
 
Data Practices Policy for Members of the Public 

 
 
Date of request:  
 
I am requesting access to data in the following way: 
 
 Inspection        Copies    Both inspection and copies 
 
Note:  Inspection is free, but the City of Fridley will charge for copies of the data, as listed on page 
four of this document.   
 
Subject of request: 
Describe the data you are requesting as specifically as possible:   
 
 
 
 
 
 
 
 
 
Contact information: 
 
Name: ______________________________________________________________________________________________ 
 
Address: ____________________________________________________________________________________________ 
 
Phone: __________________________________________  Email: ____________________________________________ 
You do not have to provide any of the above contact information.  However, if you want us to 
mail/email you copies of data, we will need some type of contact information.  In addition, if we 
do not understand your request and need to get clarification from you, without contact 
information we will not be able to begin processing your request until you contact us. We will 
begin gathering data upon submission of this form. Most requests will be fulfilled in ten business 
days. If more time is needed, City staff will notify the requester.  
 
Data Practices Compliance Official 
Name  Melissa Moore, Administrative Services Coordinator/Deputy City Clerk 
Address 7071 University Avenue NE, Fridley, MN  55432 
Phone:  763-572-3523  Fax: 763-502-4981 
E-mail:   melissa.moore@fridleymn.gov 
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Right to Access Public Data 
 
The Government Data Practices Act (Minnesota Statutes, Chapter 13) presumes that all 
government data are public unless a state or federal law says the data are not public.  Government 
data is a term that means all recorded information a government entity has, including paper, 
email, DVDs, photographs, etc. 
 
The Government Data Practices Act also provides that this government entity must keep all 
government data in a way that makes it easy for you, as a member of the public, to access public 
data.  You have the right to look at (inspect), free of charge, all public data that we keep.  You also 
have the right to get copies of public data.  The Government Data Practices Act allows us to charge 
for copies.  You have the right to look at data, free of charge, before deciding to request copies.   
 
How to Make a Data Request 
 
To look at data or request copies of data that this government entity keeps, you must make a 
written request.  Your request for data must be made to the appropriate individual listed in the 
Data Practices Contacts on page one.  You may make your request for data by mail, fax, or email 
using the data request form on page one.   
 
If you choose not to use the data request form, your request should include: 
 

• that you, as a member of the public, are making a request for data under the Government 
Data Practices Act, Minnesota Statutes, Chapter 13; 

• whether you would like to look at the data, get copies of the data, or both; and  
• a clear description of the data you would like to inspect or have copied. 

 
This government entity cannot require you, as a member of the public, to identify yourself or 
explain the reason for your data request.  However, depending on how you want us to process 
your request (if, for example, you want us to mail you copies of data), we may need some 
information about you.  If you choose not to provide any identifying information, we will provide 
you with contact information so you may check on the status of your request.  In addition, please 
keep in mind that if we do not understand your request and have no way to contact you, we will 
not be able to begin processing your request.   
 
How We Respond to a Data Request 
 
Upon receiving your request, we will work to process it.   
 

• If we do not have the data, we will notify you in writing as soon as reasonably possible.   
• If we have the data, but the data are not public, we will notify you as soon as reasonably 

possible and state which specific law says the data are not public.   
• If we have the data, and the data are public, we will respond to your request appropriately 

and promptly, within a reasonable amount of time by doing one of the following: 



City of Fridley - Data Practices Policy for Members of the Public 
 

Page 3  Revised: 10-14-2019 
 

− arrange a date, time, and place to inspect data, for free, if your request is to look at the 
data, or 

− provide you with copies of the data as soon as reasonably possible.  You may choose 
to pick up your copies, or we will mail or fax them to you.  If you want us to send you 
the copies, you will need to provide us with an address or fax number.  We will provide 
electronic copies (such as email or CD-ROM) upon request if we keep the data in 
electronic format.   
 

Information about copy charges is on page four. We will arrange for you to pre-pay for copies. 
 
If you do not understand some of the data (technical terminology, abbreviations, or acronyms), 
please let us know.  We will give you an explanation if you ask.   
 
The Government Data Practices Act does not require us to create or collect new data in response 
to a data request if we do not already have the data, or to provide data in a specific form or 
arrangement if we do not keep the data in that form or arrangement.  (For example, if the data 
you request are on paper only, we are not required to create electronic documents to respond to 
your request.)  If we agree to create data in response to your request, we will work with you on 
the details of your request, including cost and response time.  
 
In addition, the Government Data Practices Act does not require us to answer questions that are 
not requests for data. 
 
Requests for Summary Data 
 
Summary data are statistical records or reports that are prepared by removing all identifiers from 
private or confidential data on individuals. The preparation of summary data is not a means to 
gain access to private or confidential data. We will prepare summary data if you make your request 
in writing and pre-pay for the cost of creating the data.  Upon receiving your written request we 
will respond within ten business days with the data or details of when the data will be ready and 
how much we will charge.   
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FEES FOR PROVIDING COPIES OF GOVERNMENT DATA 
Minnesota Statues, section 13.03 provides that, if a person requests copies or electronic transmittal of 
public government data, and the requester is not the subject of the data, the responsible authority for 
the government entity may require the requester to pay a fee. Regardless of which method is used, you 
may not charge for separating public data from not public data. 
 

FEE CALCULATION METHOD I 
If 100 or fewer pages of black and white, letter or legal size paper copies are requested, you may charge 
a per-page fee of not more than 25 cents for each page copied (50 cents for a two-sided copy).  You are 
authorized to charge only the per-page fee and cannot require the requester to pay any of the cost listed 
in Fee Calculation Method II.  This provision should not be interpreted to permit division of a single request 
into requests for copies of fewer than 100 pages in order to avoid charging a fee based on the actual costs 
of providing copies. 
 

FEE CALCULATION METHOD II 
In all other circumstances, including requests to provide data via facsimile, the entity may require the 
requester to pay the actual costs of searching for and retrieving the data, including the cost of employee 
time, and for making, certifying, compiling and electronically transmitting copies of the data or the data 
themselves.  Additional criteria for determining copy cost using Method II are set forth at Minnesota Rules, 
part 1205.0300, subpart 4.  The entity may not charge a minimum fee. 
 

A. COSTS THAT MAY BE INCLUDED AS LONG AS THEY ARE REASONABLE: 
 

1.  Staff time required to: 
a. Retrieve documents 
b. Sort and label documents, only if necessary to identify the data to be copied 
c. Remove staples or paper clips 
d. Take documents to copiers for copying 
e. Copy documents 

 
(May not assess a fee for labor cost (wages/salary plus benefits) that exceed those of the lowest-paid 
employee who could complete the task(s) performed.  The requirement that data be kept in a 
manner that makes them easily accessible for convenient use may limit the charging for staff time.) 

 
2.  Materials (paper, copier ink, staples, magnetic tapes, video or audio cassettes, etc.) 

 
3. Special costs associated with making copies from computerized data, such as writing or modifying 

a computer program to format data.  Note:  Computerized data must be kept in a manner that 
makes the data easily accessible for convenient use. 
 

4. Mailing costs 
 

5. Vehicles costs directly involved in transporting data to the appropriate facility when necessary to 
provide copies (for example, when the entity is unable to provide copying services for 
photographs, oversized documents, videos, etc.) 
 

6. Electricity costs when the requester uses own scanner to make an unusually large number of 
copies 
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B.  COSTS THAT MAY NOT BE INCLUDED: 
 
1.  Purchase or rental of copier 

 
2. Maintenance of copier 

 
3. Normal operating expenses of computer/copier, including electricity used, and machine 

wear/tear 
 

4. Depreciation of copier 
 

5. Staff time required to: 
a. Separate public from not public data 
b. Open a data request that was mailed 
c. Sort, label or review data, if not necessary to identify the data to be copied 
d. Return documents to storage 
e. Provide information about the data to the requester (i.e., explain content and meaning 

of data) 
f. Prepare data for mailing 
g. Prepare cover letter, fax sheet or invoice for copies 
h. Credit payment and perform other associated accounting functions 

 
Note:  May not assess a fee for labor costs (wages/salary plus benefits) that exceed those of the 
lowest-paid employee who could complete the task(s) performed 

 
6.  Administrative costs that are not related to copying 

 
7. Records storage 

 
8. Sale tax 

 
9. The entire cost of operating a multi-tasked computer for a measured unit of time, when fulfilling 

a request for copies was only one of the tasks performed during that unit of time 
 

10. Costs incurred because data are not maintained in a manner that makes them easily accessible 
for convenient use 

 
11. Search and retrieval costs when data are inspected but no copies are requested 

 
This information courtesy of:  Information Policy Analysis Division, Department of Administration 

201 Administration Building, 50 Sherburne Avenue, St. Paul, MN  55155 
 
 
 
 
 
 
 


