POLICY TITLE: RIGHT TO KNOW
Effective Date: January 1, 2009

PURPOSE
Paradise Township, a Municipality, is an agency which is covered by the Right to Know Law
(Act 3 of 2008), and is authorized to establish a written policy, which must be posted or available
to aid in implementation of the Act. This policy replaces any prior policy, as per Resolution
2008-  and is effective January 1, 2009,
POLICY

The following will provide guidance for Paradise Township Supervisors and employees on how
to efficiently and effectively process requests made for public records as governed by Act 3 of
2008. -

Section 1. Open Records Officer.

A. Each year at the first meeting that shall occur in a calendar year, the Board of
Supervisors shall appoint an Open Records Officer. This Officer shall be responsible
for processing, recording, tracking and otherwise administering all portions of this
policy, as well as any policy or procedure that may provide direction for the retention
of documents and the destruction of documents of the Municipality.

B. Municipality shall note the identity and manner of communication to the Open
Records Officer on its website and post said information at a conspicuous location at
the Municipality office.

C. Inthe event an Open Records Request is submitted to an employee other than the
Open Records Officer, that person must immediately provide the request to the Open
Records Officer. All employees should refrain from accepting Open Records
Requests and direct all such requests to the Open Records Officer.

D. Duties of the Open Records Officer.

1. The Open Records Officer shall receive requests submitted to the agency
under this act, direct requests to other appropriate persons within the agency or to
appropriate persons in another agency, track the agency’s progress in responding
to requests and issues interim and final responses under this act.

2. Upon receiving a request for a public record, legislative record or financial
record, the Open Records Officer shall do all of the following:
(1) Stamp the date of receipt on the written request.

(i) Compute the day on which the five-day response period under
Section 901 will expire and make a notation of that date on the written request.
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