SPECIAL SERVICE CHARGE
14-POINT ANALYSIS

Whenever a records custodian asserts that fulfilling an OPRA records request
requires an “extraordinary” expenditure of time and effort, a special service
charge may be warranted pursuant to N.J.S.A. 47:1A-5.c. In this regard, OPRA
provides:
“Whenever the nature, format, manner of collation, or volume of a
government record embodied in the form of printed matter to be
inspected, examined, or copied pursuant to this section is such that
the record cannot be reproduced by ordinary document copying
equipment in ordinary business size or involves an extraordinary
expenditure of time and effort to accommodate the request, the
public agency may 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 …” (Emphasis added.) N.J.S.A.
47:1A-5.c.
For the Government Records Council to determine (1) whether a special service
charge is warranted and (2) whether the special service charge the custodian
assessed is reasonable, the Custodian must provide answers to the following
questions:
1. What records are requested?
2. Give a general nature description and number of the government records
requested.
3. What is the period of time over which the records extend?
4. Are some or all of the records sought archived or in storage?
5. What is the size of the agency (total number of employees)?
6. What is the number of employees available to accommodate the records
request?
7. To what extent do the requested records have to be redacted?
8. What is the level of personnel, hourly rate and number of hours, if any,
required for a government employee to locate, retrieve and assemble the
records for copying?
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9. What is the level of personnel, hourly rate and number of hours, if any,
required for a government employee to monitor the inspection or
examination of the records requested?
10. What is the level of personnel, hourly rate and number of hours, if any,
required for a government employee to return records to their original
storage place?
11. What is the reason that the agency employed, or intends to employ, the
particular level of personnel to accommodate the records request?
12. Who (name and job title) in the agency will perform the work associated
with the records request and that person’s hourly rate?
13. What is the availability of information technology and copying
capabilities?
14. Give a detailed estimate categorizing the hours needed to identify, copy
or prepare for inspection, produce and return the requested documents.
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