__Township
Public Summary of FOIA Procedures and Guidelines

It is the public policy of this state that all persons
(except those persons incarcerated in state or local correctional facilities)
are entitied to full and complete information regarding the affairs of government and
the official acts of those who represent them as pl}blic officials and public employees.

The people shall be informed so that they may fully participate in the demaocratic process.

Consistent with the Michigan Freedom of Information Act (FOIA), Public Act 442 of 1976, the following
is the Written Public Summary of the Township’s FOIA Procedures and Guidelines relevant to the
general public.

This is only a summary of the To ip’s FOIA Procedures and Guidelines. For more details and
information, copies of the Township’s FOIA Procedures and Guidelines are available at no charge at any
Township office and on the Township’s website: www. S ALp oL prees)

1. How do I submit a FOIA request to the Township?
s A request must sufficiently describe a public record so as to enable the Township to find it.

« Please include the words “FOIA” or “FOIA Request” in the request to assist the Township in
providing a prompt response.

‘e Requests to irispect or obtain copics of public records prepared, owned, used, passessed or
retained by the Township may be submitted on the Township’s FOIA Request Form, in any other
form of writing (letter, fax, email, etc.), or by verbal request.

o Any verbal request will be documented by the Township on the Township’s FOIA
Request Form.,

o No specific form to submit a written request is required. However a FOIA Request Form
and other FOIA-related forms are available for your use and convenience on the
Township’s website at www. Mm%gﬂg and at

(Provide one or more locations: “the Township Hall” or

“any township facility” or another locatian).
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¢ Requests may be faxed to: ( ) . To ensure a prompt response,
faxed requests should contain the term “FOIA” or “FOIA Request” on the first/cover page.

¢ Requests may be emailed to: AZ%QMM ensure a prompt response,
email requests should contain the “FOIA” or “FOIA Request” in the subject line.
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FOIA Procedures and Guidelines

Preamble: Statement of Principles

It is the policy of menship that all persons, except those incarcerated, consistent with the
Michigan Freedom of Information Act (FOIA), are entitled to full and complete information regarding the affairs
of government and the official acts of those who represent them as public officials and employees. The people
shall be informed so that they fully participate in the democratic process.

The Township’s policy with respect to FOLA requests is to comply with State law in all respects and to respond to
FOIA requests in a consistent, fair, and even-handed manner regardless of who makes such a request.

The Township acknowledges that it has a legal obligation to disclose all nonexempt public records in its
possession pursuant to a FOIA request. The Township acknowledges that sometimes it is necessary to invoke the
exemptions identified under FOIA in order to ensure the effective operation of government and to protect the
privacy of individuals.

Township will protect the public's interest in disclosure, while balancing the requirement
to withhold or redact portions of certain records. The Township’s policy is to disclose public records consistent
with and in compliance with State law.

The Township Board has established the following written procedures and guidelines to implement the FOIA and
will create a written public summary of the specific procedures and guidelines relevant to the general public
regarding how to submit written requests to the public body and explaining how to understand a public body's
written responses, deposit requirements, fee calculations, and avenues for challenge and appeal. The written
public summary will be written in a manner so as to be easily understood by the general public.

Section 1: General Policies

The Township Board, acting pursuant to the authority at MCL 15,236, designates the ) (give
position title) as the FOIA Coordinator. He or she is authorized to designate other Township staff to act on his or
her behalf to accept and process written requests for the Township’s public records and approve denials.

If a request for a public record is received by fax or email, the request is deemed to have been received on the
following business day. If a request is sent by email and delivered to a Fownship spam or junk-mail folder, the
request is not deemed received until one day after the FOIA Coordinator first becomes aware of the request. The
FOIA Coordinator shall note in the FOIA log both the date the request was delivered to the spam or junk-mail
folder and the date the FOIA Coordinator became aware of the request.

The FOIA Coordinator shall review Township spam and junk-mail folders on a regular basis, which shall
be no less than once a month. The FOIA Coordinator shall work with Township Information Technology
staff to develop administrative rules for handling spam and junk-mail so as to protect Township systems
from computer atiacks which may be imbedded in an electronic FOIA request.

The FOIA Coordinator may, in his or her discretion, implement administrative rules, consistent with State law and
these Procedures and Guidelines to administer the acceptance and processing of FOIA requests.

The Township is not obligated to create a new public record or make a compilation or summary of information
which does not already exist, Neither the FOIA Coordinator nor other Township staff are obligated to provide
answers to questions contained in requests for public records or regarding the content of the records themselves.
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The FOIA Coordinator shall keep a copy of all written requests for public records received by the Township on
file for a period of at least one year.

The Township will make this Procedures and Guidelines document and the Written Public Summary publicly
available without charge. If it does not, the Township cannot require deposits or charge fees otherwise permitted
under the FOIA until it is in compliance.

A copy of this Procedures and Guidelines document and the Township’s Written Public Summary must be
publicly available by providing free copies both in the Township's response to a written request and upon request
by visitors at the Township's office. !

Include the foliowing if the township directly or indirectly administers or maintains an official internet
presence: This Procedures and Guidelines document and the Township’s Written Public Summary will be
maintained on the Township’s website at: ¢ NGO ; " so a link
to those documents will be provided in lieu of providing paper copies of those ents,

Section 2: Requesting a Public Record

No specific form to submit a request for a public record is required. However the FOIA Coordinator may make
available a FOIA Request Farm for use by the public.

Requests to inspect or obtain copies of public records prepared, owned, used, possessed or retained by the
Township may be submitted on the Township®s FOIA Request Form, in any other form of writing (letter, fax,
email, etc.), or by verbal request.

Verbal requests for records may be documented by the Township on the Township’s FOIA Request Form.

If a person makes a verbal, non-written request for information believed to be available on the Township’s
website, where practicable and to the best ability of the employee receiving the request, shall be informed of the
pertinent website address.

A request must sufficiently describe a public record so as to enable Township personnel to identify and find the
requested public record.

Written requests for public records may be submitted in person or by mail to any Township office. Requests may
also be submitted electronically by fax and email. Upon their receipt, requests for public records shall be promptly
forwarded to the FOIA Coordinator for processing.

A person may request that public records be provided on non-paper physical media, emailed or other otherwise
provided to him or her in digital form in lieu of paper copies. The Township will comply with the request only if
it possesses the necessary technological capability to provide records in the requested non-paper physical media
format,

A person may subscribe to future issues of public records that are created, issued or disseminated by
Township on a regular basis. A subscription is valid for up to 6 months and may be renewed
by the subscriber.

A person serving a sentence of imprisonment in a local, state or federal correctional facility is not entitled to
submit a request for a public record. The FOIA Coordinator will deny all such requests.
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Section 3; Processing a Request

The Township will respond to a request in one of the following ways:

Grant the request.

Issue a written notice denying the request, ’

Grant the request in part and issue a written notice denying in part the request.

Issue a notice indicating that due to the nature of the request the Township needs an additional 10

business days to respond for a total of no more than 15 business days. Only one such extension is

permitted.

* Issue a written notice indicating that the public record requested is available at no charge on the
Township’s website.

When a request is granted:
If the request is granted, or granted in part, the FOIA Coordinator will require that payment be made in full for the
allowable fees associated with responding to the request before the public record is made available.

The FOIA Coordinator shall provide a detailed itemization of the allowable costs incurred to process the request
to the person making the request.

A copy of these Procedures and Guidelines and the Written Public Summary will be provided to the requestor free
of charge with the response to a written request for public records*, provided however, that because these
Procedures and Guidelines, and the Written Public Summary are maintained on the Township’s website at:

ek L Man T Mn&_@ﬁ Y e A% » @ link to the Procedures and Guidelines and the Written
Public Summary will be d in lieu of providing paper copies of those documents. (*If the township does

rot maintain the Procedures and Guidelines and the Written Public Summary on a township website, then end
the sentence above at the asterisk*,)

If the cost of processing a FOIA request is $50 or less, the requester will be notified of the amount due and where
the documents can be obtained.

If the cost of processing a FOIA, request is expected to exceed $50 based on a good-faith calculation, or if the
requestor has not paid in full fora previously granted request, the Township will require a good-faith deposit
pursuant to Section 4 of this policy before processing the request.

In making the request for a good-faith deposit the FOIA Cootdinator shall provide the requestor with a detailed
itemization of the allowable costs estimated to be incurred by the Township to Pprocess the request and also

The best cfforts estimate shall be nonbinding on the Township, but will be made in good faith and wil] copo 0 be
reasonably accurate, given the nature of the request in the particular instance, so as to provide the requested
records in 8 manner based on the public policy expressed by Section 1 of the FOIA.
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