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Date of Request: ______________________ 

REQUESTER INFORMATION 

Name:_____________________________________________________ 

E-mail Address: _____________________________________________ 

Type of Requester (choose one):  

 ☐ Public     ☐ News Media     ☐ Government Agency 

 

All communications about requests will be sent by email, unless you 
don’t have access to email or a need a different method due to a 
specific accommodation.   

If you do not have access to an email or need an alternative form of 
communication, please provide your preferred contact method (such as 
a phone number of mailing address) below:  

__________________________________________________________ 

REQUEST DETAILS 

1. If known, which bureau or office holds the records you are looking 

for? ___________________________________________________ 
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2. How would you prefer to receive records (select one):  

 ☐ Email     ☐ Regular Mail          

If you wish to receive the records via regular mail, what address 

should they be sent to: 

_________________________________________________________ 

3. Is this request related to litigation or a tort claim involving the City of 

Portland? __________________ 

If “Yes”, please include case or claimant’s name, docket number, or 

other identifying information: 

_________________________________________________________ 

4. Choose one of the following statements for immigration purposes 

(you must choose one): 

☐ I AM NOT making this request for the purpose of enforcement of 
federal immigration laws. 

☐ I AM making this request for the purpose of enforcement of 
federal immigration laws. 

 
If you are requesting records about yourself for your own immigration 
application, select the first option. 
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5. If you would like to request a fee waiver, please indicate the type 
below. Depending on the type of waiver, you may be asked to answer 
additional questions, which will be sent to you. 
☐ Public Interest  
☐ Fire Victim (Fire Reports Only)  
☐ Government Agency           
☐ Financial Hardship  
☐ Crime Victim (Police Reports Only)      
 

6. Describe the record requested in as much detail as possible (add 

additional sheets if necessary): 

 

 

 

 

 

I agree that if I provide an email address, the City of Portland may use it 
as the primary means of communication for all matters regarding my 
request.  I understand that records, invoices, and fee estimates may not 
necessarily be included in or attached to email correspondence and are 
considered sent when made available in the Portland Records Request 
Center.  Furthermore, I agree to receive records, invoices, and fee 
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estimates electronically by logging into my account on the Portland 
Records Request Center.  

Please be advised that you are responsible for the costs “reasonably 
calculated to reimburse the public body for the public body’s actual cost 
of making the records available” pursuant to ORS 192.324. You may 
view the City of Portland fee schedule online or by requesting a copy. 

If the estimated costs involved in fulfilling your request exceed $25, the 
City will advise you of those costs and require your approval before 
beginning work. If the fee estimate exceeds $25, a 50% deposit will be 
required to begin work. Full payment of the total amount of costs 
incurred is required before the public records may be inspected or 
copies released. 

By signing below, I AM CERTIFYING THAT I HAVE READ AND AGREE TO 
COMPLY WITH THE ABOVE CONDITIONS, and further agree to pay the 
cost of fulfilling this Public Records Request according to the conditions 
set forth above. These costs may include the cost of searching for 
records, reviewing records to redact exempt materials, supervising the 
inspection of records, certifying records, and mailing records. Costs 
include research time to locate and analyze the requested records, even 
if no records are located or if the requested records are determined to 
be exempt from disclosure. I agree to pay a maximum of $25 without 
further approval.  

 

Signature of Requester _______________________________________ 

 

Date ______________________________________________________ 
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Instructions to Complete Form 

1) If possible, the City recommends making your request via the 
City’s online portal at: www.portland.gov/prr.  If you are unable to 
use the portal, then please fill out this form as completely as 
possible and be sure to sign and date the bottom prior to 
submitting. 

2) If you are unable to access any public records forms or schedules, 
please send an email to the Legal Records team at 
prrhelp@portlandoregon.gov or call 503-823-6040.  Further 
information on public records can be found at: 
www.portland.gov/public-records.  

3) Please submit this form to the relevant bureau contact which can 
be found at: https://www.portland.gov/public-records/contacts.   
Please note, this form cannot be submitted via email.     

4) All communications regarding your request will be done 
electronically unless you are requesting an accommodation.  If 
you are requesting an accommodation, please write ‘Not 
Available’ in the Email section and list your phone number or 
mailing address in the relevant part of the form.  Please note that 
non-electronic communications may slow request response times.   

5) The City offers several possible fee waivers, including: 
a. Public Interest waivers are fully or partially granted based 

upon your response to questions which will be sent to you 
regarding how the release of records is in the public interest 
and how it will be publicly disseminated. 

http://www.portland.gov/prr
http://www.portland.gov/public-records
https://www.portland.gov/public-records/contacts
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b. Financial Hardship waivers are fully or partially granted 
based upon your response to questions which will be sent to 
you regarding why you need the records and how paying for 
them will cause a financial hardship. 

c. Government agency waivers are fully or partially granted 
based upon your response to questions which will be sent to 
you regarding what government agency you represent and 
why you need the records. 

d. Crime Victim and Fire Victim waivers are granted based upon 
your relation as the report requested as decided by the 
Portland Police Bureau and Portland Fire & Rescue 
respectively.   

6) If you are requesting building permits or blueprints, be sure to 
also fill out the Request for Reproduction of Copyrighted 
Materials form which can be found via the below link: 
https://www.portland.gov/ppd/documents/copyrighted-
materials-request-reproduction-and-faqs/download.  

7) Some requests involve fees which must be paid prior to work on 
your request beginning.  If this is the case, information regarding 
the fees owed will be sent to you.  A full fee schedule can be 
found at:  https://www.portland.gov/charter-code-
policies/documents/public-records-requests-standard-fee-
schedule-2025/download.    

 

https://www.portland.gov/ppd/documents/copyrighted-materials-request-reproduction-and-faqs/download
https://www.portland.gov/ppd/documents/copyrighted-materials-request-reproduction-and-faqs/download
https://www.portland.gov/charter-code-policies/documents/public-records-requests-standard-fee-schedule-2025/download
https://www.portland.gov/charter-code-policies/documents/public-records-requests-standard-fee-schedule-2025/download
https://www.portland.gov/charter-code-policies/documents/public-records-requests-standard-fee-schedule-2025/download

