BOROUGH OF CONSHOHOCKEN

MONTGOMERY COUNTY, PENNSYLVANIA

RESOLUTION NO.10 of 2008

RE: POLICY FOR RIGHT-TO-KNOW LAW REQUESTS

WHEREAS, Borough Council is desirous of open and efficient Government in
accordance with Pennsylvania Law.

THEREFORE, Borough Council adopts the following policy to be followed by all
Munici.ﬁlal personnel:

OVERVIEW

Act 3 of 2008, adopting amendments {0 Pennsylvania’s Right-to-Know Law, 65 P.S. §§ 66.1-
66.9, was enacted on February 14, 2008. Certain amendments became effective immediately
(definitions of terms, including the deﬁﬁition of “record” and “public record”, as well as the
creation of a new state Office of Open Records), while others shall become effective on July 1,
2008 (pertaining to state-related institutions and state contract information). The remaining
amendments shall become effective on January 1, 2009. The amendments permit an agency to
promulgate regulations and policies neéessary to implement the Right-to-Know Law, as
amended. The following policy establishes the procedure by which the Borough of
Conshohocken (“Municipality”) will address requests made to it for records under the Right-to-
Know Law. In accordance with Section 504(b) of Act 3, the following policy shall be posted on
the Municipality’s website, together with contact information for the newly designated Open
Records Officer and the state Office of Open Records and the Municipality’s form to be used to

submit a request for a public record. Upon release by the Office of Open Records of a uniform
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request form, as required by Section 505(a) of Act 3, the uniform form shall be made available
on the Municipality’s website as well as through the Open Records Officer appointed by the
Municipality.

1. Definitions Unless otherwise noted, capitalized terms used herein shall have the
meaning given to them in Section 102 of the Right-to-Know Law, as amended by Act 3 of 2008.

2. Designation of Open Records Officer The Municipality hereby creates the

position of Open Records Officer, who shall receive requests submitted to the
Municipality pursuant to this Policy, direct requests to other appropriate persons within
the Municipality or to appropriate persons within any other agency, if applicable, track
the Municipaiity’s progress in responding to requests for Records and issue interim and
final Responses pursuant to this Policy. Any employee of the Municipality who receives

a request for a Record shall forward such request to the Open Records Officer.

3. Regquests for Records
a. Any request made to the Municipality under the Right-to-Know Law shall

be in writing and shall meet the following procedural requirements:

1. Address to the Open Records Officer of the Municipality.
1i. Identify the Requester by name.

ifi.  Provide a return mailing address as well as a daytime telephone
number of the Requester.

iv. State that the request is being made under the Right-to-Know Law.

V. Identify the Record or Records requested with sufficient specificity
to enable the Municipality to determine which Record is being
requested.

Vi, State whether the Requester is a legal resident of the United States.
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vii.  Include the Requester’s signature or, if the Requester is an Agency,
include the signature of a person authorized to make the request on
behalf of the Agency.

Any failure by a Requester to provide the information set forth herein shall render the
request administratively incomplete. The Municipality shall not be required to respond to
an administratively incomplete request.

b. * Right-to-Know requests must be sent or delivered to the Municipality by
one of the following approved methods of transmission: (1) United States mail, (2)
courier, (3) express delivery, (4) overnight dellivery, (5) hand-delivery, (6) E-mail, or (7)

facsimile. No other form of transmission is permitted.

C. The Municipality will not accept any verbal requests for Records.
d. Right-to-Know requests must be sent or delivered to:
Open Records Officer

Borough of Conshohocken
1 West First Avenue, Suite 200

Conshohocken, PA 19428

e. Right-to-Know requests received by the Municipality after the close of
regular business hours shall be deemed to have been received by the Municipality on the
following regular business day. This shall include any facsimile transmission received
after regular business hours. The regular business hours of the Municipality are 8:30 a.m.

to 4:30 p.m.
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