




ordinance or in connection with the transaction of official business by any 
governmental agency. See Tenn. Code Ann.§ 10-7-503(a) (1) (A). 

C. Public Records Request Coordinator. The individual, or individuals, designated in
Section Ill, A.3 of this Policy who has, or have, the responsibility to ensure public
record requests are routed to the appropriate records custodian and are fulfilled in
accordance with the TPRA. See Tenn. Code Ann. § 10-7-503(a) (1) (B). The Public
Records Request Coordinator may also be a records custodian.

D. Requestor. A person seeking access to a public record, whether it is for inspection or
duplication.

II. Requesting Access to Public Records

A. Public record requests shall be made to the Public Records Request Coordinator 
("PRRC") or his/her designee www.campbellcountytn.gov in order to ensure public 
record requests are routed to the appropriate records custodian and fulfilled in a timely 
manner.

B. Requests for inspection only cannot be required to be made in writing. The PRRC 
should request a mailing or email address at cctnhistoricalsoc@gmail.com from the 
requester for providing any written communication required under the TPRA.

C. Requests for inspection may be made orally or in writing using the attached Form 1 at 
590 Main Street, P.O. Box 111, Jacksboro, TN 37757. Request may be made by phone 
at 423-562-2526 or by fax at 423-562-2075 Deputy Mayor. Request for inspection may 
also be submitted by email at cctnhistoricalsoc@gmail.com or submitted online at 
www.campbellcountytn.gov .

D. Requests for copies, or requests for inspection and copies, shall be made in writing 
using the attached Form 1 at 590 Main Street, P.O. Box 111, Jacksboro, TN 37757.

E. Proof of Tennessee citizenship by presentation of a valid Tennessee driver's license 
(or alternative acceptable form of ID) is required as a condition to inspect or receive 
copies of public records.

Ill. Responding to Public Records Requests 

A. Publi.c Record Request Coordinator

1. The PRRC shall review public record requests and make an initial
determination of the following:

a. If the requester provided evidence of Tennessee citizenship (if
required);
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b. If the records requested are described with sufficient specificity to
identify them; and

c. If the Governmental Entity is the custodian of the records.

2. The PRRC shall acknowledge receipt of the request and take any of the
following appropriate action(s):

a. Advise the requester of this Policy and the elections made regarding:

i. Proof of Tennessee citizenship;

ii. Form(s) required for copies;

iii. Fees (and labor threshold and waivers, if applicable); and

iv. Aggregation of multiple or frequent requests.

b. If appropriate, deny the request in writing, providing the appropriate
ground such as one of the following:

i. The requester is not, or has not presented evidence of being, a
Tennessee citizen (if proof of citizenship is required).

ii. The request lacks specificity.

iii. An exemption makes the record not subject to disclosure under
the TPRA.

iv. The Governmental Entity is not the custodian of the requested
records.

v. The records do not exist.

c. If appropriate, contact the requester to see if the request can be
narrowed.

d. Forward the records request to the appropriate records custodian in
Campbell County.

e. If requested records are in the custody of a different governmental
entity, and the PRRC knows the correct governmental entity, advise the
requester of the correct governmental entity and PRRC for that entity if
known.

3. The designated PRRC(s) is(are):

a. Name or title: -Melissa Brown and/or Jamie Wilson

b. Contact information: Campbell County Archive, P.O. Box 111, 
Jacksboro, TN 37757 or 235 East Central Ave, LaFollette, TN 37766 
or by phone at 423-566-3641 or by email at 
cctnhistoricalsoc@gmail.com. 
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PUBLIC RECORD REQUEST RESPONSE FORM 

[Insert Governmental Entity Name and Address] 

[Date] 

[Requestor's Name and Contact Information]: 

In response to your records request received on [Date Request Received], our office is taking the action(s) 1 

indicated below: 

D The public record(s) responsive to your request will be made available for inspection: 
Location: 
Date & Time: ______ ___________ ___ _ 

□ Copies of public record(s) responsive to your request are:
□ Attached;
D Available for pickup at the following location:

• or
- - --------- ----------- --�

D Being delivered via: D USPS First-Class Mail D Electronically D Other: ______ _ 

D Your request is denied on the fol lowing grounds: 
D Your request was not sufficiently detailed to enable identification of the specific requested record(s). 

You need to provide additional information to identify the requested record(s). 
□ No such record(s) exists or this office does not maintain record(s) responsive to your request.
□ No proof of Tennessee citizenship was presented with your request. Your request will be reconsidered

upon presentation of an adequate form of identification.
D You are not a Tennessee citizen. 
D You have not paid the estimated copying/production fees. 
□ The following state, federal, or other applicable law prohibits disclosure of the requested records:

□ It is not practicable for the records you requested to be made promptly available for inspection and/or copying
because:

□ It has not yet been determined that records responsive to your request exist; or
D The office is still in the process ofretrieving, reviewing, and/or redacting the requested records.

The time reasonably necessary to produce the record(s) or information and/or to make a determination of a 

proper response to your request is: ____________ ____________ _

If you have any additional questions regarding your record request, please contact [Records Custodian or Public 
Records Request Coordinator]. 

Sincerely, 

[Records Custodian or Public Record Request Coordinator] 
[Name, Title, and Contact Information] 

1 If all requested records do not have the same response, so indicate.
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RECORDS REQUEST DENIAL LETTER 
Public Records Commission 
Campbell County Archive 

Date: 

Dear Sir or Madam: 

On _ _ __ this Office received your open records request to inspect/receive copies 
of _ __ _ _ __ . After reviewing the request, this Office is unable to provide you 
with either all or part of the requested record(s). The basis for this denial is: 

D No such record(s) exists. 

D This office is not the records custodian for the requested record(s). 

D Additional information is needed to identify the requested record(s): ___ _ 

D The following law ( citation and brief description why access denied): 

D Tenn. Code Ann. Section: 
-----------------

□ Court Rule:
----- -- - - - - - - - - - -------

□ Common Law Provision:
--- - - - - - - - - - ------

□ Federal Law (HIPAA, FERPA, etc.): _ ____ _ _ _ _ _ __ 

If you have any additional questions please contact _____________ _ 

Sincerely, 

Melissa Brown, Open Records Request Coordinator 

Form#CT-0447 

Records Request Denial Letter 
Tenn. Code Ann. § 10-7-503(a)(2)(B)(ii) 

Revised effective 1/1/2009 

FORM2 

Jamie Wilson, Open Records Request Coordinator



RECORDS PRODUCTION LETTER 
Public Records Commission 

Campbell County 

Date: 

Dear Sir or Madam: 

On 
----

this Office received your open records request to inspect/receive copies of 
______ . Tennessee Code Annotated§ 10-7-503(a) provides the following: 

(2){B) The custodian of a public record or the custodian's designee shall promptly make available 
for inspection any public record not specifically exempt from disclosure. In the event it is not 
practicable for the record to be promptly available for inspection, the custodian shall within seven 
(7) business days:

(i) Make such information available to the requestor;
(ii) Deny the request in writing or by completing a records request response form
developed by the office of open records counsel. The response shall include the basis for
the denial; or
(iii) Furnish the requestor a completed records request response form developed by

the office of open records counsel stating the time reasonably necessary to produce
such record or information.

This Office is currently in the process of retrieving, reviewing, and/or redacting the 
requested records. In accordance with the above-cited law, this letter is being sent to 
inform you that by ______ either the records you have requested to 
inspect/receive copies of will be available or a determination of accessibility and 
availability will be made regarding the requested records. 

This Office is unable to provide you with part of the requested record(s) and a separate 
denial letter is being/has been sent to you.] 

If you have any additional questions please contact _______ _ 
Phone: 

- - ------

Sincerely, 

Melissa Brown, Open Records Request Coordinator 

Form #CT-0446 

Records Production Letter 
Tenn. Code Ann.§ 10-7-503(a)(2)(B)(iii) 

Revised effective 1/1/2009 

FORM3 

Jamie Wilson, Open Records Request Coordinator




