for page sizes up to 9” x 14”, plus current hourly rate of pay for employee doing the research and copying (now $______but could be more in the future).  Rate must be for the lowest paid employee that can do this work. 
6. Members of the public may audio or video record any portion of the open meeting. Members of the public should request to record before the meeting begins.   


Addendum 1: Missouri Sunshine Law Policy for the (NAME OF ORGANIZATION) (cont’d)

OPTIONAL
7. Record requests can be made using the attached form.   
8. All related and necessary records for the required length of time will be maintained. The specific records retention schedule can be found on Attorney General’s website with different types of entities having unique requirements.  
 













 
 


RECORDS REQUEST FORM

(NAME), 
This is a request for records under the Missouri Sunshine Law, Chapter 610, Revised Statutes of Missouri.
I request that you make available to me the following records: _______________ (Describe the records as specifically as possible. Where you are asking for records that cover only a particular period, such as last year or a specific month, identify that time period)
If you know the subject matter of the records, but do not have additional information, use this alternative:
I request that you make available to me all records that relate to ______________ (Be as specific as possible; include dates if you can)
If you want and are willing to pay for copies of the records, rather than just being able to see them:
I request that the records responsive to my request be copied and sent to me at the following address: _____________.
If you believe your request serves the public interest, and is not just for personal or commercial interest, you may ask that the fees be waived:
I request that all fees for locating and copying the records be waived. The information I obtain through this request will be used to _____________ (Tell how you will use the information and why that use is in the public interest)
Fees of .10 per copied page and approximately $__________ per hour for research and copying will apply in most cases.  An estimate can be requested ahead of time, with payment required before records are released. 
If portions of the requested records are closed, please segregate the closed portions and provide me with the rest of the records.
(Insert your name, address, phone number, or electronic mail address)







Sources
Attorney General’s Website:  https://ago.mo.gov/.
Sample forms available on the Attorney General’s website at https://ago.mo.gov/get-help/programs-services-from-a-z/sunshine-law/sample-language-forms/. 
Records Retention Schedules: https://www.sos.mo.gov/CMSImages/LocalRecords/General.pdf; https://www.sos.mo.gov/CMSImages/LocalRecords/SB40CountyBoard.pdf; https://mopca.com/wp-content/uploads/State-Retension-Schedule.pdf.
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