FFivgt Jubicial District of Penngplbania
Philadelphia County
REQUEST FOR FINANCIAL RECORDS FORM

Pennsylvania Rule of Judicial Administration 509
See Philadelphia Rule of Judicial Administration No. *403

Please submit this Request Form to:
rule509@courts.phila.gov
Procurement Department
Room 368 City Hall, Philadelphia, PA 19107

NAME OF REQUESTOR

Last First Middle
Mailing Address:

City State Zip Phone
E-mail Fax

Please identify each of the documents that are requested. It is important that your request be as
specific as possible so that we may determine whether we have these documents.

Signature: Date:

The FJD’s Fee Schedule is available at http://www.courts.phila.gov/pdf/fees/Public-Access-Fee-Schedule.pdf.
Pre-payment will be required if expected compliance costs exceed $100.

For Official Use Only

Number of Pages Cost Per Page § Subtotal $ Other: $ Total Due $:

Rev. 12-09-20


http://www.pacourts.us/assets/files/page-1090/file-268.pdf
http://www.courts.phila.gov/pdf/fees/Public-Access-Fee-Schedule.pdf
mailto:rule509@courts.phila.gov

INSTRUCTIONS FOR OBTAINING THE FINANCIAL RECORDS OF
THE FIRST JUDICIAL DISTRICT OF PENNSYLVANIA
PURSUANT TO PENNSYLVANIA RULE OF JUDICIAL ADMINISTRATION 509

The Web Portal of the Unified Judicial System of Pennsylvania provides online access
to certain statewide and county-specific Financial Records. See
https://ujsportal.pacourts.us/FinancialRecords/FinancialRecords.aspx.

Information regarding public access to various judicial records and data is available at
www.pacourts.us/public-records, and www.courts.phila.gov/publicaccess/.

The Request for Financial Records Form must be used to request Financial Records of
the First Judicial District of Pennsylvania — the Philadelphia Courts.

A Requestor must identify or describe the Financial Records sought with specificity to
enable the custodian to ascertain which financial record is being requested.

The record custodian will respond within 10 business days of receipt of a written
request, and will provide the requested financial records as promptly as possible under
the circumstances existing at the time of the request.

If the financial record cannot be provided within 10 business days of receipt of the
request, the record custodian shall notify the requestor in writing of the expected date
the record will be available, not to exceed 30 business days.

The record custodian is not be required to create financial records which do not
currently exist or to compile, maintain, format or organize such records in a manner in
which the records are not currently compiled, maintained, formatted or organized.

Any denial of a written request for financial records may be appealed within 15 business
days of the mailing date of the written response by the record custodian to the Financial
Records Appeals Officer designated at Rule509 AppealsOfficer@courts.phila.gov.

Within 20 business days of receipt of the appeal, the Appeals Officer shall make a
determination and shall forward it in writing to the requestor. Any further appeal shall
be subject to Chapter 15, Judicial Review of Governmental Determinations, of the
Pennsylvania Rules of Appellate Procedure. See Pa.R.J.A. 509 (¢) (4) and (5).

For Court Use Only

The Record Custodian must respond within 10 business days of receipt of the Request

Your request was received on / / . Please be advised that:

L]

o4t oo

this request does not contain sufficient information to determine whether the Financial
Record requested exist. Please resubmit with additional information.

the Financial Record you requested does not exist.

the record you requested is not currently compiled, maintained, formatted or organized as
requested and thus cannot be provided.

the document you requested is not a “Financial Record” as defined in Rule 509.

the Financial Record will be produced on or before
Other:

Signature of Record Custodian Date

Rev. 12-09-20
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