No. 801-AR-2

CONEMAUGH
TOWNSHIP AREA
SCHOOL DISTRICT

ADMINISTRATIVE
REGULATION

801-AR-2. FEES FOR PUBLIC RECORDS REQUESTS

The district will not charge a fee for the Open Records Officer’s review of a record to determine
if the requested record is a public record subject to access under law, Board policy and
administrative regulations.

The Open Records Officer will ensure that the district establishes, maintains and disseminates a
current list of reasonable fees that requesters must pay in order to receive access to a requested
record.

The district’s established list of reasonable fees applicable to records requests will comply with
the following restrictions:

1. Postage — fees will not exceed the actual mailing cost.

2. Duplication ~ fees for photocopying, printing from electronic media or microfilm, copying
onto electronic media, transmission by facsimile or other electronic means, and other
methods of duplication.

Duplication fees will be established and reviewed biannually by the Office of Open Records.

Duplication fees will be charged for a request by an individual employed by or connected
with a newspaper or magazine of general circulation, weekly publication, press association,
or radio or television station when the purpose of the request is obtaining information for
publication or broadcast, and for a request by a nonprofit organization for the conduct of
educational research.

3. Complex and Extensive Data Sets — fees for copying based on the reasonable market value of
the same or closely related sets and include geographic information systems and integrated
property assessment lists.

These fees do not apply to a request by an individual employed by or connected with a
newspaper or magazine of general circulation, weekly publication, press association, or radio
or television station when the purpose of the request is obtaining information for publication
or broadcast, and for a request by a nonprofit organization for the conduct of educational
research.

4. Certification — fees for official certification of copies if the certification is for the purpose of
legally verifying a public record and is requested by the requester.
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801-AR-2. FEES FOR PUBLIC RECORDS REQUESTS

5. Conversion to Paper — duplication fees for a record maintained only electronically or in other
nonpaper media will be limited to the lesser of either the fee for duplication on paper or in
the original media, unless the requester specifically requests that the record be duplicated in
the more expensive medium.

Except as provided by law, no other fees may be imposed unless the district necessarily incurs
costs for complying with a request for a public record, and then such fees must be reasonable.
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CONEMAUGH TOWNSHIP AREA SCHOOL DISTRICT
Fee Structure for Public Records (Right-to-Know) Requests

Record Type Fee

Copies: .10 per page
(A "photocopy” is either a single-sided copy or

one side of a double-sided black-and-white

copy of a standard 8.5” x 11” page)

Certification of a Record: $5 per record for official certification of copies
if the certification is at the behest of the
requester and for the purpose of legally
verifying the public record. Please note that
certification fees do not include notarization

fees.
Specialized documents: Actual Cost
(For example, but not limited to, blue prints,
color copies, non-standard sized documents)
Facsimile/Microfiche/Other Media: Actual Cost
Redaction Fee: No Redaction Fee May be Imposed
Conversion to Paper: If a record is only maintained electronically or

in other non-paper media, duplication fees 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)).

Postage Fees: Actual Cost of Mailing

Please Also Be Advised:

e Inspection of Redacted Records: If a requester wishes to inspect rather than receive a copy
of a record and the record contains both public and non-public information, the district shall
redact the non-public information. The district may not charge the requester for the redaction.
However, the district may charge for the copies it must make of the redacted material in
order for the requester to view the public record. The fee structure outlined above will apply.
If, after inspecting the records, the requester chooses to obtain the copies, no additional fee
may be charged.

¢ Fee Limitations: Except as otherwise provided by statute, the law states that no other fees
may be imposed unless the district necessarily incurs costs for complying with the request,



and such fees must be reasonable. No fee may be imposed for review of a record to
determine whether the record is a public record, legislative record or financial record subject
to access in accordance with this Act. No fee may be charged for searching for or retrieval of
documents. The district may not charge staff time or salary for complying with a RTK
request.

Prepayment: Prior to granting a request for access in accordance with this Act, the district
may require a requester to prepay an estimate of the fees authorized under this section if the
fees required to fulfill the request are expected to exceed $100.

o Once the request is fulfilled and prepared for release, the district will obtain the cost
of the records prior to releasing the records. This recommendation is designed to
avoid situations in which the district provides the records and the requester fails to
submit payment.



E.' pennsylvania

OFFICE OF OPEN RECORDS

Standard Right-to-Know Law Request Form

Good communication is vital in the RTKL process. Complete this form thoroughly and retain a copy; it is required
should an appeal be necessary. You have 15 business days to appeal after a request is denied or deemed denied.

SUBMITTED TO AGENCY NAME: (Attn: AOROQ)

Date of Request: Submitted via: [0 Email [JU.S.Mail OFax [OInPerson

PERSON MAKING REQUEST:

Name: Company (if applicable):

Mailing Address:

City: State: Zip: Email:

Telephone: Fax:

How do you prefer to be contacted if the agency has questions? [ Telephone O Email O U.S. Mail

RECORDS REQUESTED: Be clear and concise. Provide as much specific detail as possible, ideaily including subject
matter, time frame, and type of record or party names. Use additional sheets if necessary. RTKL requests should seek
records, not ask questions. Requesters are not required to explain why the records are sought or the intended use of the
records unless otherwise required by law.

DO YOU WANT COPIES? [ Yes, electronic copies preferred if available
O Yes, printed copies preferred
O No, in-person inspection of records preferred (may request copies later)

Do you want certified copies? [ Yes (may be subject to additional costs) O No
RTKL requests may require payment or prepayment of fees. See the Official RTKL Fee Schedule for more details.

Please notify me if fees associated with this request will be more than 00 $100 (or) O $
ITEMS BELOW THIS LINE FOR AGENCY USE ONLY

Tracking: Date Received: Response Due (5 bus. days):

30-Day Ext.? O Yes O No (If Yes, Final Due Date: ) Actual Response Date;

Request was: [0 Granted 0O Partially Granted & Denied [ Denied Cost to Requester:$

O Appropriate third parties notified and given an opportunity to object to the release of requested records.

NOTE: In most cases, a completed RTKL request form is a public record. Form updated Nov. 27, 2018
More information about the RTKL is available at htips.//www.openrecords.pa.gov



