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Policy No: A-24 

Request for Public Records  

Effective Date: 06/02/2026 
 

PURPOSE: 

To establish standards with respect to the acceptance of and response to 
requests for and access to public records; and to ensure a prompt and 
appropriate response to all requests for public records. 
To ensure compliance with the California Public Records Act, which allows local 
agencies to adopt policies to be followed when making records available, and 
to protect legitimate business and legal interests of the City governmental 
organization. 
This policy does not supersede the independent applicability of other laws 
which may have different or more stringent access to public records such as 
provision of, but not limited to, the Political Reform Act, Labor Code or Penal 
Code. 

 

POLICY: 

The City of Indio has implemented an online records request system (GovQA) 
to streamline and track all Public Records Act requests. All requests for public 
records must be submitted through the GovQA portal on the City’s website.  
 
The public’s right to access information is a fundamental and necessary right. 
The City of Indio supports the principle that every person has a right to 
information concerning the conduct of the people’s business. 
 
The City is mindful of the constitutional right of privacy accorded to individuals 
and it is the intent of the City of Indio to promulgate a policy that strikes an 
appropriate balance between the objectives of open and transparent 
government and an individual’s right of privacy. 
 
I. Application: 

This procedure applies to all City Departments and Employees. 
All Public Records Act requests must now be submitted electronically 
through the City’s Public Records Request Center (GovQA), accessible 
via the City of Indio website 
https://indioca.govqa.us/WEBAPP/_rs/(S(t5jcfrk4dpoyvgyfbjrghhfv))/s
upporthome.aspx.  

https://indioca.govqa.us/WEBAPP/_rs/(S(t5jcfrk4dpoyvgyfbjrghhfv))/supporthome.aspx
https://indioca.govqa.us/WEBAPP/_rs/(S(t5jcfrk4dpoyvgyfbjrghhfv))/supporthome.aspx


2  

 
II. Procedure: 

Public Records 
Pursuant to Government Code Section 6252(e), a public record is 
defined as “any writing containing information relating to the conduct of 
the public's business prepared, owned, used, or retained by any state 
or local agency regardless of physical form or characteristics.” 
Public records requests may be used to obtain "agency records," which 
include a wide variety of documents and other materials (including print, 
photographic, and electronic formats) that were created or obtained by 
the agency and are, at the time the request is filed, in the agency's 
possession and control. The CPRA excludes certain categories of records 
from disclosure. 
 
Records Available for Inspection and Copying 
Records available for inspection and copying include any writing (as 
defined in the Public Records Act) containing information relating to the 
conduct of the public’s business that is prepared, owned, used, or 
retained by the City, regardless of the physical form or characteristics. 
 
Exempt Records 
Records exempt from disclosure are those specifically cited by the Public 
Records Act as not subject to disclosure. Exemptions include but are not 
limited to: preliminary drafts, records related to pending litigation, 
attorney-client privileged documents, personal and medical records, law 
enforcement records, and documents containing personal information 
such as social security numbers. 
 
Public Assistance 
To the extent reasonable under circumstances, the City Clerk’s Office 
staff shall assist the member of the public in identifying records and 
information that are responsive to the records or the purpose of the 
request. 
 
City staff shall not provide any legal advice to the public regarding 
compliance with this policy or with the Public Records Act or other 
matters. 
 
Receiving a Request for Records 
All requests for public records must be submitted online through the 
GovQA portal. The request must contain a reasonable description of the 
desired records. The GovQA system will route the request to the City 
Clerk’s Office for processing. 
Department Responsibilities 



3  

Each Department shall designate a person or persons who will be 
responsible for receiving and submitting responsive documents into 
GovQA. 
 
City Clerk’s Office responsibilities 
The City Clerk’s Office is responsible for coordinating and responding to 
all multi-departmental requests. 
The City Clerk’s Office shall coordinate with the City Attorney’s Office, 
the appropriate response and withholding of any document or portions 
of a document with the City Attorney’s office.  
 
Time for Response 
In cases where the records are not readily identifiable or accessible, or 
includes numerous files and/or documents, or additional time is needed 
to determine whether the request, in whole or in part, seeks copies of 
disclosable records, the City will have ten (10) calendar days to provide 
its determination. 
 
In unusual circumstances, the City may extend its time to respond by 
an additional fourteen (14) calendar days. Unusual circumstances are 
limited to those situations defined in the Public Records Act; such as: 
the need to search and collect from outside facilities, the need to search 
for, collect and examine a voluminous amount of separate distinct 
records in a single request, the need to coordinate with an outside 
agency, or the need to collect data. Only the City Clerk's office or the 
City Attorney may extend the time to respond. 
 
Fees and Charges 
In most situations, the City will not charge fees to cover the time and 
costs incurred in searching for, locating, or collecting records. However, 
the City Clerk will charge for the actual costs of duplicating and mailing 
documents consistent with the City’s Comprehensive Fee Schedule. 
 
 
Electronic Format 
When requested by any person the City Clerk’s Office shall make 
information available in any electronic format in which it holds the 
information.  
 
The City is not required to reconstruct a record in an electronic format 
if the City no longer has the record available in an electronic format. 
 
 
Creation and Retention 
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If a records request seeks documents that do not exist at the time of 
the request, the City is not required to create new documents to fulfill 
it. 
 
These procedures also do not require City Departments to keep records 
longer than the retention periods established in the Records Retention 
Schedule. However, if a request is made for records that still exist and 
are scheduled for destruction, the City must provide those records 
before they are destroyed. 
 

III. Effective Date: 
This procedure shall be effective immediately. 
 

IV. Forms and/or Documents Referenced: 
Available on the City of Indio website 
 

• GovQA Online Records Request Portal 
https://indioca.govqa.us/WEBAPP/_rs/(S(kmiqticcbql2lpmgku54l
mk4))/supporthome.aspx   

• Fee Schedule  
https://www.indio.org/home/showpublisheddocument/5615/638
869813969959050  

 

ADOPTION: 

 
Bryan H. Montgomery, City Manager 

Date: 06/02/2026 

https://indioca.govqa.us/WEBAPP/_rs/(S(kmiqticcbql2lpmgku54lmk4))/supporthome.aspx
https://indioca.govqa.us/WEBAPP/_rs/(S(kmiqticcbql2lpmgku54lmk4))/supporthome.aspx
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