Howe Township Right-to-Know Law Policy

1. Requesters may access and procure copies of the public records of the Township during
regular business hours of the administration offices.

2. A requester’s right of access does not include the right to remove a record from the
control of supervision of the Open Records Officer.

3. The Township shall not limit the number of records requested.
4. When responding to a request for access, the Township is not required to create a record
that does not exist nor to compile, maintain, format or organize a record in a manner

which the Township does not currently use.

5. Information shall be made available to individuals with disabilities in an appropriate
format, upon request and with sufficient advance notice.

Submitting a Request

6. Requests will only be fulfilled if submitted by a person that is a legal resident of the United
States. Anonymous requests will not be fulfilled.

7. A written request for access to a public record shall be submitted on the required form(s)
above and addressed to the Open Records Officer.

8. Written requests may be submitted to the Township in person, by mail and via email to
the Open Records Officer.

9. Each request must include the following information:

- Identification for description of the requested record, in specific and
sufficient detail to identify the record,

- Medium in which the record is requested,;

- Name and address of the individual to receive the Township’s response.

10. The Township shall not require an explanation of the reason for the request or the intended
use of the requested record, unless otherwise required by law.

Township Response Upon Receiving a Request

11. Upon receipt of a written request for access to a record, the Open Records Officer shall
determine if the requested record is a public record and if the Township has possession,
custody or control of that record.

12. The Open Records Officer shall respond as promptly as possible under the existing
circumstances, and the initial response time shall not exceed five (5) business days from
the date the written request is received by the Open Records Officer

13. The initial response shall grant access to the requested record; deny access to the
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requested record; partially grant and partially deny access to the requested record; notify
the requester of the need for an extension of time to fully respond; or request more detail
from the requester to clearly identify the requested material.

14. If the Township fails to respond to a request within the five (5) business days of receipt,
the request for access shall be deemed denied.

Fees
15. Except for the duplication fee established by the Commonwealth, the Board shall approve
a list of reasonable fees relative to requests for public records. The Township shall maintain

a list of applicable fees and disseminate the list to requesters.

16. No fee may be imposed for review of the record to determine whether the record is
subject to access under law.

17. Prior to granting access, the Township may require prepayment of estimated fees when
the fees required to fulfill the request are expected to exceed $100.
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