Open Records Reading g 3
Procedure for Responding to a Muhlen ber‘g

Right-to-Know Request CAREER & TECHNOLOGY CENTER

PURPOSE: To ensure guidelines under Act 3 of 2008 (Pennsylvania’s Right to Know Law) are being followed
by RMCTC staff

The Joint School Committee

appoints the Administrative

Director as the Open Records
Officer

\ 4

The Open Records Officer receives
a Right-to-Know request and the
requester is directed to the
Center’s website to obtain a
“Right-To-Know Request Form”

\ 4

The requester prints, completes
Sections 1, 2, and 3 of the form,
and returns the form to the Open
Records Officer

\ 4

The Open Records Officer
completes Section 4 of the
form and returns it to the
requester within 5 days of
receipt of the form

\ 4

The Open Records Officer
maintains a copy of the
request along with all
documentation until final
determination as described
within section 1101(b) of the
Act




