After completing the Form, a user will click on the “Send Form” button. A message will pop up asking the
user to Select his/her Email Client.

Select Email Client x|

Plzase indicate the option which best describes how vou send mail,

" Desktop Email Application

Choose this option if you currently use an email application such as
Microsoft Outlook Express, Microsoft Cutlook, Eudora, or Mail,

IANT COPIES ®nNo

{* Internet Email

TANT TO INSI Choose this option if wou currently use an Inkernet email service such as '@ NO
‘fahoo or Microsoft Hatmail, You will then need ko save vour Form and
return it manually ko ra-li-righttoknow@skate, pa,us using your Internet

ITANT CERTIF email service. @ NO

[ Don't show again

o4 I Cancel

KNOW OFFlcer:

EIVED BY THE AGENCY:

‘IVE (5)-DAY RESPONSE DUE:

dies may fill anonymous verbal or written requests if the requestor wishes to pursue
ies provided for in this Act, the request must be in writing (Section 702). Written
1wclude an explanation why information is sought or the intended use of the inforn
equired by law (Section 703).
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If the user clicks on “Desktop Email Application” (indicating he/she uses an email application such as
Outlook), the user receives the following message (which gives them the opportunity to review/send):
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This message has not been sent.

From... | I
Ta... | |LL Right To Know Requests
e | I

Subject: |Data from standard_right-to-know_form[l]

Attached: |18 standard right-to-know fermi1] data.fdf 633 B)

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later
can process this data by importing it back into the blank form or creating & spreadsheet from several data files.
See Help in Adobe Acrobat Professional 7 or later for more details.
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If, however, the user clicks on “Internet Email,” the experience is different. They will not receive the above
message but the one below. They will then have to save the form and manually return to the RTK
resource account using their Internet Email service (e.g., Yahoo, Hotmail, etc.).
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RECORDS REQUESTED:
* Provide as much specific detail as possible so the agency can identify the information.
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AGENCY FIVE (5)-DAY RESPONSE DUE:

*Public bodies may fill anonymous verbal or written requests if the requestor wishes to pursue the relief
and remedies provided for in this Act, the request must be in writing (Section 702). Wiitten requests
need not include an explanation why information is sought or the intended use of the information unless
otherwise required by law (Section 703).
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