
I. GENERAL

Right to Know Policy and Procedure 
January 7, 2009 

Public Access to Information 

Lawrence County Conservation District 

This policy establishes the District's procedures for meeting its obligations under
the Pennsylvania Right to Know Law, which was revised in 2008. It applies
to all requests for "public records." This document establishes the
framework within which the district will exercise its administrative
discretion in the future. The district recognizes the value of making
information available to the public, and is committed to continually
improving public access to public information and fostering public participation
in the decision-making process.

The Office of Open Records· may promulgate regulations setting forth different or additional 
requirements and procedures, and these should be consulted. 

A. Open Records Officer

The District has designated the following person who shall serve as its Open Records

Officer. All requests for public records are administered by the Open Records Officer.

Requests should be directed to the Open Records Officer at the following address:

Name: Mary Burris

Title: District Manager 

Address: 430 Court Street, New Castle, PA 16101 

Phone: 724 652 4512 

Email: lcd@lawrencecd.org 











Lawrence Conservation District 

Request for Information 

Fee Schedule 

Materials 

Photocopies 11" x 1 7' or smaller 

Flash Drives

Specialized documents 
Ex: maps, non-standard size, 
or color copies 

Copying not done at District office. 

Postage 

Price Per Unit 

$ 0.25 per copy. For requests of 100 
copies or more, the District will need a 
deposit of $25. 

Actual cost 

Actual cost. 

Price invoiced from off-site provider 
and prepaid by requestor. 
Staff member will take requested 
information for copying. 

Cost of postage. 
Free postage on materials that fit in a 
standard business size envelope. 

A staff member must be present at the review of the files. 

Requestor _______________ Lo.g ID ____________ _ 

Deposit for pre-paid copies 

Co ies 

Compact Discs 

Off-site copies 

#of items Cost per item Total 

Total cost 




