
 

 
 
 
 
       
 

 
CONFIDENTIAL 

ATTORNEY-CLIENT MEMORANDUM 
 
TO:       OPEN RECORDS OFFICERS 
  
FROM: NICOLE WINGARD WILLIAMS, ESQ.  
 
DATE: OCTOBER 23, 2024 
 
RE: NEW STANDARD RIGHT-TO-KNOW REQUEST FORM  
___________________________________________________________________________ 
 
The Pennsylvania Office of Open Records (OOR) has updated their Standard Right-to-Know 
Law Request Form. A copy of the updated form was sent out to all Agency Open Records 
Officers (“AORO”) earlier this month. For your convenience, a copy of the form is attached 
hereto and can also be found on the OOR’s website at: RIGHT TO KNOW REQUEST FORM 
(pa.gov). Under Section 505 of the Right-to-Know Law (“RTKL”), all agencies are required to 
accept Right-to-Know requests submitted on this form. If your agency uses this form as its 
standard form, you should provide this updated version for requester use. If your agency has 
a separate specific form, we recommend importing the new language to your current form, 
particularly as it relates to requiring requesters to affirm that their full name and contact 
information is true and correct, and that they are a legal resident of the United States. In 
addition, your Public Records Policy should also state that the agency is authorized to deny 
anonymous requests for records.  
 
If your agency includes a copy of the accepted request forms as an attachment or 
Administrative Regulation to your Public Records Policy, you will need to update the form(s) 
maintained there, as well as forms available on your agency’s website. Your Policy, as well as 
your agency’s website, should state that the agency may choose to deny a request for failure 
to submit the proper form. This statement, along with the language referenced above 
regarding anonymous requests, and the updated form will provide levels of protection for 
agencies when handling requests. 

 
If you did not receive the form from the OOR directly, this likely means that your contact 
information is not up-to-date with the OOR. You can ensure that you receive copies of future 
communications, including notice of any appeals file against your agency, by completing this 
form https://www.openrecords.pa.gov/Documents/RTKL/Form-AORORegistration.pdf and 
submitting it via email, fax or regular mail consistent with the instructions found at: 
https://www.openrecords.pa.gov/RTKL/AOROSearch.cfm.  
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As a reminder, Section 504(b) of RTKL requires every state and local agency to post the 
following information at the agency office and on the agency’s website, if the agency maintains 
a website: 
 

• Contact information for the agency’s AORO. 
• Contact information for the Office of Open Records or other applicable appeals officer. 
• A form which may be used to file a request.  
• Agency regulations, policies and procedures related to the RTKL. 

 
 This is a good time to ensure that your agency has all necessary and updated information 
 posted online and in-person. 
 

As always, the WBK team is available to work with you to update your policies and forms. 
Should you have any questions or require assistance, please do not hesitate to reach out. 
 


