
- COMPLETE BOTH SIDES OF THE FORM - 

SALEM POLICE DEPARTMENT 
PUBLIC RECORDS REQUEST FORM 
333 DIVISION ST NE • SALEM OR 97301 
PH 503-588-6144 (option 9) • FAX 503-588-6329 

 

 

REQUESTOR INFORMATION 

NAME:  PHONE:  

EMAIL:  FAX:  

NAME OF AGENCY OR BUSINESS (IF APPLICABLE):  

ADDRESS:   

CITY:      STATE:  ZIP:  

          

TYPE OF RECORD REQUESTED 

☐ ADDRESS SCAN ☐ NAME SCAN ☐ PHOTO, FILE TYPE: ☐ DIGITAL ☐ PRINT 

☐ BODY-WORN OR IN-CAR VIDEO ☐ VIDEO ☐ OTHER, DESCRIBE BELOW: 

☐ INCIDENT OR ACCIDENT ☐ VISA LETTER   

     

RECORD DETAILS 

INCIDENT NUMBER:   INCIDENT TYPE:  

DATE AND TIME, OR THE DATE RANGE OF THE INCIDENT:  

LOCATION:      Be as specific as possible with an exact address or intersection. 

ARE YOU THE VICTIM OF A CRIME IN THIS INCIDENT? ☐ NO ☐ YES   

DESCRIBE THE RECORD REQUESTED OR PROVIDE ADDITIONAL INFORMATION:    

 

INVOLVED PARTIES 

NAME:  DATE OF BIRTH:  

NAME:  DATE OF BIRTH:  

NAME:  DATE OF BIRTH:  

IMMIGRATION PURPOSE CERTIFICATION 

☐ A. I certify that I am making this request for the purpose of the enforcement of federal immigration laws. 

☐ B. I certify that I am not making this request for the purpose of the enforcement of federal immigration laws. 

 Select option B if you are requesting records about yourself for your own immigration application. 

 

In accordance with Oregon Public Records Law, ORS 192.311 to 192.431, the City of Salem makes non-exempt public records available to 
any person upon request. Oregon Public Records Law does not require public bodies to create new information, perform legal research, or 
to answer questions. The public record request must ask for records or information already in existence. A public body is not required to 
comply with a standing request for information to be collected or prepared in the future. The City of Salem will respond to requests within a 
reasonable time, depending on the scope of the request. More information about public records law available at salempd.info/OPRL. 

SAVE FORM 

PRINT FORM 

CLEAR FORM 



- COMPLETE BOTH SIDES OF THE FORM - 

LITIGATION OR TORT CLAIM WITH THE CITY OF SALEM  

IS THE MATTER RELATED TO LITIGATION OR A TORT CLAIM WITH THE CITY OF SALEM? 

☐ NO ☐ YES ☐ I DO NOT KNOW 

REQUEST FOR THE WAIVER OF FEES 

Oregon Public Records Law authorizes a public body to establish fees reasonably calculated to reimburse the public body for actual cost of 
making public records available. Unless a fee waiver is requested and approved you are responsible for the costs. You may view the current 
fee schedule on the City of Salem website.  
 
A public body may waive or reduce its fee for a particular request if doing so is in the public interest because making the record available 
primarily benefits the general public rather than the individual requestor. 

ARE YOU REQUESTING A WAIVER OR REDUCTION OF FEES? ☐ NO ☐ YES 

. If yes, provide information or the basis to support your request in the space below. 

 

IMPORTANT INFORMATION  & ACKNOWLEDGEMENT 
Public records are writings containing information relating to the conduct of the public’s business. Writings means handwriting, typewriting, printing, 
photographing, and every means of recording including letters, words, pictures, sounds, or symbols or combinations thereof (See ORS 192.311 (7)). If 
a writing qualifies as a public record, the public body must either disclose it in response to a records request or assert an exemption from disclosure. 
There are numerous exceptions to the public records laws which allow a public body to refuse to disclose public records (See ORS 192.340 thru 
192.355). Public bodies are not required to explain or answer questions about their public records, nor are they required to create public records where 
none exist. Public bodies are required to make available for inspection and copying, subject to any applicable exemptions, only those records that exist 
at the time of the request. 

Upon receipt of your public record request, the City of Salem will send you an acknowledgment within five business days. The acknowledgment will 
include either confirmation that the City is or is not the custodian of the requested record, if known; or a statement that no such record exists. If the 
request is unclear, a request to clarify the records will be sent. If the City of Salem is the custodian of the requested record, a cost estimate will be 
provided in the acknowledgement. These estimated costs must be prepaid before any work is performed on completing your request. You are 
responsible for all costs incurred by the City in fulfilling your request which may exceed the initial cost estimate. 

Within ten business days of receipt of the deposit, staff will contact you (1) to advise that the records you requested are ready to be released or are 
ready for your inspection; or (2) to provide a date when the records will be ready for inspection or ready for release; or (3) to advise that the request is 
being denied. If the City of Salem denies your request, a written explanation of the reason for denial will be forwarded to you by the City of Salem 
Recorder within a reasonable amount of time. 

Full payment of the total amount of costs incurred is required before the public records may be inspected or before any copies are released. YOU WILL 
BE REQUIRED TO PAY THE COSTS OF PROCESSING YOUR PUBLIC RECORDS REQUEST EVEN IF NO RECORDS ARE FOUND, OR IF THE 
RECORDS ARE EXEMPT FROM DISCLOSURE. 

Most records available for public inspection are City of Salem property. NOTHING CAN BE ALTERED, ADDED, OR REMOVED FROM THESE RECORDS. 
Photographing documents is not permitted. Allowing the inspection and/or copying of public records in the custody of the City of Salem is not meant to 
waive or restrict any copyright, proprietary, confidentiality, privilege, exemption from disclosure, or other rights in said documents. 

Please note not all public documents are available in electronic format. If the document(s) requested are not available electronically, we will make them 
available for inspection or by paper copy in accordance with the Public Records Law. 

If you are requesting an Incident/Accident Report: Police incident reports are generally releasable once the investigation and prosecution have been 
completed. If you desire photos and/or videos related to the specific incident report you are requesting, please check those boxes as appropriate. There 
are additional fees for photos and videos. If you are named as a victim of a crime in the report, there is no fee for the first copy of your police report. If 
you do not know the incident number for the report you are requesting, you may be able to find the incident by using the Community Crime Map 
available on the Salem Police Department website. 

 
 

PRIMARY METHOD TO RECEIVE THE RECORDS ☐ ELECTRONICALLY VIA 
THE RECORDS CENTER  ☐ MAIL COPIES TO 

ADDRESS LISTED ABOVE 

 ☐ FAX TO PHONE NUMBER 
LISTED ABOVE  ☐ PICK UP COPIES ON-SITE 

I have read the information above and by signing the document below, I agree to the terms and conditions. 

SIGNATURE:  DATE:  

 

https://www.cityofsalem.net/home/showpublisheddocument/1124/638041198777300000
http://www.cityofsalem.net/crime-stats
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