
RESOLUTION #08- / R 

A RESOLUTION OF THE TOWNSHIP OF MIDDLETOWN, 
COUNTY OF BUCKS, COMMONWEALTH OF PENNSYLVANIA, 

RE: POLICY FOR RIGFIT-TO-KNOW LAW REQUESTS 

WHEREAS, the Board of Supervisors is desirous of open and efficient Government in 
accordance with Pennsylvania Law. 

THEREFORE, the Board of Supervisors adopts the following policy to be followed by all 
Municipal personnel: 

OVERVIEW 
Act 3 of 2008, adopting amendments to 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 definition 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 necessary to implement the ~ight-to- now Law, as 
amended. The following policy establishes the procedure by which the Township of Middletown 
("Municipality") will address requests made to it for records under the Right-to-Know Law. In 
wcordance 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 OfEicer 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 6pen Records of a uniform 
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. Desimation 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 Municipality'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. 

Requests 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: 

Address to the Open Records Officer of the Municipality. 

Identifj. the Requester by name. 

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



iv. 

v. 

vi. 

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

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

State whether the Requester is a legal resident of the United States. 

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 administsatively 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 delivery, (5) hand-delivery, (6) E-mail, or (7) 
facsimile. No other form of transmission is permitted. 

The Municipality will not accept any verbal requests for Records. 

Right-to-Know requests must be sent or delivered to: 

Open Records Officer 

Middletown Township 

3 Municipal Way 

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 am. 
to 4:30 p.m. 

Municipality's Response to Request for Records - Procedural) 

a. The Municipality's Response to a request for Records shall be 
administered by the designated Open Records Officer, who shall determine whether the 
requested Record is a Public Record. 

Upon receipt of a request for a Record the Open Records Officer shall: 

Note the date of receipt on the written request. 



. . 
ll. 

iv. 

Compute the day on which the five-day Response period, required 
pursuant to Section 901 of Act 3, will expire, and make a notation 
of that date on the written request. 

Maintain an electronic or paper copy of a written request, 
including all documents submitted with the request, until a 
Response is issued. If the request is denied, the written request 
shall be maintained for thirty (30) days or, if an appeal is filed, 
until a final determination is issued pursuant to Section 1101(b) of 
Act 3, or until the appeal is deemed denied. 

Determine whether a fee is applicable to the request and, if so, 
whether the fee has been submitted with the request. 

c. A Right-to-Know request may be denied if it does not identifl the Records 
requested with sufficient specificity. 

d. In conducting an initial review of a Right-to-Know request, the Open 
Records Officer may, but is not required to, contact the Requester to obtain additional 
information to assist the Municipality in responding to the request. 

e. The Open Records Officer shall prepare a written Response to a Right-to- 
Know request within five (5) business days after receiving the request. A business day 
does not include Saturday, Sunday or a Federal or State or Municipality holiday. A 
business day also does not include any day when the Municipality offices are closed 
pursuant to a decision by management, an unanticipated event such as a natural disaster, 
or at the direction of a local, State, or Federal agency or official. For purposes of 
determining the end of the five-business-day period, the day a Right-to-Know request is 
deemed received is not included in that determination. For example, if a Right-to-Know 
request is received on a Monday, the Municipality's response is not due until the 
following Monday, assuming there is no intemening holiday or closure of the 
Municipality offices. 

f. If the Open Records Officer determines that any of the following is 
applicable to a request, he or she shall send written notice (for purposes of this paragraph, 
the "Notice") to the Requester within five (5) business days of receipt of the request, 
specifying one of the following with respect to the request: 

.. 
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iv. 

the request requires redaction of a Record in accordance with 
Section 706 of Act 3; 

the request requires the retrieval of a Record stored in a remote 
location; 

a timely Response to the request for access cannot be 
accomplished due to bona fide and specified staffing limitations; 

a legal review is necessary to determine whether the Record is a 
Public Record subject to access under Act 3; 














