
Instructions on filling out the Dade County Open Records Request Form 
 

The Dade County Open Records Request form is a fillable PDF that can be submitted online via your email.  Please 
follow the steps below… 
 
- Download (Open) the form at https://www.dadecountyschools.org/Domain/2033 inside Adobe Acrobat Reader. 
 
NOTE:  Do not try to fill out the form while still in your browser.  You will not have full functionality. 
 
- Fill out the form. 
 
NOTE:  All fields must be filled out in order to submit the form. 
 
NOTE:  To properly sign the form online, type “/s/” (without the quotes) before typing your name in the signature 
field. 
 
NOTE:  If you have troubles, press the “Reset Form” button to clear all of the fields. 
 
NOTE:  You can print a copy of the form for your records by using the “Print Form” button. 
 
- Submit the form by clicking the “Submit Form” button. 
 
* If you are using Microsoft Outlook as your default email program, then select “Default Email Application (Microsoft 
Outlook) and an email draft should load addressed to openrecords@dadecs.org and should have the filled out form 
attached as a .PDF file.  Simply hit “Send” and the document is submitted… and you are finished. 
 
* If you are using a version of Webmail (ie. Gmail, etc.), then select “Use Webmail” in the “Send Email” dialog box 
that comes up. 
 
NOTE:  If you are using a version of Webmail other than Gmail, then you will need to fill out information concerning 
the POP3 server and SMTP server (you should be able to obtain this information from your email provider). 
 
For Gmail (or a branded Gmail account), do the following… 
 
- Type in your webmail account for the form to use to send your filled out form from and click OK. 
 
NOTE:  You can check the “Remember my choice” check box if you want it to remember you for future use. 
 
- Click the Continue button and you should see a message in Adobe Acrobat Reader showing that it is preparing the 
document to be sent. 
 
- Next it will ask you to sign in through your account.  It will need your email login, password, and then you will need 
to click the Allow button to authorize Adobe Acrobat Reader to send the document. 
 
NOTE:  No information is being stored or sent other than the filled out document.  You should be asked this 
information each time you fill out the form. 
 
- Adobe will open up your email and place you in your Drafts folder.  The top draft should be an email addressed to 
openrecords@dadecs.org and should have the filled out form attached as a .PDF file. 
 
- Simply hit send and the document is submitted… and you are finished. 
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