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TOWNSHIPOFSTRASBURG
PUBLICRECORDSINSPECTIONANDDUPLICATIONPOLICY

InaccordancewiththePennsylvaniaRight-to-KnowLaw, ActofFebruary14, 2008, P.L.  
No. 3, hereinafterreferredtoasthe “Law”, thefollowingisthepolicyforrequestsfor

inspectionandduplicationofpublicrecordsoftheTownshipofStrasburg.  

I.   SUBMISSIONOFREQUEST.  

AllrequeststoinspectorduplicatepublicrecordsoftheTownshipshallbe
presentedto:  

OpenRecordsOfficer
StrasburgTownship
400BunkerHillRoad
Strasburg, PA17579

RequestsmaybemadeinpersonattheTownshipofficeat400BunkerHillRoad,  
Strasburg, Pennsylvania, duringnormalbusinesshours (Monday - Fridayfrom8
a.m. until4p.m.); bymailto400BunkerHillRoad, Strasburg, PA17579; orbyfaxto
717) 687-9780; orbye-mailtosecretary@strasburgtownship.com.  

Requestsmaybemadeinwriting.  TheTownshiphaspreparedaformtoassistin
processingrequests.  

Allrequestsforinspectionand/orduplicationofpublicrecordsmustprovide
sufficientandspecificinformationtoallowtheTownshipstafftoidentifythe
requestedrecords.  Thefollowinginformationistheminimumnecessarytoenable
theTownshipstafftoidentifythepublicrecordssought:  

1.  Typeofrecord, e.g. ordinance, resolution, meetingminute, permit, Zoning
HearingBoardDecision, etc.  

2.  Approximatedateofrecord, e.g. minutesoftheBoardofSupervisors
meetingofJanuary, 2001.  Theapproximatedateoftherecordmustbewithinthree
tosixmonthsoftheactualdateoftherecord.  TheTownshipcannotrespondto
requestswhichstatethattherecordwascreatedwithinamulti-yearperiod.  

3.  Ifapplicable, subjectmatterofrecord, e.g. sewagesystemordinance,  
ZoningHearingBoarddecisionconcerningaspecificallyidentifiedproperty,  
buildingpermitforspecificproperty, etc.  



4.  Iftherequestordesiresawrittenresponseormailingofinformation,  
nameandaddresstowhichtheTownshipshouldaddressaresponsetotherequest.  

5.  Whethertherequesterdesirestoinspectorwhethertherequestordesires
acopyofthedocument.  Iftherequesterdesiresacopyofthedocument, specifythe
preferredmediaorformat.  

TheTownshipisnotrequiredtoandwillnotcompilelists, preparesummaries, or
createdocumentsthatdonotexist.  TheTownshipwillprovideaccesstoand
duplicationofexistingTownshiprecordswhicharepublicrecordsundertheRight- 
to-KnowLaw.  

TheTownshiprecognizesitsobligationtomakepublicrecordsavailabletoanylegal
residentoftheUnitedStates.  TheTownshipacknowledgesthatitmaynotdenya
requestforaccesstoapublicrecordonthebasisoftheintendeduseofthepublic
record, andtheTownshipwillnotrequireanypersontodisclosehisorherpurpose
ormotiveinrequestingaccesstoapublicrecord.  

II.   CONSIDERATIONOFREQUESTFORINSPECTIONOFPUBLICRECORDS.  

TheTownshipshallmakeagoodfaithefforttorespondtoanyrequestfor
inspectionand/orduplicationofpublicrecordsaspromptlyaspossible.  Unless
circumstancesprevent, theTownshipwillrespondtoawrittenrequestforapublic
recordwithinfive (5) businessdaysfromthedateitisreceived.  Anyrequestfora
publicrecordsubmittedwithinonehourofthecloseofbusinessshallbeconsidered
receivedonthefollowingbusinessday.  

Iftherequesterhasprovidedhis/hernameandaddress, theTownshipshallsend
writtennoticetotherequesterwithinfive (5) businessdaysfromthereceiptofthe
requestiftheTownshipdeterminesthatanyofthefollowingareapplicabletothe
request:  

1. Therequestrequiresaredactionoftherecord.  Recordswillberedactedif
theycontaininformationwhichisnotsubjecttopublicaccessaswellasinformation
whichconstitutesapublicrecord.  

2.  TherequestrequiresretrievalofrecordsstoredoutsideoftheTownship
municipalbuilding.  

3.  TheTownshipcannotrespondduetoaspecificstaffingissue.  For
example, theTownshipstaffislimited, andiftheTownshipSecretaryisonvacation,  
itmaynotbepossibletorespondwithinfive (5) businessdays.  

4.  TheTownshipbelievesthatitisnecessarytoconsultwiththeTownship
Solicitortodeterminewhethertherequestedrecordisapublicrecordunderthe



Right-to-KnowLaw.  

5.  TherequesterhasnotcompliedwithTownshippoliciesconcerningaccess
topublicrecords.  

6.  Therequesterhasrefusedtopayanyapplicablefee.  

7.  Theextentornatureoftherequestprecludesaresponsewithinthe
requiredtimeperiod.  

IftheTownshipcannotrespondwithinfive (5) businessdaystoarequest, the
Townshipwillprovidethereasonwhyresponseisdelayed, estimateddatebywhich
itanticipatesitmaymakeitsresponse, andanestimateofanyfees.  

Iftherequesterdesirestoremainanonymous, theTownshipshallprovidesuch
informationwhentherequesterreturnstotheTownshipoffice.  

III.   FEES.  

Anypersonwhorequeststheduplicationofpublicrecordsshallpayforthe
duplicationinaccordancewiththeTownship’sadoptedfeescheduleorwiththefees
establishedbytheOfficeofOpenRecords.  IftheTownshipestimatesthatthecostto
fulfilltherequestwillexceed $100.00, theTownshipwillrequireprepaymentofthe
feepriortograntingarequestforaccess.  

IV.   RESPONSETOREQUESTFORAPUBLICRECORD.  

TheRight-to-KnowLawdoesnotrequiretheTownshiptocompilelists, prepare
summaries, orcreatedocumentsthatdonotexist.  TheTownshipwillprovide
accesstoandduplicationofonlyexistingTownshiprecordswhicharepublic
recordsundertheRight-to-KnowLaw.  

IftheTownshipdeterminesthattherecordrequestedisapublicrecord, the
Townshipwillallowitsinspectionorwillnotifytherequesterthattherecordis
availableelectronicallythroughpubliclyaccessiblemeans, providingtheinternet
addressatwhichsuchrecordisavailable, orwillprovideacopyoftherecordinthe
formatrequestediftheTownshiphasthecapabilitytoproducesuchaformat.  Ifthe
Townshipdoesnothavethecapabilitytoduplicatethepublicrecordintheformat
requested, theTownshipwillprovideapapercopyoftherecord.  Iftherequesteris
unwillingorunabletoaccesstherecordelectronically, therequestermay, within30
days, submitawrittenrequestforapapercopyofsuchrecord.  



IftheTownshipinformstherequesterthatcopiesoftherequestedrecordsare
availableattheTownshipofficeandtherequesterfailstoretrievetherecords
withinsixty (60) daysoftheTownship’sresponse, theTownshipmaydisposeofthe
copiesandretainallfees.  

IftheTownshipdeniesawrittenrequesttoinspectand/orduplicaterecordsin
wholeorinpart, theTownshipshallprovideawrittendenial.  Thiswrittendenial
willidentifytherecordandthespecificreasonforthedenialoftherequest,  
includingacitationtosupportingauthority.  Thewrittenresponseshallalsoinclude
thename, title, businessaddress, businesstelephonenumberandsignatureofthe
Open-RecordsOfficerwhohasdeniedtherequest, thedateofthedenial, andthe
proceduretoappealthedenial.  

V.   APPEALFROMDENIALOFREQUESTFORINSPECTIONORCOPYINGOF
RECORDS.  

TheLawprovidesthatarequesterwhodisagreeswithadenialofhisorherwritten
requestforinspectionand/orduplicationofrecordsmayfileanappealto

CommonwealthofPennsylvania
OfficeofOpenRecords

CommonwealthKeystoneBuilding
400NorthStreet, PlazaLevel
Harrisburg, PA17120-0225

PursuanttoSection1101(a) oftheLaw, theappealmustbeinwriting; mustbefiled
withinfifteen (15) businessdaysofthedateoftheTownship’sresponseordateofa
deemeddenial; muststatethegroundsonwhichtherequesterassertsthatthe
recordisapublicrecord; andmustaddressanygroundsstatedbytheTownshipin
denyingtherequest.  


