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Procedures Regarding Handling of Requests Under the California Public Records Act 

 
The purpose of this memorandum is to outline the requirements of the California Public Records Act 
(the Act) and the policies all e3 employees, faculty, and staff must follow when presented with a 
California Public Records Act Request (CPRA Request or Request).  
 
What is the Act? 
 
The Act, codified at Government code section 6250 et. seq., allows anyone to obtain (subject to 
certain exemptions) “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.” Any record, whether stored in public or private locations, including private electronic 
devices, may be subject to disclosure under the Act if the materials relate to public business.   
Pursuant to its Charter, e3 agrees to comply with and produce records in response to a CPRA 
Request. 
 
What is the deadline to respond to a CPRA Request? 
 
There is a short timeframe to respond to CPRA Requests. The responding agency has 10 calendar 
days from receipt of the Request to notify the requester whether records will be disclosed. The 10-day 
response period starts with the first calendar day after the date of receipt of the CPRA Request. If the 
tenth day falls on a weekend or holiday, the next business day is considered the deadline for 
responding to the request.  
 
A responding agency may extend the 10-day response period to provide copies of public records for 
up to 14 additional calendar days because of the need: 

• To search for and collect the requested records from field facilities or other establishments 
separate from the office processing the Request; 

• To search for, collect, and appropriately examine a voluminous amount of separate and 
distinct records demanded in a single Request; 

• To consult with another agency having substantial interest in the Request (such as a state 
agency), or among two or more components of the local agency (such as two city 
departments) with substantial interest in the Request; or  

• In the case of electronic records, to compile data, write programming language or a computer 
program, or to construct a computer report to extract data.  
 

What will e3 do upon receiving a CPRA Request? 
 
Upon receiving a CPRA Request, or a request that an employee believes may fall under the Act, the 
employee should immediately forward the Request to e3’s Executive Director. e3’s Executive Director 
may consult with counsel or members of the e3 Board and will designate an e3 employee who shall 
be responsible for responding to the Request and overseeing the collection of responsive records, or 
who shall be responsible for engaging legal counsel to respond to the Request and oversee the 
collection of responsive records.  The designated employee shall proceed as follows: 
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• Determine whether the requested records are subject to any of the many exemptions under 
the Act. 

• Calendar the due date for the response. 
• Advise IT to suspend any automatic purging of potentially responsive electronic records. 
• If it is appropriate to run an email or other electronic search of e3s computer systems for 

responsive records, (i) identify relevant search terms and keywords (if not explicitly defined or 
outlined in the Request); (ii) identify relevant filters to exclude non-responsive, confidential or 
privileged records from the search results; and (iii) instruct IT to run a search.  

• Determine which e3 employees may have responsive records and instruct the individuals to:  
(i) compile all responsive records, documents, notes, calendars, photographs, videos, and any 
other records that may be responsive to the Request, whether in physical or electronic format; 
(ii) provide all responsive records to the designated e3 employee on a specified date that is 
prior to the date a response is due to the person who served the CPRA Request; and (iii) not 
to destroy any responsive records. 

o When asking individuals to compile responsive documents, e3 should identify all 
potential sources of responsive records, including Google Apps, cloud-based sources, 
hard drives, desktops, cell phones, etc.  

• Respond in writing to the entity or individual who served the CPRA Request within the 10-day 
deadline. In the response, e3 will: 

o Advise of the date the CPRA Request was received. 
o Notify the requester whether records will be disclosed. 
o Unless the requested records will be entirely disclosed or the Request seeks only 

records entirely exempt from disclosure, communicate with the requester as needed to 
(i) identify records and information that are responsive to the request or to the purpose 
of the request, if stated; (ii) describe the information technology and physical location in 
which the records exist; and (iii) provide suggestions for overcoming any practical basis 
for denying access to the records or information sought. 

o Notify the requester of any need to extend the 10-day response period for up to 14 
additional calendar days for authorized reasons and indicate the date responsive 
records will be produced. 

o Notify the requester that the records are or are not available. 
o Notify the requester of any copying or other costs associated with the Request. 

• Prior to the production of responsive records, redact any confidential or privileged information. 
This includes, but is not limited to, all correspondence to/from legal counsel. 

• Bates label all records prior to production and maintain an exact copy for e3 of all records that 
are produced. 

• Maintain copies of all communications (both internal and external) related to the CPRA 
Request. 

• Produce all responsive records within the requisite time-frame. 
 
Further questions: 
Any questions regarding this policy should be directed to e3s Executive Director or Board Chair.  
		


