
 

 
 

 
          

 
 

 
 

        
              

               
             

  
 

 
 

             
                

               
    

 
            
          

           
   

 
  

 
 

 
 

 
 
            

          
          

           
             

           
            

   
      

 
 
 

CUMBER AND COUNTY 
RIGHT-TO-KNOW PO ICY 

Effective: January 1, 2009 Revi ed 12-12-08 

Purpose and Effective Date 

On February 14, 2008, Act 3 of 2008 (65 P.S. § 67.101) wa  pa  ed into law amending the 
Penn ylvania Right-To-Know Law (Act). The Act govern  the right  of the public to in pect 
and obtain copie  of public record . The effective date for mo t of the provi ion  in the Act i  
January 1, 2009. Thi  policy  hall be con trued in  uch a manner a  to comply with the Act and, 
where thi policy i  in conflict with the Act, the Act  hall control. 

Public Records 

For County purpo e , “public record” i  defined in the Act a  a County record, including a 
financial record, that: (1) i  not exempt under  ection 708 of the Act; (2) i  not exempt from 
being di clo ed under any other Federal or State law or regulation or judicial order or decree; or 
(3) i  not protected by a privilege. 

“Record” i  defined in the Act a  information, regardle   of phy ical form or characteri tic , that 
document  a County tran action or activity and that i  created, received or retained pur uant to 
law or in connection with a County tran action, bu ine   or activity. The term include  a 
document, paper, letter, map, book, tape, photograph, film or  ound recording, information 
 tored or maintained electronically and a data-proce  ed or image-proce  ed document. 

Inspection 

Public record  are open to in pection and for duplication during normal office hour , 8:00 a.m. to 
4:30 p.m. Monday through Friday, except for holiday ,  ubject to the regulation   et forth herein. 

Format 

A public record mu t be provided to a Reque ter in the medium reque ted, if it exi t  in that 
medium. Otherwi e, it will be provided in the medium in which it exi t . The County may make 
it  record  available through any publicly acce  ible electronic mean , in which event it may 
re pond to a reque t by notifying the reque ter that the record i  available through publicly 
acce  ible electronic mean  or that the County will provide acce   to in pect the record 
electronically. If the reque ter i  unwilling or unable to acce   the record electronically, the 
reque ter may  ubmit a written reque t to have the record converted to paper. The County will 
provide copie  of identifiable and exi ting public record but i  not required to create,  ynthe ize, 
compile, maintain, format, convert, or organize record  in re pon e to a reque t. Neverthele  , 
the County may choo e to do  o for an appropriate fee. 
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Request for Public Records 

An individual may make a verbal, written or anonymou  verbal or written reque t for acce   to a 
record. A written reque t include  tho e  ent via electronic mail (e-mail). The office or 
department to which the reque t i  made  hall immediately forward the reque t to the County 
Open Record  Officer. The recipient of the reque t  hall not inquire a  to the intended u e of the 
record. A reque ter  hall not be granted acce   to a County computer unle   it i  cu tomarily 
provided for public acce   to public document  in row office . The reque t  hall indicate 
whether the record  are to be certified. 

A reque tor may not pur ue any relief available under the Act unle   the reque t i  in writing. 
Written reque t  for County record  are to be  ent to the County Record  Officer and addre  ed 
a  follow :

         County Open Record  Officer, 1 Courthou e Square, Room 200, Carli le, PA 17013 

Except record requests for the offices listed below shall be sent to that office at the address 
indicated: 

• Coroner’  record : Cumberland County Coroner, 6375 Ba ehore Road, Suite 1, 
Mechanic burg, PA 17050 

• Criminal Court record : Cumberland County Clerk of Court , 1 Courthou e Square, Room 
205, Carli le, PA 17013 

• Civil Court record : Cumberland County Prothonotary, 1 Courthou e Square, Room 100, 
Carli le, PA 17013 

• Di trict Attorney’  record : Cumberland County Di trict Attorney, 1 Courthou e Square, 
Room 202, Carli le, PA 17013 

• Dome tic Relation ’ record : Cumberland County Court Admini trator, 1 Courthou e 
Square, Room 400, Carli le, PA 17013 

• Probation and Parole Office record : Cumberland County Court Admini trator, 1 
Courthou e Square, Room 400, Carli le, PA 17013 

• Regi ter of Will ’ record : Cumberland County Regi ter of Will , 1 Courthou e Square, 
Room 102, Carli le, PA 17013 

• Trea urer’  Office record : Cumberland County Trea urer, 1 Courthou e Square, Room 
103, Carli le, PA 17013 

•  Cumberland County Recycling & Wa te Authority record :   7 Irvine Row, Carli le, PA
 17013 
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• Cumberland County Municipal Authority record : Herbert Gilroy, E quire, 10 Ea t High 
Street, Carli le, PA 17013 

The written reque t mu t: 

• Provide an addre   to which the record  are to be mailed or indicate that the record  will be 
picked-up by the reque ter in per on at the appropriate office li ted above. 

• Identify or de cribe the  pecific record  being  ought. The reque t mu t be  ufficiently 
 pecific to enable the County to a certain which record  are being reque ted, and include the 
date of the information reque ted a  well a  type of information, and the County office or 
department which ha  cu tody of the record. 

• If the fee for reproduction of the record  exceed  One Hundred Dollar  ($100.00), the 
reque ter  hall pre-pay the co t prior to the record being reproduced. 

Types of Records 

Cumberland County identifie  three type  of reque t  for public record : 

Type I: A reque t for a photocopy of a phy ical document, or a paper print-out of a 
document maintained on a microfilm or computer  y tem. 

Type II: A reque t for an electronic, magnetic, or other computer media copy of a 
computer record. Type II computer record reque t  involve only the copying 
to computer  torage media of an entire exact computer file, a  the County 
maintain  it, onto  torage media for which the County ha  copying equipment. 
A  ingle computer document i  a computer record. A Type II reque t involve  
 imply the copying of that document onto  torage media. Such a reque t doe  
not involve the  electing of any  pecific portion of that computer document, 
nor any formatting or other activity with that record. For example: The 
Cumberland County A  e  ment databa e i  pre ently a  ingle computer 
document. A Type II reque t i  for a copy of that databa e. A reque t for only 
certain municipalitie , or only certain type  of propertie , or only certain data 
field , or the data in a particular format which could be read by a particular 
computer program, would be a Type III reque t. The County make  no 
warranty what oever a  to any computer media copy of a computer record, 
including the u ability of the computer record. The purcha er of a Type II 
computer record i  additionally cautioned that the data may not be readily 
acce  ed without the purcha e of  pecialized  oftware and/or the u e of 
profe  ional computer  taff. The purcha e of a computer record i  the 
purcha e of the raw data and of a computer document, format, and  tructure of 
the type u ed by the County. Such a purcha e doe  not include the purcha e of 
the  oftware to open, view, or u e the document, nor any  pecialized template  
or other County program  u ed to di play the data in a particular format. 
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Type III: A reque t for an electronic, magnetic, or other computer media copy of a 
computer record which i  not a Type II reque t. The County i  not obligated to 
fill Type III reque t  but may choo e to do  o on a ca e by ca e ba i  
depending upon the nature of the reque t and the time and abilitie  of County 
 taff or that of any out ide contractor. There  hall be no policy regarding the 
election to fulfill  uch reque t  and a deci ion to fill a particular reque t  hall 
in no way e tabli h a precedent that a  imilar reque t will be filled in the 
future for the  ame or a different party. Type III reque t  are al o filled 
without any warranty what oever, including the u ability of the computer 
record, even if the County or it  out ide contractor ha  attempted to create a 
particular record for a particular party, in a particular format. There are 
 eparate and additional charge  for Type III reque t . 

Redaction 

The County will grant acce   to public record  according to  tatutory requirement  and thi  
Policy. The County will  eparate and exclude any record  which are not public record or which 
are otherwi e excluded or exempted from the definition of public record . If information which 
i  not  ubject to acce   i  an integral part of a public record and cannot be  eparated, the County 
 hall redact from the public record the information which i  not  ubject to acce   and the 
re pon e  hall grant acce   only to the information which i   ubject to acce  . 

The County’s Response and Time for Response 

The County’  re pon e time  hall be governed by the Act and the following procedure will 
apply: 

• The reque ted record  will be provided or the reque ter will be notified that the reque t 
will be fulfilled upon the payment of a fee; or 

• The reque t will be denied. If a reque t i  denied in whole or in part, the denial will 
contain a de cription of the record  reque ted, the rea on  for the denial, including citation 
of  upporting legal authority, the name, title, bu ine   addre  , bu ine   telephone number, 
and  ignature of the per on on who e authority the denial i  i  ued, a date of the re pon e, 
and the procedure to appeal the denial of acce   under the Act; or 

• If the Reque ter refu e  to pay the applicable fee   et forth by thi  Policy, then the 
Reque ter will be informed in writing that the reque t i  denied for that rea on, which will 
include a de cription of the record reque ted, the name, title, telephone number, and 
 ignature of the denying public official or employee, date of the re pon e, and appeal 
procedure. 

Manner of Response 

If not otherwi e reque ted by the reque ter, the County  hall  end the reque ted public record by 
regular mail, or at the option of the County, may  end the public record by electronic mail to 
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tho e reque ter  capable of receiving electronic mail. 

The reque ter may reque t delivery of the public record  by mail, fac imile, expre   mail, e-mail 
or other cu tomarily available method . The County  hall make a good faith effort to  end the 
public record by the method reque ted. 

The po tage or other actual fee  for delivery  hall be charged to the reque ter. 

If a reque ter de ire  to receive the public record  in per on, he may communicate hi  reque t by 
mail or fac imile to the County to retain the record  for pick-up at the de ignated County Office. 

Upon receiving the reque t, the County  hall make a good faith effort to hold the reque ted 
public record  at the de ignated County Office for a rea onable period of time, which  hall not 
exceed  ixty (60) day . 

The County may waive the fee  for duplication of a public record including, but not limited to, 
when: 

(1) The reque ter duplicate  the public record; or 
(2) The County deem  it i  in the public intere t to do  o. 

Determination a  to waiver of fee , in whole or in part,  hall be made by the County Open 
Record  Officer. 

Written reque t  for record  denied by the County Open Record  Officer may be appealed to the 
Office of Open Record  of the Commonwealth of Penn ylvania, Director of Communication , 
DCED, Commonwealth Key tone Building, 400 North Street, 4th Floor, Harri burg, PA 17120-
0225. 

Judicial Appeal 

Appeal  from final deci ion  of the Office of Open Record  of the Commonwealth of 
Penn ylvania may be filed with the Court of Common Plea  of Cumberland County. 

Electronic Access 

The County may make enhanced electronic a  e   available on a yearly  ub cription ba i  to 
 elected Cumberland County record  via the Internet on a flat rate,  ub cription fee for a period 
of time, a per tran action fee, a fee ba ed on cumulative time on the  y tem, or any other 
rea onable method or combination thereof. 

Posting of policy 

Thi  policy  hall be con picuou ly po ted at the County office  de ignated above and may be 
made available by electronic mean . 
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Fees 

Fee  are to be paid at the time the record  are delivered unle  prepayment i  required. 

Record Type Fee 

Copies: 
$ .25 p r pag  ( A “pho ocopy” is ei her a single-

sided copy or one side of a double-
sided black-and-whi e copy of a 
s andard 8.5” x 11” page ) 

$1.00 p r r cord, f  do s not includ  Certification of a Record: 
notarization f  s. 

Specialized documents : For example, 
but not limited to,  blue print , color Actual Co t 
copie , non- tandard  ized document  

Floppy Disk: $1.00 
CD: $5.00 
 DVD: $25.00 

Tax Maps: $7.00
11 X 17 $10.00
13 X 19 

If a record i  only maintained electronically 
or in other non-paper media, duplication 

Conversion to Paper: fee   hall be the le  er of the fee for 
duplication on paper or the fee for 
duplication in the original media unle   the 
reque ter  pecifically reque t  for the 
record to be duplicated in the more 
expen ive medium.  

Facsimile/Microfiche: Actual Co t 

Statutory Fees: Should a  eparate  tatute authorize  a County office to charge a  et amount for 
a certain type of record, the County may charge no more than that  tatutory amount.  For 
example, a Recorder of Deed  may charge a copy fee of $ .50 per uncertified page and $1.50 per 
certified page under 42 P.S. § 21051.  
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Inspection of Redacted Records: If a reque ter wi he  to in pect rather than receive a copy of 
a record and the record contain  both public and non-public information, the County will  hall 
redact the non-public information. The County may charge for the copie  it mu t make of the 
redacted material in order for the reque ter to view the public record. The fee  tructure outlined 
above will apply. If, after in pecting the record , the reque ter choo e  to obtain the copie , no 
additional fee may be charged. 

Enhanced Electronic Access: The County may offer enhanced electronic acce   to record  in 
addition to making the record  acce  ible for in pection and duplication by a reque ter, the 
County may e tabli h u er fee   pecifically for the provi ion of the enhanced electronic acce  , 
but only to the extent that the enhanced electronic acce   i  in addition to making the record  
acce  ible for in pection and duplication by a reque ter. The u er fee  for enhanced electronic 
acce   may be a flat rate, a  ub cription fee for a period of time, a per-tran action fee, a fee ba ed 
on the cumulative time of  y tem acce   or any other rea onable method and any combination 
thereof. 
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