EXHIBIT A

STANDARD RIGHT-TO-KNOW REQUEST FORM

DATE REQUESTED:

REQUEST SUBMITTED BY: E-MAIL U.S. MAIL FAX IN-PERSON

NAME OF REQUESTOR :

STREET ADDRESS:

CITY/STATE/COUNTY(Required):

TELEPHONE (Optional):

RECORDS REQUESTED:
*Provide as much specific detail as possible so the agency can identify the information.

DO YOU WANT COPIES? YES or NO
DO YOU WANT TO INSPECT THE RECORDS? YES or NO

DO YOU WANT CERTIFIED COPIES OF RECORDS? YES or NO

RIGHT TO KNOW OFFICER:
DATE RECEIVED BY THE AGENCY:

AGENCY FIVE (5)-DAY RESPONSE DUE:

**Public bodies may fill anonymous verbal or written requests. If the requestor wishes
to pursue the relief and remedies provided for in this Act, the request must be in writing.
(Section 702.) Written requests need not include an explanation why information is
sought or the intended use of the information unless otherwise required by law.
(Section 703.)



EXHIBIT B

Fee Structure
Record Type Fee
Copies: $ .25 per page.

( A “photocopy” is either a single
sided copy or one side of a doub
sided black-and-white copy of

standard 8.5” x 11” pageg
B _ $1 per record, not per page.
Certification of a Record: Please note that certification fees
do not include notarization fees.

Specialized documents : For

ex_ample, but not limited to, bIE Actual Cost

prints, color copies, non-stande

sized documents

FacsmlldMlcroflcththa Actual Cost

Media:

Redaction Eee: No Redaction Fee May be

Imposed

If a record is only maintained
electronically or in other non-
paper media, duplication fees

Conversion to Paper: shall be limited to the lesser of
the fee for duplication on paper
or the fee for duplication in the
original media unless the
requester specifically requests
for the record to be duplicated
in the more expensive medium.
(Sec. 1307(e)).

Fees for Postage May Not
Postage Fees: Exceed the Actual Cost of
Mailing

Please Also Be Advised:




Statutory Fees. If a separate statute authorizes an agency to
charge a set amount for a certain type of recdrd, Gity may
charge no more than that statutory amount. For pl@ama
Recorder of Deeds may charge a copy fee of 50 cpats
uncertified page and $1.50 per certified page untierP.S. §
21051. Police departments have the authority togehap to $15
per report for providing a copy of a vehicle acadeeport. 75
Pa.C.S. 83751 (b)(2).

Inspection of Redacted Records. If a requester wishes to
inspect rather than receive a copy of a record thedrecord
contains both public and non-public informatiorg tigency shall
redact the non-public information. An agency may ciwarge the
requester for the redaction. However, the Agenayay charge for
the copies it must make of the redacted materiarder for the
requester to view the public record. The fee stmgctoutlined
above will apply. If, after inspecting the recardlse requester
chooses to obtain the copies, no additional fee Ioeagharged.

Fee Limitations: Except as otherwise provided by statute, the
law states thaho other fees may be imposed unless the agency
necessarily incurs costs for complying with theuesj, and such
fees must be reasonable. No fee may be imposeahfagency’s
review of a record to determine whether the redsr@ public
record, legislative record or financial record sabjto access in
accordance with this Act. No fee may be chargedéarching for
or retrieval of documents. An agency may not chatgé time or
salary for complying with a RTK request.

Prepayment: Prior to granting a request for access in accarelan
with this Act, an agency may require a requestepriEpay an
estimate of the fees authorized under this seciiothe fees
required to fulfill the request are expected toeea$100.

o Once the request is fulfilled and prepared forasée the
Office of Open Records recommends that the agency
obtain the cost of the records prior to releasivgrecords.
This recommendation is designed to avoid situatioms
which the agency provides the records and the stgue
fails to submit payment.





