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1

Policy
The Massachusetts Public Records Law, Massachusetts General Law Chapter 66 and
Massachusetts General Law Chapter 4 Section 7 Clause 26 provides that a municipality
must, within 10 business days, respond to a request for records by providing access to or a
copy of such records, or explaining any delay or denial. These Guidelines are intended to
assist members of the public seeking access to such public records in the custody of the
Town of Reading.
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Definitions
The following terms shall have the meanings indicated:
2.1 Business Day
Monday through Friday: Business day does not include Saturdays, Sundays, legal
holidays, or other weekdays where a custodian's office is closed unexpectedly.
2.2 Commercial Purpose
The sale or resale of any portion of the public record or the use of information from the
public record to advance the requester's strategic business interests in a manner that
the requester can reasonably expect to make a profit including in addition to the
foregoing, obtaining names and addresses from the public record for the purpose of
solicitation. It does not include gathering or reporting news or gathering information to
promote citizen oversight or further the understanding of the operation or activities of
government or for academic, scientific, journalistic, or public research or education.
2.3 Custodian
Any governmental entity that makes or receives public records.
2.4 Public Record
All books, papers, maps, photographs, recorded tapes, financial statements, statistical
tabulations, or other documentary materials or data, regardless of physical form or
characteristics, made or received by a governmental entity unless such materials or
data fall within one or more of the exemptions found within Massachusetts General
Law Chapter 4 Section 7 Clause 26 or other legally applicable privileges.
2.5 Record Access Officer “RAO”
The employee designated within a governmental entity to perform duties described in
950 CMR 32.00 including coordinating a response to requests for access to public
records, assisting individuals seeking public records in identifying the records
requested, and preparing guidelines that enable requesters to make informed requests
regarding the availability of such public records electronically or otherwise.
2.6 Redact
To delete, or otherwise expurgate that part of a public record that is exempt from
disclosure under Massachusetts General Law Chapter 4 Section 7 Clause 26 or other
legally applicable privileges from non-exempt material.
2.7 Search Time
The time used to review records to determine what portions are subject to redaction or
withholding under Massachusetts General Law Chapter 4 Section 7 Clause 26 or other
legally applicable privileges. Segregation time shall not include time expended to
review record for accuracy and correct errors.
2.8 Withhold
To hold back from disclosure a record under Massachusetts General Law Chapter 4
Section 7 Clause 26 or other legally applicable privileges.
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General Information
3.1 Business Hours
Business Hours below are listed for the purpose of Records Requests. Any Records
Requests sent or received outside of these hours will be considered in receipt during
the next Business hours.
3.1.1 Town Hall
Monday, Wednesday, Thursday: 7:30 AM to 5:30 PM
Tuesday: 7:30 AM to 7:00 PM
3.1.2 Police Department
Monday – Thursday: 8:00 AM to 5:00 PM
3.1.3 School Department
Monday – Friday: 8:00 AM to 4:00 PM
3.1.4 Reading Municipal Light Department
Monday – Friday: 7:00 AM to 3:00 PM
3.1.5 Reading Retirement Board
Monday, Wednesday, Thursday: 8:00 AM to 5:30 PM
Tuesday: 8:00 AM to 7:00 PM
3.2 Records Access Officers
Records Access Officers are available to answer questions concerning and help
facilitate the making of public records requests. Contact information for Records
Access Officers is also posted on the Town of Reading website at www.readingma.gov
and at public offices.
3.2.1 Lead Records Access Officer
Laura A Gemme, Town Clerk
16 Lowell Street
Reading, MA 01867
Phone: 781-942-9050
Fax:
781-942-9070
E-Mail: lgemme@ci.reading.ma.us
3.2.2 Town Hall
Laura A Gemme
16 Lowell Street
Reading, MA 01867
Phone: 781-942-9050
Fax:
781-942-9070
E-Mail: lgemme@ci.reading.ma.us
Matthew Kraunelis
16 Lowell Street
Reading, MA 01867
Phone: 781-942-6611
Fax:
781-942-9070
E-Mail: mkraunelis@ci.reading.ma.us
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3.2.3 Police Department
Richard Abate
15 Union Street
Reading, MA 01867
Phone: 781-944-1212
E-Mail: abate@ci.reading.ma.us
Kate Steir
15 Union Street
Reading, MA 01867
Phone: 781-944-6769
E-Mail: ksteir@ci.reading.ma.us
David Clark
15 Union Street
Reading, MA 01867
Phone: 781-944-1212
E-Mail: dclark@ci.reading.ma.us
3.2.4 Reading Municipal Light Department
Erica Morse
230 Ash Street
Reading, MA 01867
Phone: 781-942-6489
E-Mail: emorse@rmld.com
3.2.5 School Department
Thomas Milaschewski
82 Oakland Road
Reading, MA 01867
Phone: 781-944-5800
E-Mail: thomas.milaschewski@reading.k12.ma.us
Samantha LaPierre
82 Oakland Road
Reading, MA 01867
Phone: 781-944-5800
E-Mail:
3.2.5 Reading Retirement Board
Colleen Loughlin
2 Haven Street, Unit 307
Reading, MA 01867
Phone: 781-942-9007
E-Mail: cloughlin@ci.reading.ma.us
3.3 Public Records Law Information
3.3.1 General information
Information about the public records law and public records requests can be
found on the Town of Reading website or in the Secretary of the
Commonwealth’s, “A Guide to the Massachusetts Public Records Law,” January
2017 edition, found online at: www.sec.state.ma.us/pre/prepdf/guide.pdf.
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3.3.2 Creation of Records
The Town of Reading is only required to provide records that are in existence at
the time of a request and is not required to create a new record to
accommodate a specific request.
3.3.3 Answering Questions
The Town is not required to answer questions in response to a public records
request.
3.3.4 Unique Right of Access
If a requester or requester’s representative, such as an attorney, asserts “a
unique right of access by statutory, regulatory, judicial or other applicable
means” the Town of Reading will not treat the request as a request made under
the Public Records Law.
4

Making Public Records Requests
4.1 Town Website
The Town of Reading has taken great efforts to provide the public with access to
frequently requested documents. Accordingly, many documents are located on the
Town of Reading website: www.readingma.gov. The public is strongly encouraged to
search for documents on the website before filing a public records request.
4.2 Public Records Requests
Any person may make a public records request:
o In person at the office of any of the Records Access Officers;
o By first class mail addressed to an Records Access Officer at the Records Access
Officer’s business address set forth above;
o By e-mail addressed to the Records Access Officer at the e-mail address set forth
above;
o By facsimile addressed to the Records Access Officer at the business facsimile
number set forth above; or
o To any municipal employee; however, requesting records from a Records Access
Officer will help the Town to facilitate a timely response. It is therefore preferred
that requesters submit all requests to a Records Access Officer.
4.3 Requests Encouraged to be in Writing
Although not required, it is strongly encouraged that public records requests be in
writing to ensure the most efficient and accurate response. All written public records
requests, including via email and facsimile, should be addressed and directed to an
Records Access Officer, and contain the requester’s name and contact information, so
that the Records Access Officer is able to provide the required response.
4.4 Form of Request
Public Records Request Forms shall be available in all municipal offices and on the
Town of Reading website at www.readingma.gov. Requesters are not required to use
this form but is strongly encouraged.
4.5 Oral Requests
Oral requests may be made to Records Access Officer or municipal employees. A
Records Access Officer may write an oral request on the Town of Reading’s form to
assist in prompt response.
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4.6 Specificity of Requests
To facilitate timely responses to public records requests, requests should be as specific
as possible, detailing, if known, the records custodian and any date and subject matter
parameters. The more specific the request, the better able the Town of Reading will be
to respond. The Records Access Officer may ask for more information to assist the
requester to make an appropriate request or to enable the Records Access Officer to
respond more efficiently.
4.7 Receipt of Requests
Written requests, regardless the form of delivery will be considered received for
purposes of the Public Records Law on the first business day following receipt of the
request by the Records Access Officer. Oral requests shall be deemed received on the
day that they were made.
4.8 Multiple Requests
Each request submitted by an individual will be treated as a separate request.
However, the Town of Reading may petition the Supervisor of Public Records to treat
contemporaneous request as one request, charging fees accordingly. The requester is
therefore encouraged to submit one request for all documents sought.
5

Responses to Public Records Requests
5.1 Timeline to Respond
The Records Access Officer must respond within 10 business days of receipt of the
request.
5.2 Nature of Response
Within 10 business days, the Records Access Officer shall either:
o Provide the documents sought, or
o Respond to the requester in writing as follows:
o Identify any records that the Town does not have in its custody;
o Identify the agency or municipality that may be in possession, custody or
control of the public record sought, if known;
o Identify records, or portions thereof, which the Town is not providing, and
specify the relevant exemption and its application to the withheld or redacted
record;
o Suggest a reasonable modification to the request;
o Extend the time to respond, as provided in Section VD;
o Provide a good faith fee estimate, as provided in Section VIII; and
o Include a statement of appeal rights.
5.3 Clarification of Request
Depending upon the scope of the request, the requester may be asked to clarify the
request, provide more specific detail, or agree to a voluntary extension of time for the
Town to respond fully to the request.
5.4 Extension of Time
o If the magnitude or difficulty of the request, or of multiple requests from the same
requester, unduly burdens the other responsibilities of the Town of Reading such
that the Town of Reading is unable to respond within 10 business days, the
Records Access Officer may extend the time to respond by an additional 15
business days (25 business days from the date of the original request).
o In extending the time to respond, the Records Access Officer shall provide a
written explanation as to why the request unduly burdens the Town of Reading and
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o

identify a reasonable timeframe in which the Town of Reading will produce the
records.
If the Town of Reading requires extra time beyond the 15 additional business days,
the Records Access Officer may petition the Secretary of Public Records for such
time, as provided in Section IX.

5.5 Publicly Available Records
If a request seeks documents available online, the requester will be directed to the
relevant website or webpage in satisfaction of the request. If the requester does not
have the ability to receive or access the records in a usable electronic form, he or she
must notify the Records Access Officer, in which case, the Records Access Officer must
provide the records in an alternate format after assessment and payment of any
relevant fees.
5.6 Electronic Records Delivery Preference
To the extent feasible, the Records Access Officer shall provide public records in
response to a request by electronic means unless the record is not available
electronically or the requester does not have the ability to receive or access the
records electronically. To the extent available and feasible, the Records Access Officer
will provide an electronic record in the requester’s preferred format.
5.7 Request for Records to be Mailed
Should a requester seek to have responsive records provided by mail, the requester
will be charged the actual cost of postage, using the least expensive form of mailing
possible, unless the requester requests, and agrees to pay for, an expedited form of
mailing and such fees are paid in advance.
5.8 Supplementing Responses
The Town of Reading is not required to supplement its response to a previous public
records request in the event that responsive records are created in the future.
5.9 Fees
If fees will be assessed, a written estimate of the same will be provided to the
Requester.
6

Categories of Records
Attachment “A” describes with specificity different categories of records maintained by the
various Town of Reading departments. You may also refer to the Municipal Records
Retention Schedule, issued by the Supervisor of Public Records, and found at
www.sec.state.ma.us/arc/arcpdf/Municipal_Retention_Schedule_20161109.pdf
which
schedule identifies various categories of records maintained by municipal departments and
so-called records in common.
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Exemptions
7.1 Exemptions / Redaction / Withholding
Some public records, or portions of records, may not be provided in response to a
public records request because the Town of Reading has determined such records to
be exempt from disclosure pursuant to the provisions of Massachusetts General Laws
Chapter 4, Section 7 Clause 26 the attorney-client privilege, or other applicable
exemptions or common law privileges. For more information about exemptions to the
Public Records Law, see the Secretary of the Commonwealth’s, “A Guide to the
Massachusetts Public Records Law,” January 2017 edition, available at
www.sec.state.ma.us/pre/prepdf/guide.pdf.
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7.2 Response Letter
If the Town of Reading intends to withhold or redact public records, the Records
Access Officer shall identify the relevant exemption and its application to the withheld
or redacted record.
8

Fees
8.1 Reasonable Fees
The Town of Reading may assess a reasonable fee for the productions of public records
include the time spent searching for, compiling, segregating, redacting, and
reproducing a requested record.
8.2 Categories of Permissible Charges
Permissible charges include, but are not limited to:
o Five cents ($0.05) per page of black and white printouts or copies;
o Actual cost for storage devices or materials such as CDs or thumb/flash drives;
o Actual cost for duplication of records not susceptible to ordinary means of
reproduction, such as color copies and large format plans;
o Postage fees -see Section V.G; and
o Fees for employee time required to satisfy a public records request -see Section
VIII.C.
8.3 Employee Time for Locating, Segregating, and Redacting Records
o A fee may be charged for employee time necessary to identify, locate, compile,
review, and segregate the requested record. A fee may also be charged to redact
information exempt from public disclosure.
o The hourly rate for such fees shall be the hourly rate of the lowest paid employee
capable of performing the task, provided, however, that this hourly rate shall not
exceed twenty-five dollars ($25.00) per hour, unless the Town of Reading has
obtained the approval of the State Supervisor of Public Records to charge a higher
hourly rate.
o Depending upon the nature of the request, different rates may be charged for
different types of work.
o The Town of Reading may petition the Supervisor of Public Records for permission
to assess fees for employee time at a rate in excess of $25.00, as provided in
Section IX.
8.4 First Two Hours of Time
As of the 2010 Decennial Census, the Town of Reading has more than 20,000
residents. Therefore, the Town of Reading may not assess fees for the first two hours
of employees time spent producing the requested records.
8.5 Requests for Commercial Purposes
The fee limitations specified in Section VIII.B may not apply when a request for
records is for a commercial purpose as determined by the Commonwealth’s Supervisor
of Records.
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Petitions
9.1 Extended Time
The Town of Reading may petition the Secretary of Public Records for additional time
beyond the 25 business days to respond to a request. The Supervisor may grant an
extension of 30 business days or longer, depending on the circumstances.
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9.2 Higher Fees
The Records Access Officer may petition the Supervisor of Public Records to charge for
time spent segregating or redacting records in excess of the maximum hourly rate of
twenty-five ($25.00) per hour for the time required to comply with a request.
9.3 Harassment
The Records Access Officer may file a petition with the Supervisor of Public Records to
relieve the Town of Reading from responding to a request if the request is frivolous or
intended to harass or intimidate the Town of Reading.
10

9

Appeals
10.1 The requester may appeal a Records Access Officer’s determination to the Supervisor
of Records pursuant to 950 CMR 32.08(1) The Supervisor shall make a final
determination on the appeal within ten (10) business days of receipt.
10.2 The requester may appeal a Records Access Officer’s determination or the
Supervisor’s determination to Superior Court.
10.3 For further information on appeals, see the Secretary of the Commonwealth’s “A
Guide to the Massachusetts Public Records Law,” January 2017 edition, available at
www.sec.state.ma.us/pre/prepdf/guide.pdf

Records Access Guidelines – July 1, 2017
Updated – July 2021

Town of Reading

Attachment A

Records Access Guidelines

Department or Board General Description of Public Records
Maintained

Departments
Administrative Services
Elections
Human Resources
Operations
Procurement
Technology
GIS
Town Clerk
Town Manager
Facilities
Finance Department
Accounting
Assessment
Collections
Treasury
Municipal Light
Public Library
Public Safety
Emergency Management
Fire Department
Police Department
Animal Control
Parking
Public Schools
Public Services
Building and Inspections
Conservation
Economic Development
Elder and Human Services
Historical
Planning
Public Health Services
Recreation
Veteran Services
Zoning
Public Works
Administration
Cemetery
Engineering
Highway
Parks and Forestry
Rubbish and Recycling
Sewer
Storm Water
Water
Retirement Board
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Boards
Animal Control Appeals Committee
Appointment Committee -Bylaw Committee
Appointment Committee -Finance Committee
Appointment Committee -Permanent Building
Audit Committee
Board of Assessors
Board of Cemetery Trustees
Board of Health
Board of Library Trustees
Board of Registrars
Bylaw Committee
Celebration Trust Committee
Climate Advisory Committee
Commissioners of Trust Funds
Community Planning and Development Commission
Conservation Commission
Council on Aging
Cultural Council
Finance Committee
Historic District Commission
Historical Commission
Housing Authority
Human Relations Advisory Committee
Metro North Regional Housing Services Office Advisory Committee
Parent Advisory Council
Permanent Building Committee
Preservation Trust Committee
Reading Coalition for Prevention and Support - Advisory Board
Recreation Committee
Retirement Board
RMLD Board of Commissioners
RMLD Citizen Advisory Board
School Committee
School Councils
Select Board
Town Forest Committee
Trails Committee
Veterans Memorial Trust Fund Committee
Volunteer Appointment Committee
Zoning Board of Appeals
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Attachment B

Reading Retirement Board Guidelines

Any individual or entity that wishes to access the Reading Retirement Board’s public records
may be made orally or in writing, however the individual or entity requesting access to
public records is hereby advised that the Supervisor of Public Records will not entertain
any appeal of a denial to produce records unless the request for public records is in
written form. A written request for public records may be delivered to the Board’s Records
Access Officer (“RAO”), Colleen Loughlin, by hand, first class mail, electronic mail or by
facsimile. The Board’s Records Access Officer may be contacted as follows: 2 Haven Street,
Unit 307, Reading, MA 01867, cloughlin@ci.reading.ma.us, Phone 781-942-9007, Fax 781623-3053. Please be as specific as possible with respect to the type of records you seek, by
identifying the document by name or documents that contain the specific information you
seek.
The following information may be accessed on the Public Employee
Administration Commission’s (“PERAC”) website at www.mass.gov/perac/:









Retirement

Annual Reports
Appropriation Data
Audit Report
Funding Schedules
Local Options
Supplemental Regulations
Most Recent Valuation
PERAC regulations regarding elections, request for access of personal information,
regular compensation and standard rules for disability retirement

In addition to the foregoing, the Board has posted the following documents to its website
www.readingma.gov/retirement-board that are immediately available for inspection:







Open session Board minutes
Investment reports and returns
Board policies
Board agenda
Annual Statement
Statement of Investment Objectives

Upon receipt of your public records request, the Records Access Officer will respond to your
inquiry within ten (10) business days from the date it is made (orally) or the next business
day following the date it is received (if made in writing). The Records Access Officer’s
response may be an itemized good faith estimate as to the cost of producing the documents
requested, which may include a charge of $.05 per page and an hourly fee not to exceed
$25 per hour for the time spent searching for, compiling, segregating, redacting and
reproducing a requested record. If a fee is charged, payment must be made prior to the
production of documents. Once the Board receives the fee, the documents will be produced.
If a fee is assessed, and you demonstrate the lack of financial ability to pay the fee, the
Records Access Officer has the discretion to waive the fee.
If you are denied access in whole or in part to a record sought, you will be provided with
written notice of the denial and your right to appeal the Records Access Officer’s decision to
the Supervisor of Public Records. Any such appeal must be filed within 90 days of receiving
the Records Access Officer’s denial.

12

Records Access Guidelines – July 1, 2017
Updated – July 2021

Town of Reading

Attachment C

Records Access Guidelines

Frequently Asked Questions

What is the difference between the federal Freedom of Information Act and the
Massachusetts Public Records Law?
The federal Freedom of Information Act is a statute that applies to federal records. The
Massachusetts Public Records Law applies to records created by or in the custody of a state
or local agency, board or other government entity.
Who can help me with questions regarding the Public Records Law?
The Division of Public Records has always provided an attorney of the day to assist any
person seeking information regarding the Public Records Law.
The hours of operation for the Division are Monday-Friday, with the exception of holidays,
from 8:45 AM to 5:00 PM. You can contact the Division at 617-727-2832 or
pre@sec.state.ma.us.
What is a Public Record?
Every record that is made or received by a government entity or employee is presumed to
be a public record unless a specific statutory exemption permits or requires it to be withheld
in whole or in part.
Specific statutory exemptions have been created by the legislature. There are non-statutory
exemptions as well called common law exemptions. Non-statutory exemptions include the
common law attorney client privilege and the work product privilege. These exemptions
permit the agency or municipality to withhold a record from the public. A Records Access
Officer must prove with specificity why it should be allowed to withhold any public record.
How do I find the records I seek?
A person seeking access to government records must obtain them from the government
office that created or received the records.
What is a Records Access Officer?
A Records Access Officer is the person responsible for responding to requests for public
records. Information on how to contact the Records Access Officer is available on the
website for the applicable municipal or state entity holding the records sought by
requesters.
How do I obtain copies of public records?
To obtain a copy of a record, you must make a request to the Records Access Officer for the
municipal or state agency that you believe has records you are seeking.
What do I do if my request is denied?
The Records Access Officer must respond to your request as determined by the Public
Records Law. If the Records Access Officer fails to respond or denies a request, a requester
may appeal the matter to the Supervisor within ninety days. Under the Public Records
Regulations, all appeals to the Supervisor must include a copy of the original request, any
response by the Records Access Officer and a statement indicating the reason for the
appeal. The requester must also provide a copy of the appeal petition to the Records Access
Officer.
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What are the requirements for a Reading Access Officer response to a public records
request?
The Records Access Officer response must be in writing, and must provide the name of the
Records Access Officer. The response must include a good faith estimate of any cost of
providing the record.
The response must also include a specific exemption to the Public Records Law to justify the
denial of access to any record, and an explanation of how that exemption applies to the
records. Any denial must include instructions on how to appeal to the Supervisor of Records.
Must my request be in writing, and do I need to use a specific form?
A written request is not required but is strongly recommended. An oral request made in
person is permitted. The Records Access Officer is not permitted to require a written
request, but may write an oral request on its own form to assist in prompt response.
To appeal the Records Access Officer response to the Supervisor, however, a request must
be in writing.
May I appeal a failure to answer a question?
The Public Records Law only applies to records. The Records Access Officer is not required
by the Public Records Law to answer questions or create a record in response to a request;
however, the Records Access Officer must provide any records that exist that respond to a
question.
What is the cost for copies of public records; what about electronic records?
Absent a specifically identified statute or regulation, the Records Access Officer may charge
no more than $0.05 per page for single and double-sided black and white paper copies or
computer printouts.
Is the Reading Access Officer required to provide a fee estimate?
The Public Records Regulations require that the Records Access Officer provide a detailed,
written, good faith estimate for the cost of complying with a public record request.
The fee estimate must contain a statement advising the requester that the actual cost of
producing the record might vary once the agency or municipality begins preparing the
record. An agency or municipality is permitted to require payment of the estimated fee
before commencing work.
May the Reading Access Officer charge a fee for search and segregation of records?
The Records Access Officer may charge and recover a fee for the time spent searching,
redacting, photocopying and refiling a record. Municipalities with a population of 20,000 and
under are permitted to charge for the first two hours of time spent searching for, compiling,
segregating, redacting and reproducing a requested record.
The hourly rate may not be greater than the prorated hourly wage of the lowest paid
employee who is capable of performing the task. Generally, the Records Access Officer is
not permitted to charge an hourly rate in excess of $25.00 per hour to search for records.
Municipal Records Access Officer may petition the Supervisor for permission to charge a fee
in excess of $25.00. The fee estimate must provide the hourly rate and the number of hours
required for each portion of the task.
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How should a Reading Access Officer respond to an unclear request?
The Records Access Officer must help the requester to determine the precise record or
records responsive to a request; however, a requester must provide a reasonable
description of the requested records. If a request is unclear the Records Access Officer is
expected to seek clarification from the requester.
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