
205—5.3(17A,22) Requests for access to records. 
5.3(1) Location of record. A request for access to a record should be directed to the office where the 

record is kept. Records of current inmates, work releasees, and parolees are maintained in the office of the 
Board of Parole, Jessie Parker Building, 510 East 12th Street, Des Moines, Iowa 50319; telephone 
515.725.5757.

5.3(2) Office hours. Open records will be made available during all customary office hours, which are 
8 a.m.  to 4:30 p.m., Monday through Friday, excluding legal holidays.

5.3(3) Request for access. Requests for access to records may be made in writing, in person, by 
telephone, or by electronic means if the request is for open record information. Requests should identify the 
particular records sought by name or description in order to facilitate the location of the record. Mail 
requests should include the name, address, and telephone number of the person requesting the information. 
A person is not required to give a reason for requesting an open record.

5.3(4) Response to requests. The custodian is authorized to grant or deny access to the record 
according to the provisions of Iowa Code chapter 22 and sections 904.601, 904.602, and 904.603 and this 
chapter. The decision to grant or deny access may be delegated to one or more designated employees. 
Unless the size or nature of the request requires time for compliance, the agency should comply with the 
request as soon as practicable. However, access to such a record may be delayed for one of the purposes 
authorized by Iowa Code section 22.8(4) or 22.10(4) or for good cause. The agency should promptly 
inform the requester of the reason for the delay. A request to review a confidential record should be in 
writing and enumerate the specific grounds justifying access to the confidential record and should provide 
any proof necessary to establish relevant facts prior to receiving access to the record.

5.3(7) Fees. 
c. Hourly fee. A reasonable hourly fee may be charged for actual agency expenses in providing 

requested records when the time required is in excess of 30 minutes. That hourly fee will not be in excess 
of the hourly wage of an agency employee who ordinarily would be appropriate and suitable to perform 
this function. Reasonable costs may also be assessed for copying and providing records through means 
other than electronic mail.
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