Open Public Records Act — N.J.S.A. 47:1A-1 et seq. (as of July 28, 2017)
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charge, in addition to the actual cost of duplicating the record, a special
service charge that shall be reasonable and shall be based upon the
actual direct cost of providing the copy or copies; provided, however,
that in the case of a municipality, rates for the duplication of particular
records when the actual cost of copying exceeds the foregoing rates
shall be established in advance by ordinance. The requestor shall have
the opportunity to review and object to the charge prior to it being
incurred.

. A custodian shall permit access to a government record and provide a

copy thereof in the medium requested if the public agency maintains
the record in that medium. If the public agency does not maintain the
record in the medium requested, the custodian shall either convert the
record to the medium requested or provide a copy in some other
meaningful medium. If a request is for a record:

(1) in a medium not routinely used by the agency;

(2) not routinely developed or maintained by an agency; or

(3) requiring a substantial amount of manipulation or programming of
information technology,

the agency may charge, in addition to the actual cost of duplication, a
special charge that shall be reasonable and shall be based on the cost for
any extensive use of information technology, or for the labor cost of
personnel providing the service, that is actually incurred by the agency
or attributable to the agency for the programming, clerical, and
supervisory assistance required, or both.

Immediate access ordinarily shall be granted to budgets, bills, vouchers,
contracts, including collective negotiations agreements and individual
employment contracts, and public employee salary and overtime
information.

f. The custodian of a public agency shall adopt a form for the use of any

person who requests access to a government record held or controlled
by the public agency. The form shall provide space for the name,
address, and phone number of the requestor and a brief description of
the government record sought. The form shall include space for the
custodian to indicate which record will be made available, when the
record will be available, and the fees to be charged. The form shall also
include the following:

(1) specific directions and procedures for requesting a record,

(2) a statement as to whether prepayment of fees or a deposit is
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