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 No.  801-AR-2 
 
  
 SCHOOL DISTRICT 
 
 ADMINISTRATIVE 
 REGULATION 
 
 

801-AR-2.  FEES FOR PUBLIC RECORDS REQUESTS 
 
 
The district will not charge a fee for the Open Records Officer’s review of a record to determine 
if the requested record is a public record subject to access under law, Board policy and 
administrative regulations. 
 
The Open Records Officer will ensure that the district establishes, maintains and disseminates a 
current list of reasonable fees that requesters must pay in order to receive access to a requested 
record.  

 
Duplication and Fees 
 
A public record will be duplicated for the requester, if duplication is requested. 
 
Generally, a requester seeking to obtain a duplicate of a public record is required to 
appear in person to do so.  In appropriate cases, the district may decide, in its sole 
discretion, to mail or otherwise deliver duplicate copies of public records to a 
requester. 
 
The fees set forth in this policy shall not exceed the maximum charges established by 
any duly-promulgated regulations of the Pennsylvania State Office of Open Records.  
The district reserves the right to revise these fees from time to time to ensure they 
comply with the published charges allowed by law. 
 
The district will charge the following fees when a requester seeks to obtain a copy 
and for conversion of an electronic record to paper: 
 
1.  Printing copy of non-paper record  $.10 per 81/2” X 11” page 
       $.10 per 81/2” X 14” page 

        $.16 per 11” X 17” page 
 

     2.  Photocopying                   $.10 per 81/2” X 11” page 
       $.10 per 81/2” X 14” page 

        $.16 per 11” X 17” page 
 
      3.  Certified copy     $1.00 flat fee per record 
                   $20.00 flat fee for notary service 
 
      4.  Electronic copy of record  - Electronic copies will normally be provided by means    
                      of computer disk.  For transfer of an electronic file to a computer disk, the charge 
                      is $1 for disk plus $20 per hour with a minimum charge of $20.  The same charge 
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                       will apply for e-mail of record when request is made for access in electronic form   
                       and solely for its convenience the district chooses e-mail transmission in lieu of  
                       providing a disk.  No charge will apply if solely for its convenience the district  
                       elects to e-mail a record instead of providing access through personal inspection  
                       of a paper copy.  These charges shall not exceed the actual total cost to produce  
                       the record. 
 
                  5.  Redaction  - No redaction fee may be imposed.  
                      

6. Mailing copy of record – If a request is made for mailing and the district chooses    
                        to mail the copy instead of personal pickup, the requester will pay the actual cost   
                        of shipping or postage. 
 

7. Facsimile transmission - If a request is made for facsimile transmission and the  
                        district chooses to provide facsimile transmission instead of personal pickup, the   
                        requester will pay $.10 per page. 
 

8. Specialized documents – Specialized documents such as blue prints, color copies,  
                        non-standard size documents and other specialized documents will be provided at  
                        the actual cost to produce the record. 
 

 
The total sum owed shall be paid before the public record is given to the requester.  If the 
duplication or transmission of a public record will cost one hundred dollars ($100) or more, that 
fee must be paid in advance of the request being processed. 
 
The district, in its sole discretion, may decide to waive fees associated with the reproduction or 
delivery of public records if it deems it is in the public interest to do so. 
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