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POLICY NO.: Administrative Policy, ADM-006   DATE:  February 26, 2002 
 
POLICY:  REQUESTS FOR INFORMATION 
It is the goal of the Department to comply with all legal requirements while providing 
outstanding customer service by efficiently responding to inquiries and providing accurate 
information. 
 
PURPOSE: The purpose of this administrative policy is to ensure that the public will receive 
accurate information while complying with A.R.S. § 39-121.03.  Staff is not mandated to do 
research or to develop information for the public that is not normally, readily available.  We also 
do not charge a fee for compiling information; however, a fee may be charged for the time spent 
photocopying information and for the photocopies. 
 
PROCEDURE: 
 
1. Phone Requests: 

A. Provide person requesting information with the department’s following forms: 
1) PDEQ Public Records Reproduction Request form; and 

  2) PDEQ Reproduction Fee Schedule. 
B. Inform the person that payment may be requested in advance if information 

includes copying a large number of pages. 
C. Confirm that all documents have been completed.  Forward the completed request 

to the Compliance Supervisor in Field Services for processing.  The PDEQ Public 
Records Reproduction Request form is required for commercial use.  The public’s 
request will be processed if they refuse to complete the form and state their use is 
not for commercial purposes.  Any confidential documents which must be 
removed prior to being viewed by the requestor (See Policy Number TECH-003, 
Procedure for Processing Confidentiality Claims) 

D. Upon completion of the compilation of records, the Compliance Supervisor will 
compose a letter citing the results of the request.  If payment is not required in 
advance (See No. 4.), the Supervisor will forward a copy of the request letter 
results and/or documentation to the requestor; the Supervisor will also forward the 
original letter and statement of time spent photocopying information to the 
Executive Administrative Assistant.  If payment is required in advance, all 
documentation will be forwarded directly to the Executive Administrative 
Assistant for processing and distribution.   

2. Walk-In request when information is immediately available: 
A. Provide requesting person with: 

  1) PDEQ Public Records Reproduction Request form; and 
2) PDEQ Reproduction Fee Schedule. 

 B. Confirm that all documents have been completed.  The PDEQ Public Records 
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Reproduction Request form is required for commercial use.  The public’s request 
will be processed if they refuse to complete the form and state their use is not for 
commercial purposes. 

C. Take the request to the Compliance Supervisor or Field Services Manager. 
D. The Manager/Supervisor will review the request. 
E. The information and/or file(s) must be screened for confidential documents that 

must be removed prior to being viewed by the requestor (See Policy Number 
TECH-003, Procedure for Processing Confidentiality Claims). 

F. If information can be obtained immediately, the person’s request will be 
accommodated at that time and payment will be required upon delivery of 
information. 

3. Walk-In request when information is not immediately available: 
A. If the information cannot be obtained immediately, the Compliance Supervisor 

will speak with the person and give him/her an approximate date and/or time 
when the information will be available and arrange method of distribution, i.e., 
mail, fax, or pick up in person.  If our arrangements are unsatisfactory with the 
requestor, you can offer the following options: 
1) We will send material to County Print Shop and they pay copy charges; 
2) They can bring in copier service (our files do not leave our offices) with 

their own photocopier and make the copies for them; or 
3) They can pay PDEQ staff overtime to photocopy material after hours. 

B. Upon completion of the compilation of records, the Compliance Supervisor will 
compose a letter citing the results of the request.  If payment in advance is not 
required, (see No. 4.), the Compliance Supervisor will forward a copy of the 
request letter results and/or documentation to the requestor in the manner 
previously arranged.  The Compliance Supervisor will also simultaneously 
forward the original letter with the statement of time spent photocopying 
information to the Executive Administrative Assistant.  If payment is required in 
advance, all documentation will be forwarded directly to the Executive 
Administrative Assistant for processing and distribution. 

C. Payment Procedures: 
1) Unless other payment arrangements have been made, all requests shall be 

paid in advance; 
2) The Executive Administrative Assistant will prepare the invoice and 

request for payment in advance unless other arrangements have been 
made.  If payment in advance is not required, she will then mail the 
original letter of compilation findings along with two copies of the 
invoice.  The invoice will request that the recipient return one copy of the 
invoice with their payment. 

3) Walk-in Requests shall be paid by cash or check immediately prior to 
distributing the information. 
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4) After payment has been received, record payment on check log with 

returned invoice.  Cash payments are given to the accounting offices to 
deposit.  Checks are recorded on the check log in the front office.  Checks 
are to be made out to “Pima County Treasurer”. 

 
 

APPROVED BY: 
 
 
__________________________ ___________ 
Director    Date 
 
Policy Approved:  January 27, 1997 
Date(s) Revised:  March 10, 2000, June 11, 2001, and January 29, 2002 







 
Reproduction Fee Schedule 

Number of Copies Cost per Copy 
1 Free 
2 Free 
3 Free 
4 .20 
5 .40 
6 .60 
7 .80 
8 1.00 
9 1.20 

10 1.40 
11 1.60 
12 1.80 
13 2.00 
14 2.20 
15 2.40 
16 2.60 
17 2.80 
18 3.00 
19 3.20 
20 3.40 
21 3.60 
22 3.80 
23 4.00 
24 4.20 
25 4.40 
26 4.60 
27 4.80 
28 5.00 
29 5.20 
30 5.40 
31 5.60 
32 5.80 
33 6.00 
34 6.20 
35 6.40 
36 6.60 
37 6.80 
38 7.00 
39 7.20 
40 7.40 
50 9.40 
60 11.40 
70 13.40 
80 15.40 

 
First three copies are free, $.20 per page for copies above three. 
 
To calculate total, multiply the total number of copies X .20 and enter the subtotal.  Subtract .60 for the first three 
copies (which are free) from the subtotal and that answer is the total cost of photocopies. 
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