
PENNSYLVANIARIGHTTO KNOWLAW

PROCEDURESANDLIMITATIONS
FOR

REQUESTINGRECORDS

Arequestmay bemadeinwriting bytelefaxoremail Ifarequestismadebyemail
itshouldbesenttorighttoknow@hampdentownshipus Ifitissentbytelefax the
requestshouldbefaxed to717761 7267 NeitherHampdenTownshipnorthe
HampdenTownshipSewerAuthoritywillacceptoraloranonymousrequestsfor
records Therequestshouldidentifyordescribetherecordssoughtwithsufficient
specificitytoenabletheOpenRecordsOfficertoascertainwhichrecordshavebeen
requested Therequestshallalsoincludeaname andaddresstowhichtheOpen
RecordsOfficershouldaddressaresponse

Allrequestsinwritingshallbesentbymail telefaxoremailordeliveredinperson
duringregularbusinesshoursof800amto400pm MondaythroughFriday except
holidays

Ifawrittenrequestforrecordsisgranted thefollowingfeeswillbechargedwith
respecttotherequest

Copies 025perpage
CertificationofRecord 100perrecord
Specializeddocuments ActualCost
Facsimile microficheorothermedia ActualCost
Postage Actualcostofmailing

ConversiontoPaper Ifarecordisonlymaintained electronicallyorin
othernonpapermedia duplicationfeesshallbelimitedtothelesserofthefeefor
duplicationonpaperorthefeeforduplicationintheoriginalmediaunlessthe
requesterspecifically requestsfortherecordtobeduplicatedinthemoreexpensive
medium

A photocopy iseitherasinglesidedcopyoronesideofadoublesidedblackand
whitecopy standard812inchby11inchpage A specializeddocument includes
butisnotlimitedtocolorcopies plans blueprints nonstandardsize etc



Arequestermayberequiredtoprepayanestimateofthefeeslisted ifthefees
requiredtofilltherequestare anticipatedtoexceed 10000 Allcostsmustbepaid
bycertifiedcheckormoneyorderpayableto HampdenTownship


