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RIGHT-TO-KNOW REQUEST FORM


DATE REQUEST SUBMITTED:  						

TO:	Right-to-Know Officer						Request submitted:
	Conewago Valley School District					[   ]  by email to:  righttoknow@cvcolonials.org
	130 Berlin Road							[   ]  by fax  to:  717-624-5020
	New Oxford PA  17350						[   ]  by U.S. mail
									[   ]  in person


Notice:  Employees are directed to promptly forward requests for public records to the Right-to-Know records officer.

Name of Requester:  											

Street Address:  			  __________								

City/State/Zip:  												

Telephone (optional):  											

Email (optional):  											
(Provision of telephone number and/or email address will assist the agency in clarifying your request and could expedite the response.)


Records requested:  (Provide as much specific detail as possible so the agency can identify records containing the information you are seeking and full respond.)  Attach additional sheets as needed.

Please circle:  	Do you want copies:  			   YES   or   NO
		Do you want to inspect the records?   	   YES   or   NO
		Do you want certified copies of records?	   YES   or   NO

NOTE:  Pursuant to the agency’s fee schedule, fees may be required in connection with your request.  If the requester wishes to pursue relief or remedies provided for in the Right-to-Know act, the request for access to records must be in writing, addressed to the designated open records officer, include a name and address for the agency response, and identify records with sufficient specificity to enable the agency to ascertain what records are requested.  Section 702-703, Right-to-Know law.
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
OFFICE USE ONLY
Date of receipt of written request:  					

Five (5) business day initial response due date:  				

Signature Right-to-Know Officer:  									
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