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Kansas Open Records Act 

The Kansas Open Records Act 
(KORA) allows for public inspection 

and copying of some records 
maintained by public entities. 

Under the KORA It Is the City 
of Galena’s Responsibility To: 

• Appoint a Freedom of Information
Officer (FOIO) to assist in resolving
issues related to KORA requests.

• Act on record requests within three
business days following their receipt
and:

• Provide the requested records.
• Provide the requestor notice if
additional time will be required
to locate or compile requested
records.
• State why the records cannot
be provided.

• Estimate the cost for providing
requested records and obtain advance
payment prior to fulfilling the request.
• Redact personal information from an
otherwise public record before
releasing it, and/or protect from
disclosure records covered by KORA
exceptions. K.S.A. 45-221
• Determine the format (paper,
electronic or other media) in which a
record will be produced if the record is
maintained in an electronic database
and/or contains some information that
may need to be redacted prior to
release.
• Refuse a record request if it places
an unreasonable burden on the City.

Kansas Open 
Records Guide 

Under the KORA It Is 
Your Right To: 
• Inspect or request copies of public
records retained by the City, which are
not exempt from disclosure by a
specific law, during the City’s regular
business hours, normally 8 am to 4
pm.
• Be provided an estimate or invoice
of the reasonable costs the City will
charge to provide requested records,
prior to charges being incurred.
• Receive the records you request, or
at least a response to your request,
within three business days after it is
received by the City.
• File a complaint with the Kansas
Attorney General’s Office if you feel
you are wrongly denied records.

Prohibited Uses 
K.S.A. 45-230 prohibits the use of 
names and addresses derived from 
public records for certain commercial 
purposes. Violation of this law can 
result in a civil penalty of as much as 
$500 per incident. 

How to Obtain Open Records 
• It may help to contact the City’s 
Freedom of Information Officer to find 
out if the record you want is available.
• Record requests must be in writing. 
Make sure you describe what you 
want in specific terms, including a 
date range if applicable. Proof of 
Identity and signed certification is 
required. K.S.A. 45-220(c)
• Requests can be submitted by mail, 
email recordsrequest@galenaks.gov, 
or in person at City Hall. 



• The City has no obligation to create
a record that does not already exist or
recreate a record that has been
destroyed.
• Your request may be denied in
whole or in part. If the City denies, it
must specify the records denied and
cite the legal basis for denial. Any
denial will be made upon advice of
legal counsel.

Common Exceptions to the Kansas 
Open Records Act 
Various provisions of State and 
Federal law require that certain public 
records, or portions, remain “closed.” 
The KORA (KSA 45-221) lists about 50 
categories of records that may be 
closed, including: 
• Criminal investigation records,
including:
• Information that would reveal the
identity of any undercover agent or
informant.
• Records that would reveal the
identity of the victim of any sex
offense.
• Standard arrest reports.
• Records of a Child in Need of Care
and some Juvenile Offender records.
• Most Personnel records of City
employees and applicants.
• Correspondence with individual
citizens.
• Medical treatment records of
individuals.

• Social Security numbers, account
numbers, and other private
information.
• Records protected by attorney-client
privilege and/or rules of evidence.
• Competitive purchasing process
records prior to acceptance of a bid or
proposal.
• Notes and preliminary drafts.
• Records containing information of a
personal nature.

For Additional Information 
• A complete copy of the KORA may
be found at
kslegislature.org/li/b2021_22/statute/
045_000_0000_chapter/.
• The Kansas Attorney General’s Office
maintains an outline regarding KORA,
as well as frequently asked questions
on the Act, on its website, at
ag.ks.gov/open-government.
Contact Information

For more information contact the City 
Clerk’s Office at 620.783.5265 or visit 
https://galenaks.gov/kansas-open-
records-act/. 

City Clerk’s Office  •  City Hall  
211 W 7th St •  Galena, KS 66739 

https://galenaks.gov 

Citizens Procedure to request or 
inspect records

1. All requests must be in writing.
Paper form or email.
2. Must show proof of Identity.
3. Must sign written certification.
K.S.A. 45-220(c).
4. City must respond within 3 days.
This does not mean you will get the
records you requested in 3 days.
5. Any person, upon inspection
request, shall setup a time with the
custodian during regular business
hours and when the agency has a staff
member available. Unattended access
is not allowed. Twenty-four hour
notice is required to inspect records.
This does not mean you will gain
access to records in twenty four hours.
6. Once your request has been
approved, the custodian will notify you
of prepayment or completion of your
request.
7. If  your request is denied or delayed
you will be notified.

Official Records Custodians: 

• City Clerk
• City Treasurer
• Chief of Police
• Fire Chief
• City Attorney
• Municipal Court Clerk
• City Superintendent
• City Librarian




