JUSTICE  ADMINISTRATIVE
CoMMISSION

Justice Administrative Commission (JAC)
Public Record Request Form

Pursuant to Chapter 119, Florida Statutes, you are not required to submit this or any specific
form or provide any of the contact information requested. You need only provide (1) the
request itself, and (2) information for at least one method of record delivery (i.e. email address,
mailing address, in-person pick-up). However, in order for JAC to seek clarification, provide
updates on the status of your request, or schedule an in-person pick up, you must provide a
preferred method of contact.

REQUESTOR CONTACT INFORMATION

Name:

Organization:

E-mail (required for electronic document delivery):

Phone number:

RECORD DELIVERY METHOD &
DESCRIPTION OF REQUESTED RECORDS

To ensure a thorough records search, please provide a clear and specific description of the records
you are requesting. Broad or general requests may take longer to fulfill and increase the costs
associated with responding to the request (see Cost Recovery Policy section below).

(Required) Preferred Record Delivery Method (select one):

DElectronic delivery via e-mail to the address listed above.

DPaper copies via U.S. Mail to the following address:

DIn-Person Pick Up at JAC, 227 N. Bronough Street, Tallahassee, FL 32301
To schedule pick up you must either provide your contact information or contact the JAC
Public Records Coordinator at publicrecords@justiceadmin.org or (850)488-24135.

Date Range of Requested Records:




(Required) Description of Requested Records:

RETURN THIS COMPLETED FORM TO:

publicrecords@justiceadmin.org
_Or_
Public Records Coordinator
227 N. Bronough Street, Suite 2100
Tallahassee, FL 32301
Office Hours: Monday through Friday, 8 a.m. to 5 p.m., except state holidays

JAC COST RECOVERY POLICY

JAC is authorized by s. 119.07(4), Florida Statutes, to assess a copying charge if applicable and a
special service charge when fulfilling a request requires extensive use of agency resources.
Pursuant to JAC policy, a special service charge will be assessed if the nature or volume of the
public records requested requires more than 1 hour of office resources. The charge for clerical or
supervisory resources will be no greater than the hourly rate, including benefits, of the lowest paid
personnel capable of providing such services. If you request paper copies of records, single-sided
copies will cost $0.15 per page and double-sided copies will cost $0.20 per page. Packaging and
shipping costs will depend on the request result and shipping method. However, if the total cost
determined for providing the records (including postage, if applicable) is less than $25.00, the
records will be provided at no charge.

JAC will conduct an initial review of your public record request and determine whether there will
be any such charge and contact you with a cost estimate prior to producing the records. The records
will only be provided after JAC receives full payment. If the actual cost incurred is less than the
amount paid, the overpayment will be refunded.

The estimate will list charges for the number of hours required to search for and/or locate the
requested record(s), review and redact statutorily exempt information, and prepare and copy the
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requested record(s), if applicable. If upon receiving the initial estimate of charges you elect to
modify your request or change the scope, you will be provided a new estimate.

You may contact JAC’s Public Records Coordinator to discuss ways to modify your request to
potentially reduce the estimated costs. Special service charges can be reduced significantly if
requests include search keywords as opposed to broad phrases such as “all documents or emails.”
Similarly, narrowing a request to certain individuals or divisions can greatly reduce the use of

extensive staff time. In addition to providing records, we will advise you of free online sources
whenever possible.
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