
COUNTY OF UNION
Office of the Clerk of the Board, 6th floor
Union County Administration Building

Elizabethtown Plaza
Elizabeth, New Jersey 07207

Part A - DIRECTIONS AND PROCEDURES 
FOR REQUESTING ACCESS TO GOVERNMENT RECORDS

All requests for access to government records will be processed in accordance with the Open Public Records Act, 
N.J.S.A. 47:1A-l et seq. [hereinafter “OPRA”]. All requests for access to, or copies of, government records must be 
submitted in writing. The County strongly recommends use of the attached form entitled “Part B - Request for Access to 
Government Records.” Requestors will be notified in writing that their OPRA request has been received and is being
processed by the County. Some records, as defined by the statute, will be immediately available during normal business 
hours; however, if any redaction to these records is necessary it may take longer to complete your request. Some records will 
require additional time to either compile or make the copies requested, but will generally be available during normal 
business hours within seven (7) business days of the request. If any government record that has been requested is either 
exempt from public access or cannot be obtained within the seven (7) business days, you will be provided with a response 
explaining the reason within the seven (7) business days. Some records requested have specific fees or other response times 
established by another statute that specifically governs those records. There will be no fee to simply inspect a document 
during normal business hours, and any request may also be filed electronically. Please note: you need only return Part B 
of this form.

In general:
Immediate access is ordinarily available for budgets, bills, vouchers, contracts, including collective negotiations 
agreements and individual employment contracts, and public employee salary and overtime information.
Minutes of public meetings will be generally available immediately after the minutes have been approved.
Records which are not readily available (archived records) or which will require a detailed search and 
compilation will be made available as soon as possible and the requestor will be provided with an interim report 
within seven (7) business days indicating the anticipated date that the records will be made available. The fee 
for the retrieval and return of records located off-site in archive is $2.00 per box containing the desired records.
Except as otherwise provided by law, regulation, or ordinance, the fee assessed for the duplication of a 
government record or for the transmission of requested records by facsimile shall be: first page to tenth page, 
no charge; every page thereafter, $0.05 per page for letter size documents and $0.07 for legal size documents.
The maximum number of pages sent via facsimile transmission is thirty (30).
Where a request is made for a copy in a format other than a photocopy, reasonable efforts will be made to 
provide the information in the format requested.  This office may impose a reasonable service charge for
producing a document in the format requested or if the request involves an extraordinary expenditure of time 
and effort, in accordance with N.J.S.A. 47:1A-5(c).
A deposit will be required for all special service charge requests. Prior to incurring any charges, a requester
shall be informed when a special service charge will be applicable and the estimated amount of the charge. 
Payment of the estimated charge amount will be required prior to the production of any documents.

The terms “Government Records” or “Public Records” generally include those records determined to be accessible 
by the public in accordance with OPRA. The term does not include documents exempt as per OPRA or other material 
specifically exempted by law. The full list of OPRA exemptions is available at http://www.nj.gov/grc/public/exempt/.

If your request for access to a government record has been denied or unfilled within the seven (7) business days 
required by law, you have a right to challenge the decision to deny access. At your option, you may either institute a 
proceeding in the Superior Court of New Jersey or file a complaint with the Government Records Council (“GRC”) by 
completing the Denial of Access Complaint Form. You may contact the GRC by toll-free telephone at 866-850-0511, by 
mail at PO Box 819, Trenton, NJ, 08625, or at http://www.state.nj.us/grc/public/. The Council can also answer other 
questions about the law. All questions regarding complaints filed in Superior Court should be directed to the Union County 
Superior Court Civil Division: https://www.judiciary.state.nj.us/courts/vicinages/union.html, or call (908) 787-1650.



COUNTY OF UNION
Office of the Clerk of the Board, 6th floor
Union County Administration Building

Elizabethtown Plaza, Elizabeth, New Jersey 07207
Tel. (908) 527-4140 Fax. (908) 558-0915             Date Stamp

Email: opra@ucnj.org

Part B - REQUEST FOR ACCESS TO GOVERNMENT RECORDS
FOR COUNTY USE ONLY

Date Received: Date of Response:
Please see “Part A - DIRECTIONS AND PROCEDURES” prior to filling out this form.

*Name: __________________________________________________

*Address: __________________________________________________

__________________________________________________

*Telephone (Day):  ___________________________ Unlisted / Listed [circle one]

*Facsimile: ___________________________ *Email: ___________________________
* Indicates helpful information in processing your request, but NOT required to be provided by law.

Type of Request:    [___]  Inspect / view documents only (during normal business hours)
[___]  Prepare photocopies of all requested documents for purchase
[___]  Email documents (if available) to the above address
[___] Documents by fax (see Part A for cost – faxes limited to a maximum of 30 pages)

Information Requested:
[___] Copy of Minutes [Please specify board or entity, date, or other identifying info.]

_________________________________________________________________________________________
_________________________________________________________________________________________

[___] Copy of Ordinance or Resolution [Please specify date, number, or other identifying info.]
_________________________________________________________________________________________
_________________________________________________________________________________________

[___] Copy of a Bill, Voucher or Contract [Please specify the vendor or service provided, and time period.]
_________________________________________________________________________________________
_________________________________________________________________________________________

[___] Other [Please specify]
_________________________________________________________________________________________
_________________________________________________________________________________________

The Requestor, by signing below, hereby certifies that he or she has NOT been convicted of any indictable offense (felony) under the laws 
of this State, any other state, or the United States and is not seeking government records containing personal information pertaining to 
the victim of a crime or the victim's family as provided by N.J.S.A. 47:1A-l et seq.

________________________ ________________________
Requestor’s Signature County Official

            Date: __________________ Date: __________________
Updated 5/2018 (prior editions obsolete)                                                   Page 2 attached: _____ (check if applicable)
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