
INFORMATION FOR THE PUBLIC 
 

ON MAKING RECORDS REQUESTS TO THE UNIVERSITY OF ALASKA 
 
 

1. Who do I send a request to?  Routine requests may be handled by the custodian 
of the records.  Non-routine requests should be directed to General Counsel, with 
copies to the anticipated custodian of the records. 

 
2. What law governs the University?  The Alaska Public Records Act, which can be 

found in Alaska Statutes starting with AS 40.25.110, and Board of Regents Policy 
06.02.010-.100 (attached). 

 
3. What will routine requests cost?  The University will generally charge copying 

costs of $.25 per page for limited requests.  Payment is due before disclosure. 
 

4. What will non-routine requests cost?  Where requests or a number of requests 
together will require 5 person hours in a calendar month, the University will 
charge the personnel costs associated with producing the records. The University 
will estimate the personnel costs before producing.  Payment will be required in 
advance of the search. 

 
5. How can I reduce the cost of my request?  Focus your request by talking with 

the custodian of the records.  Determine how the records are kept, and how it will 
be easiest for the custodian to produce what you are specifically looking for. 

 
6. Can costs be waived?  A request for a cost waiver may be made by including a 

request for waiver which explains why waiver is in the public interest.  Waivers 
are discretionary with the University. 

 
7. When can I expect a response?  Most routine requests will be granted 

immediately.  Non-routine requests generally will result in an initial response in 
15 working days.  Requests which are unclear will result in additional time for 
clarification.  Production may take longer with complex requests. 

 
8. Where can I file an appeal if my request is denied?  You can submit a written 

appeal to the chancellor of the major administrative unit, or to the president if a 
statewide administrative unit is involved.  You must mail or hand-deliver your 
appeal within 30 working days after the denial is issued.  Board of Regents Policy 
06.02.090 sets out the appeal process.   

 
Revised 02-10 







federal law or regulation, or protected by the constitutional right to privacy or other 
statutory or common law.   
 (06-07-07) 
 
P06.02.040.  Requests for Public Records.   
 
A. A request for a public record must be in writing and delivered to the department 

of the university responsible for maintaining the record.  The requestor must 
describe the public records sought in sufficient detail to enable the department to 
locate the records.  If the records are described in general terms, the department 



P06.02.060.  Response to Request.   
 
(a) The university is not required to compile or summarize its public records or to create 

new records in response to a request for public records. 
 
B. Within 15 working days after the date the department r Td
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P06.02.080.  Denial of Request.   
 
A. A request for a public record may be denied by the department head in accordance 

with this section.  A denial of a written request is considered to be issued at the 
time the denial is either delivered to the United States Postal Service for mailing, 
or hand-delivered to the requestor.  A request for a public record may be denied 
if : 

 
1. nondisclosure of the record is authorized by a federal law or regulation, or 

by state law;  
 
2. the record is not known to exist after the department makes a diligent 

search for it; 
 
3. the record is not in the department’s possession and, after a diligent 

search, the department does not know where the record is to be found; 
 
4. the record was destroyed prior to the request in accordance with record-

retention procedures; or 
 
5. the record is believed to be in the department's possession but has not yet 

been located, in which case the department shall continue to search until 
the record is located or until it appears that the record does not exist or is 
not in the department’s possession. 

 
B. A denial of a written request must be in writing; must state the reasons for the 

denial, including any specific legal grounds for the denial; and must be dated and 
signed by the department head issuing the denial.  A copy of P06.02 must be 
enclosed with the denial.  A denial of a written request, in whole or in part, must 
state that the requestor may administratively appeal the denial by complying with 
the procedures in P06.02.   

 (06-07-07) 
 
P06.02.090.  Appeal of Denial of Request.   
 
A. A requester whose written request has been denied, in whole or in part, may seek 

reconsideration of the denial by submitting a written appeal to the chancellor of 
the involved MAU, or to the president if a statewide administrative unit is 
involved. 

 
B. An appeal must be mailed or hand-delivered to the appropriate university office 

within 30 working days after the denial is issued and must include the date of 



denial and the name and address of the person responsible for the denial.  The 
appeal must also identify the records to which access was denied and that are the 
subject of the appeal.   

 
C. If an appeal is from the failure of the university to respond to the records request 

within the appropriate time limit, the appeal must so state, must identify the 
records sought, and must identify the university office to which the request was 
directed and the date of the request. 

 
D. 
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