
 
 

LANCASTER COUNTY CONVENTION CENTER AUTHORITY 

25 South Queen Street 

Lancaster, PA  17603 

(717) 207-4100 

(717) 207-4101 (Fax) 

 

 REQUEST FOR INSPECTION AND/OR DUPLICATION OF PUBLIC RECORDS 
 

 Requests for inspection and/or duplication of public records shall be made to the Open Records 

Officer.  Requests may be made in person at the Authority office at 25 South Queen Street, Lancaster, 

Pennsylvania, during normal business hours; by mail to 25 South Queen Street, Lancaster, PA  17603, or 

by fax to (717)207-4101; or by email to openrecords@lccca.com. 

 

 The Authority is not required to and will not compile lists, prepare summaries, or create documents 

that do not exist.  The Authority will provide access to or duplication of existing Authority records which 

are public records in accordance with the provisions of the Pennsylvania Right-to-Know Law.  

 

Name: _________________________________________________________________________ 

 

Address (Optional): _______________________________________________________________ 

 

City/State (Required): _____________________________________________________________ 

 

Daytime Telephone Number (Optional): _______________________________________________ 

 

Fax Number (Optional): ____________________________________________________________ 

 

I am submitting this request (circle applicable) By Mail Fax In person Email 

 

It is the intent of the Authority to comply in all respects with the Pennsylvania Right-

to-Know Law. In order to process a request for inspection and/or duplication of a 

public record, the Authority requires sufficient and specific information to identify 

the record. Please provide as much of the following information as possible: 

 

Type of document (e.g., resolution, meeting minutes, etc.): _________________________________ 

_______________________________________________________________________________ 

 

Subject of document (e.g., authorization of contract with vendor): ___________________________ 

_______________________________________________________________________________ 

 

Approximate date or dates of documents: _______________________________________________ 
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Please state any other information you believe would assist the Authority with identifying the public record 

you are seeking: _____________________________________________________________ 

_________________________________________________________________________________ 

 

I wish to examine this public record at the Authority Office:  Yes  No 

 

I wish to obtain a copy of this public record:  Yes   No 

 

Unless otherwise requested, the Authority will provide: 1) a reference to the website 

address when the requested record is available on a website, or 2) if not available via 

website access, paper photocopies of public records.  

 

I would like the Authority to mail a copy of this public record to me:  Yes  No 

 

I wish the public record to be mailed to the following address: ______________________________ 

_________________________________________________________________________________ 

 

The name and contact information for the Lancaster County Convention Center Authority 

Open Records Officer is Katlyn A. Diehl, 25 South Queen Street, Lancaster, Pennsylvania 

17603, (717)207-4100, BusinessOffice@lccca.com. 

 

_________________________________________________________________________________ 

 

For Authority Use Only 

 

Date of Receipt: __________________________________________________________________ 

 

Authority five-day response due: ______________________________________________________  
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