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MEMORANDUM 

 
 
TO:   Dr. Scott Hopes, County Administrator  
 
FROM:  Lori Stephens, Inspector General   

DATE:   June 7, 2022  

RE:   Public Records Request Process Review 
 
 
The Division of Inspector General has initiated a project to review the process for 
responding to public records requests.  The project will be conducted in accordance with 
the International Standards for the Professional Practice of Internal Auditing, issued by 
the Institute of Internal Auditors.  
 
The project will include reviewing the effectiveness and efficiency of the public records 
request process.  Attached is a copy of our Planning Document, which outlines the 
general background, objectives, scope and methodology of the project.  Martye Gruhl 
has been assigned as the auditor-in-charge of this project. 
 
In an effort to increase efficiency, we will not conduct a formal entrance conference for 
this project, unless requested.  If you have any particular areas of concern, or would like 
us to address a specific item in our scope, please let us know.  If any opportunities for 
improvement are identified during the testing, we will notify management immediately, 
so that corrective action may be taken. We will attempt to reduce the disruption to 
normal operations and will be grateful for any assistance given to the auditors by your 
staff. 
 
When the project is compete, we will share the results of our test work with you in the 
form of a report or memo.  If requested, we will meet with you to further discuss the 
results and address any questions you may have. 
 
Enclosure 
 
cc: Angelina “Angel” Colonneso, Clerk of the Circuit Court and Comptroller 

Board of County Commissioners 
Robert Reinshuttle, Deputy County Administrator 
William Clague, County Attorney 
Drew Richardson, Director, Information Technology 
Debbie Scaccianoce, Manager, Records Management Division   
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PLANNING DOCUMENT 

 
 
BACKGROUND: 
 
Article I, Section 24 of the Florida Constitution and Chapter 119 of the Florida Statutes 
(Public Records Act) allow for public access to records created or received for the official 
business of the County and its employees. Chapter 119 also specifies the exemptions 
from public records and provides for retention requirements. The County’s Records 
Management Division oversees the management of all papers and electronic records 
created by the County. Therefore, this Division is the one mainly responsible for handling 
the public record requests by responding directly to requests, as well as coordinating 
responses from other County departments.  A records request can be submitted to the 
County through the online form, an email, a letter, a phone call, or in person.  
 
 
OBJECTIVES: 
 
The project objective is to determine the efficiency and effectiveness of the public 
records request process, including, but not limited to the following: 
 

 Verifying the completeness of the responsive documents found and remitted to 
the requestor 

 Determining the timeliness of responding to and fulfilling public record requests 
 Verifying compliance with applicable policies, laws, and regulations 

 
 
SCOPE AND METHODOLOGY: 
 
The scope of the project will include examining the public records request process for 
the period June 1, 2021, through May 31, 2022. The process will be evaluated through 
interviews with personnel and management, detailed testing of requests, and a review 
of policies and procedures.  
 
 

Submitted by:  Approved by: 
 
 

  

              Martye Gruhl   

Martye Gruhl Lori Stephens, CPA, CFE, CIG 
Senior Auditor  Inspector General 

 


