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CARR Carr, Riggs & Ingram, LLC
RIGGS & 215 Baytree Drive
INGRAM Melbourne, Florida 32940

(321) 255-0088

CPAs and Advisors (321) 259-8648 (fax)

Transmittal Letter

June 29, 2022

The Audit Committee of
Brevard County, Florida

2725 Judge Fran Jamieson Way

Viera, Florida 32940-6699

Pursuant to the approved 2021/2022 internal audit plan, we hereby submit our internal audit of the
Public Records Request function. We will be presenting this report to the Audit Committee at the

www.cricpa.com

next scheduled meeting on July 13, 2022.

Our report is organized in the following sections:

Executive Summary

This provides a summary of the observations and results related to
our internal audit of the Public Records Request function.

Background This provides an overview of the Public Records Request function
including select statistics and benchmarking with other Florida
Counties.

Objectives and Approach The internal audit objectives and focus are expanded upon in this

section as well as a review of our approach.

Observations Matrix

This section provides the results of our internal audit procedures,
including our recommended actions and management’s responses
for both the Current and Future States (i.e. current and future
Public Records Request systems).

We would like to thank all those involved in assisting the Internal Auditors in connection with the

internal audit of the Public Records Request function.

Respectfully Submitted,

Cm, Riggrr ¢ Ungam, L.L.C.

INTERNAL AUDITORS

*
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Executive Summary

Overview

Pursuant to Chapter 119 of the Florida Statutes (“F.S.”), records created by County official business
are public and are available for inspection unless specifically exempted by Florida Statute. Public
citizens can request documentation and records from the County through a “Public Records
Request”. It is the responsibility of the County to coordinate a public records request and ensure all
requests comply with Chapter 119 F.S., also known as the “Public Records Act.” To date, a
comprehensive audit of the County’s policies and procedures in administering public records requests
has not taken place. Risks to the County include improper dissemination of information and failure
to comply with Chapter 119 F.S. The County has an obligation to responsibly administer public
records, make records available to the public, and protect exempt information.

Objective

The primary objective of this audit was to assess the design and effectiveness of internal controls
over the Public Records Request (“PRR”) function and related processes, and to assess the County’s
compliance with certain laws, rules and applicable County policies and procedures (“Current State”).
During the audit the County decided to procure new PRR software. As such, the objective of our audit
alsoincluded identifying PRR controls and processes that should be factored in to the implementation
of the new PRR software in the process of being procured (“Future State” or “Next Request”).

Observations/Recommendations

Observation ratings are a subjective evaluation of the severity of the concern and the potential
impact on the operations. An observation rating of “High” represents an issue of immediate concern
and could cause significant operational issues if not addressed soon. A “Moderate” rating is an issue
that may also cause operational issues and does not require immediate attention but should be
addressed as soon as possible. Observations given a “Low” rating could escalate into operational
issues but can be addressed through the normal course of conducting business. The following is a
summary of observations noted related to the current PRR system (“PRRT” or Current State”).

Observation Risk Rating
1. Entering Public Records Request Moderate
2. Closing Public Records Request Moderate
3. Public Records Request Consultations with County Attorney Office Moderate
4. Monitoring Open Public Records Request Moderate
5. Public Records Request Accessibility -

The following represents our Observations related to the Future State. Since they are related to the
implementation and configuration of the new software, each have the same level of priority.

Observation

1. Implementation and Configuration of New Public Records Request Software

2. Public Records Request — Online Layout/Configuration
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Background

Overview

The County Attorney’s mission is “to act as legal advisor to the Board of County Commissioners and
Brevard County’s Records Management Liaison Officer for the State of Florida. In addition, the County
Attorney’s Office (“CAQ”) tracks public records requests and assists department records custodians
with responses.”*

“As the County’s Records Management Liaison Office for the State of Florida Records Management
Program, the County Attorney provides advice on records management activities for all County
Departments maintaining such activities. In addition, the CAO continues to experience large numbers
of Public Records Requests involving many hours of researching, compiling reports and responding
to the requests.”*

There were approximately 2,047 PRRs processed and closed by the County in fiscal year 2021
compared to 1,577 in fiscal year 2020 for an increase of 470 - about 30% (unaudited data provided
by the CAO).

The County’s current PRR application (“PRRT”) was developed by the County’s IT Department and
modified in September 2020 and June 2021. During the course of our audit, the CAO determined to
procure a new commercial PRR application from a 3 party vendor (Next Request).

Staffing

Key personnel from the CAO and the Department of Information Technology (IT) that were involved
in our internal audit of the Public Records Request function include:

Name Title

Abigail Jorandby

County Attorney

Jessica Bayne

Legal Office Administrator, Legal Support

Nadia Foll

Legal Support, Public Records Coordinator

Melissa Powers Attorney llI
Robin Rogers Attorney |l
Alex Essesse Attorney llI

Lois Boisseau

Assistant Director, IT

Vicki Rose

Business Analyst I, IT

*Source: (Annual Operating and Capital Budget Adopted FY 2021-2022| BREVARD COUNTY).
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Shelley Nelson

County Attorney’s Office

Organizational Chart

Board of County Commissioners

Chris Reilly

Senior Law

Legal Records

/

/

Jorandb Clerk
Management coum:
Specialist Attorney

.

Christi Alex ) Melissa
Schverak Sarah Esseesse Justin Powers Heather
Attorney Beazley Deputy County Caron R Balser

1} Attorney 1 Attorney Attorney II Attorney I

~\

14

Calvin Khan Nadia Fc_)ll Jacquelyn
M e S s Legal Office Guadalupe
galsupp Administrator Public Records LKE"IE;' Lanert
Coordinator egal Suppo
—

Line represents who the individual reports to and/or supports.

During June 2022, Nadia Foll became the Legal Office Administrator upon Jessica Bayne’s departure and Jacquelyn
Guadalupe became the Public Records Coordinator.

PRR Policy and Process

The Board of County Commissioners Policy and Procedures to facilitate the County’s compliance with
Florida Statute Chapter 119, also known as the “Public Records Act” is included in the Brevard County
Board of Commissioners Policy No. 22 - Records Management Program (BCC-22) and fully addressed
in Administrative Order No. 47 — Coordination of Public Records Requests (AO-47) respectively.

The purpose of BCC-22 is “to establish a records management program that provides efficient,
economical, and effective control over the creation, utilization, preservation, protection, storage,
public access and final disposition of agency records.” [Bold, italics - Internal Auditors].

“Brevard County is committed to the requirements set forth in Chapter 119, Florida Statutes,
governing access to public records, also known as the Public Records Law. The purpose of this
Administrative Order is to provide guidelines and procedures for all County administrative personnel,
department directors and staff to assure compliance and uniformity with regard to the handling of
requests for inspection and copies of public records not exempted by State law” (AO-47).

The County as a whole is responsible to comply with the Public Records Act while the County Attorney,
or his or her designee, is identified and defined as the Records Management Liaison Officer who is
“responsible for directing and administering the County’s Records Management Program” (BCC-22).
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Background - continued

PRR Policy and Process — cont.
AO-47 defines key definitions relative to the PRR process:

Public Records - all documents, papers, letters, maps, books, tapes, photographs, films, sound
recordings, data processing software, or other material, regardless of physical form, characteristics
or means of transmission, made or received pursuant to law or ordinance or in connection with the
transaction of official business of any agency. This includes electronic records, such as any data files
or databases, word processing files, spreadsheets, digital photos, voice and video recordings,
electronically generated or maintained documents relating to County business and any other
electronic messages relating to County business, including text messages, tweets, written
communication on social networking websites and email.

Records Custodian — an employee appointed by the director of each county department to oversee
the management, retention and timely disposition of their records whether maintained on-site,
offsite, in electronic systems or stored at the Records Management Center; and assists in carrying out
the [PRR] requirements of Section 119.07, Florida Statutes.”

Records Coordinator — the individual appointed by the County Attorney to coordinate the County’s
response to public records requests in conjunction with the Records Custodians from each
department.

Requestor — the person requesting to inspect and/or receive copies of public records.

Redacting — to electronically conceal or manually black out from a copy of an original public record
any information deemed confidential or exempt from disclosure by statute.

Public records include (but are not limited to):

e Records (paper or electronic) relating to County business whether generated on work or
home computers, phones, or other electronic devices including, but not limited to email, text,
and voicemail.

e All materials made or received by the County in connection with official business which are
used to perpetuate, communicate or formalize knowledge.

o Draft documents, whether on paper or electronic, once they have been sent to or circulated
to another person or persons.

Public records do not include (but are not limited to):
e Personal emails, text messages, social media messages, or substantially similar
communications that do not involve official business of the County
e Draft documents that have not been circulated to another person or persons.
e Personal notes concerning County business unless they are circulated or sent to others or if
they were taken with the intention to perpetuate, communicate, or formalize knowledge.
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Background - continued

PRR Policy and Process — cont.

To facilitate “Transparency & Open Data” the County includes a link on the County website
homepage: brevardfl.gov:

Transparency & Open Data

Request public records, search legislation and reports, and use mapping data that gives you access to Brevard County information.

Request Public Records Open Data Application

Clicking “Request Public Records” takes the requestor to the following page:

Welcome to the Brevard County Board of County Commissioners Public Records Request page. In accordance with Chapter 119, Florida Statutes, the
County hereby designates the County Attorney’s Office as the custodian of public records for entities under the jurisdiction of the Brevard County
Board of County Commissioners. You can make a verbal request for public records by calling the Public Records Request Coordinator at (321) 633-2071,
or by emailing your request to PublicRecordsRequest@BrevardFL.gov. Under Florida law, you are not required to identify yourself or to submit a public
records request in writing. To make an anonymous public records request, please call the County Attorney's Office at the number above and ask for the
Public Records Coordinator, who will process your request through the County’s Public Records Request Tracking System. However, depending on the

nature of a request, certain fees and/or costs may need to be collected before a request can be fulfilled. Therefore, a point of contact may be required.

As an alternative, you can use the online form on this page when requesting records maintained by Brevard County Board of County Commissioners
ONLY. In order for the County to successfully respond to your request via the anline form, a complete description of the records needed and current
contact information such as a telephone number OR email address is requested to complete your online request.

THE ONLINE FORM SHOULD NOT BE USED IF YOU WANT RECORDS FROM THE CLERK OF THE COURT, PROPERTY APPRAISER, SCHOOL BOARD,
SHERIFE'S OFFICE, SUPERVISOR OF ELECTIONS, TAX COLLECTOR, OR OTHER LOCAL OR MUNICIPAL OFFICIALS. These entities have thair own public
records custodians because they are separate legal entities independent of the Brevard County Commission and its departments.

Administrative Order Board Policy & Directive Fax Request Form

The following agencies (not the Brevard County Board of County Commissioners) are the custodians of the public records identified below:

Clerk of the Circuit Court Civil Cases, Criminal Cases, Case Searches, Marriage Licenses, Jury Duty, Payment of Citations, Official
Records (Recorded Documents) etc,

Property Appraiser  Property Research, Map Searches, Homestead Exemption; Tax Facts, Recent Sales, etc.
Tax Collector  Online Forms, Driver Licenses & Registration, Disabled Parking Permits, Pay Taxes Online, etc.

Sheriff's Office Case Reports, Arrest Reports, Crime Line, Etc

Supervisor of Elections  Voter Education, Voter Registration, Election Results, Statistics, Precinct Maps
Further, as indicated above, the County website lists other agencies (including a link) with guidance
for the types of public records requests that do not fall under the Brevard County Board of County

Commissioners’ (BOCC) jurisdiction.

To provide further guidance as to the BOCC’s PRR policy and processes, the website includes links to
BCC-22 and AO-47.

If the requestor does not have online access or prefers not to utilize the online feature on the website,
the requestor can make a PRR by email, telephone, or in person.
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Background - continued

PRR Policy and Process — cont.

As indicated on the prior page above, the County website provides guidance and instructions as to
the requestor’s rights under the Florida Public Records Act and how to submit a PRR to the BOCC.

The online form is included on the website for the requestor to make the PRR using the County’s
online Public Records Request Tracking application (“PRRT”):

Public Records Request Form

First Name Last Name

Street Address

ZipCode City State
Phone # Fax # Email

Subject *

Requested Records *

3000 Characters Remaining.

Please check the box below

I'm not a robot

reCAPTCHA

Source: https://brevardfl.gov/publicrecordsrequest
If the requester submits a PRR online using the above form, the PRR goes directly to the CAO

Records Coordinator in the PRRT application. The CAO Records Coordinator goes into PRRT and
routs the PRR request to the applicable department(s) Records Custodian to fulfill the request.
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Background - continued

PRR Process — Key Steps — Current Process

AO-47 details the steps/responsibilities in V. Responding to a Public Records Request.

The following represents a summary of the key steps in the PRR Process:

Public records are received by email, telephone, mail, online, or walk-ins.

All requests are entered into the public records request tracking system and the responsive
department is added to the request.

An acknowledgment email is sent to the requester with the public records request tracking
number and AO-47.

If the request takes extensive staff time, the department or records coordinator will provide
a cost estimate/invoice to the requester.

If a cost estimate/invoice is not needed the department begins fulfilling the request.

When the full payment is received, the Department is notified and begins fulfilling the
request.

If payment in not received within 30 days, the request is closed.

If additional time to fulfill the request was needed, the requester will receive an invoice for
the difference, once that payment is received the requester will be provided the records. If
there is no additional cost, the department custodian or the records coordinator will provide
the responsive records to the requester electronically via email or via email with a share file
link that contains the responsive records. After the response is provided to the requester, the
responsive docs and/or relating emails are uploaded into the public records tracking system

and the request is closed.
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PRR Process — cont.

Public Records Request Process Flow
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Background - selective statistics

Brevard County of Commissioners

PRR - Fiscal Years - 10/1 - 9/30

2500
2000
1500
1000
500
0
2019 2020 2021
B PRR Reviewed and Closed 1667 1577 2047

B PRR Reviewed and Closed

PRR - Calendar Years-1/1-12/31

2500
2000
1500
1000
500
0
2019 2020 2021
M PRR Reviewed and Closed 1452 2043 2013

H PRR Reviewed and Closed

Source: CAO — unaudited.
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Background - selective statistics — cont.
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Brevard County of Commissioners

Average Days to Close by Fiscal Year

2020
16.8

m Avg. Days to Close

2021
15.9

Brevard County Compared with Other Florida Counties

3,500

3,000

2,500

2,000

1,500

1,000

500

10/1/2020 - 9/30/2021

Brevard Pasco

M Public Records Requests 2,000 3,200

M Public Records Requests

Sarasota*
2,800

Chart Data Source: Obtained from respective counties (unaudited) — rounded to nearest one-hundred.
Populations for Counties (2020 census): Brevard: 607K, Pasco: 562K, Sarasota: 434K (source: U.S. Census Bureau).
*Sarasota: PRRs amount provided was a range: 2500 to 3000.



[rﬂ %
/A(revard
Objectives and Approach

Objectives

The objective of this audit was to assess the design and effectiveness of internal controls in place over
the Public Records Request function and related processes, and to assess the County’s compliance
with certain laws, rules and applicable County policies and procedures. Additionally, during the audit
process, the County determined to procure new PRR software. As such, the objective of our audit
also included identifying potential PRR controls and processes that should be factored in to the
configuration and utilization of the new PRR software that the County is in the process of purchasing
(Next Request).

Approach
Our approach consisted of four phases:

Phase One — Assessment and Understanding

We held an entrance conference with key personnel involved with the PRR function to discuss the
scope and objectives of the internal audit work, obtain preliminary data, and establish working
arrangements. We reviewed Florida Statutes, administrative orders, County policies/procedures, and
other relevant resources.

Phase Two — Process and Controls Analysis/Documentation

We gained an understanding and documented the current PRR process. We conducted interviews
with management and staff and documented their respective roles in the processes. We updated our
understanding of the processes and relevant controls. We obtained PRR data from PRRT to obtain
an understanding of the volume and type of PRRs processed by the County including the average days
to process the requests from submission to fulfillment. See Background section.

Since the County is in the process of purchasing the Next Request application, we also included
process observations/recommendations (Observations — Current State section) based on our internal
audit of another Florida public sector entity that utilizes the Next Request for PRR processing.

Phase Three - Benchmarking

We reviewed and compared other Florida public sector entities to gain an understanding of how
these entities are managing PRRs while complying with applicable Florida laws and administrative
rules. Benchmarking results for certain metrics are summarized in the Background section.

Phase Four — Reporting and Recommendations

At the conclusion of our procedures, we documented our understanding of the Public Records
Request function and summarized our observations related to this function for both the Current and
Future States. We conducted an exit conference with management and have incorporated
management’s responses into our report. We prepared our report and related observations and
provided copies to appropriate County personnel.

12



Observations Matrix — Current State/ PRRT Software
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Internal Audit Report

Rating

Observation

Recommended Action

Management Response

Moderate

1. Entering Public Records Request

Based on our interviews and walkthroughs with CAO
management and staff, we noted the following:

PRRs submitted via telephone, in-person, or via
email were not always entered into PRRT by the
respective department Records Custodians as
required by AO-47.

We

recommend that CAO management
perform

the following to facilitate

compliance with AO-47 that requires all PRRs
to be entered into the PRRT software for
tracking/monitoring:

a.

Circulate an email to all the
department directors and Records
Custodians reminding them of the
requirement to enter all PRRs into
the PRRT with AO-47 attached.
Circulate an email to all County
employees reminding them of their
responsibility under AO-47 to assure
compliance and uniformity with
regard to the handling of requests for
inspection and copies of public
records not exempted by State law
and to notify their applicable Records
Custodian to ensure any PRR received
is entered into the PRRT system in
accordance with AO-47.

Response:

a. We concur and we will circulate an
email reminder to all the
department directors and
Records Custodians reminding

them of the requirement to enter
all  PRRs into the PRRT
(referencing AO-47).

b. We concur and will circulate an
email to all County employees on
an annual basis reminding them
of their public records
responsibilities under AO-47.

Responsible party:

County Attorney

Estimated completion date:
a. August 2022
b. October 2022

13



Observations Matrix — Current State/PRRT Software
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Internal Audit Report

Moderate

2. Closing Public Records Requests

Based on our interviews and walkthroughs with CAO
management and staff, we noted the following:

PRRT has an automated control requiring an entry
into the comments field prior to PRR closure.
However, anything typed in the “Comments” field
allows the PRR to be closed. No pull-down
menus/templates with the most common responses
are utilized.

We recommend that CAO management

perform the following:
Work with the IT department to
determine whether the PRRT can be
configured to add a Drop-down menu
to include the most common
responses to the requester.
Alternatively, if this is not feasible,
take this into consideration in the
implementation of Next Request.

Note: Based on our experience with Next
Request, it has pull-down templates and/or
menus available to facilitate the above.

Response:

Our plan is to include pull-down
menus/templates as part of our
implementation of Next Request if
feasible.

Responsible party:
County Attorney
Estimated completion date:

January 2023

14



Observations Matrix — Current State/ PRRT Software
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Internal Audit Report

Rating

Observation

Recommended Action

Management Response

Moderate

3. Public Record Request Consultations with
CAO

Based on our interviews and walkthroughs with CAO
management and staff, we noted the following:

In accordance with AO-47, upon request by any
County Employee responding to a PRR, the CAO
provides guidance for fulfilling PRRs in compliance
with the Florida Public Records Act. Based on our
discussions with the CAO, this direction is most
commonly communicated to the County employee
via email. Depending on the nature of the request
for guidance, and if asked via phone, the CAO would
sometimes provide guidance orally as well.

If any records are redacted or exempted, the PRR
response provided to the requester must include
the relevant Public Records F.S. citation. According
to the CAO, the most common statement used
when records are redacted is similar to: “Your
requested documents are enclosed, and have been
redacted pursuant to section 17.325(3) of the FL
Statutes.” (Per CAO staff).

To facilitate consistency relative to redacted
and exempt records, we recommend that
management perform the following:

Provide standard wording to the
Records Custodians for redacted
public records to ensure consistency.
For example: Your requested
documents are enclosed, and have
been redacted pursuant to section
17.325(3) of the F.S.

Provide standard language for any
PRR’s that have exempt records while
citing the appropriate section of the
F.S.

Response:

We concur and will develop standard
wording for both redacted and
exempt records citing the applicable
F.S.

Responsible party:
County Attorney
Estimated completion date:

August 2022

15



Observations Matrix — Current State/ PRRT Software
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Rating

Observation

Recommended Action

Management Response

Moderate

4. Monitoring Open Requests

Based on our interviews and walkthroughs with CAO
management and staff, we noted the following:

One of the assistant county attorney’s we
interviewed who was part of the PRR process
indicated that she regularly monitored the
outstanding PRRs in the PRRT to identify any
“older” outstanding requests to ensure that
they are addressed in a timely manner.
However, she indicated that there is no formal
documented monitoring process in place.
Presently, the CAO Records Coordinator has
access to close any of the PRR requests in PRRT.
At times, the CAO Records Coordinator has to
close previously fulfilled PRR’s that have been
noted as fulfilled in PRRT, but not closed by the
respective Records Custodian. All but a few of
the PRRs were fulfiled by County
departments/offices other than the CAO.

The respective Records Custodians for each
department have access to close the open
requests that appear in their respective cue.

We recommend that management perform
the following:

Develop and document a formal,
monitoring process in keeping with
current practice to address open
PRRs on at least a weekly basis.

Formally designate the CAO Records
Coordinator, in keeping with current
practice, to perform and/or to
oversee this monitoring process to
help ensure that open requests are
addressed and closed in a timely
manner.

Response:

a. We concur and will formally
document a monitoring process
in keeping with our current
practice and amend BCC-22
and/or AO-47 as needed.

b. We concur and will formally
designate the CAO Records
Coordinator in keeping with
current practice to perform
and/or to oversee this monitoring
process to help ensure that open
requests are addressed and
closed in atimely manner. We will
amend BCC-22 and/or AO-47 as
needed.

Responsible party:
County Attorney
Estimated completion date:

October 2022

16



Observations Matrix — Current State/ PRRT Software
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Internal Audit Report

5. Public Records Request Accessibility

During our interviews and walkthroughs with CAO
management and staff, we noted the following:

The County website in the PRR section does not
include the CAQ’s physical location (i.e. address,
building & suite number) for requesters that want
to submit their requests by mail or in-person.

We recommend that management add the
physical location of the CAQO’s to the website
where the PRR section is currently located
(i.e. address, building & suite) to facilitate
accessibility for requestors that want to
submit a PRR in-person or by mail.

Response:

We concur and will have the IT
Department add the physical address
to the PRR section of the website
(including building & suite) to facilitate
accessibility for requestors that want
to submit a PRR in-person or by mail.

Responsible party:

County Attorney

IT Director

Estimated completion date:

August 2022

17



Observations Matrix — Future State (Next Request)
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Internal Audit Report

Observation / Recommended Action Management Response
1. Implementation and Configuration of New Public Records Request Software
Based on walkthroughs of the Current State and our previous experience with the Next Request Response:
application, management should consider the following in the implementation and configuration of | As we implement the Next Request application,
the Next Request application (as available and applicable in the County’s Next Request software): we will take into account the items recommended
General: Use this implementation of a new PRR software as an opportunity to improve the PRR based on the capablllty of the software ,package
process with as many automated processes and controls as applicable, rather than implementing the purchased, subject to the County's ADA
software to accommodate existing practices. requirements.
a. Ensure users have training prior to implementation and train periodically on the system and Responsible party:
public records law. County Attorney
b. Implement automated workflovys for process efficiencigs and documentation of :.appropriate Estimated completion date:
review and approvals — can include the CA or designate ACA for responding to and
documenting any consultation as applicable. January 2023
c. Create and maintain public records in digital formats as much as possible.
d. Utilize pull-down menus:
o Assignments
o Type of Record(s) Requested
o F.S. citation to support exempted or redacted records
o Resolution — most common types
e. Utilize system tools to increase efficiency and gather key data including:
o Message templates
o Due date tracking
o Email automation
o Timekeeping/time tracking
o Digital Redaction vs. Manual
o Invoicing
f. Use the data collected in the system to periodically self-assess and identify
trends/opportunities for improved service/efficiency — i.e. identify departments that may
need more support/staffing/resources/digitized documents for timely response, commonly
requested records (use of self-service portal would be good for these types of records), etc.
g. Attach documented support for records exempted or redacted.
h. Emphasize to the Records Custodians the requirement to enter all PRRs into the PRR software.
i. Document CAO consultation in Next Request.
j.  Restrict access to Next Request as appropriate.
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Observation / Recommended Action

Management Response

2.

Public Records Request — Online Layout/Configuration

We reviewed and compared the County’s PRR online layout to those of various other Florida Counties
and Cities. We noted opportunities to improve the County’s PRR online layout to provide for enhanced
clarity, guidance and transparency as it relates to which types of records are maintained by the BOCC
vs. other agencies.

Key items to consider as the County implements Next Request and reconfigures the PRR online access
accordingly, include:

a.

The link for requesting a PRR is included on the County homepage next to two other links
(County Meetings and Open Data Application) with little guidance as to the purpose and use
of these other links.

The County’s PRR guidance and instructions regarding the process for making a request,
including contact information (phone number, email, etc.) the Public Records law
requirements, costs where applicable are all described in one continuous narrative.

The County’s current online form for a PRR does not provide step by step instructions for
completing the request to facilitate completeness and specificity to facilitate greater
efficiency and accuracy in fulfilling the request.

We recommend that management review the PRR online website layouts of the other Florida
Counties and Cities to assist management in configuring the PRR online access to make the process
more “user friendly” for the requestor, including, but not limited to:

a.

Include all links and related guidance for the PRR process on the same webpage including links
to records maintained by other agencies as well as common records already made available
online.

Delineate/separate out the guidance and instructions such as contact information, Public
Records law rights/requirements, costs, etc., using separate “call out” boxes.

Provide step by step instructions to complete PRRs online.

Response:

We will consider implementing the
recommended items subject to the County’s ADA
requirements.

Responsible party:
County Attorney
Estimated completion date:

January 2023
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