Village of Grand Beach
Written Public Summary of FOIA Procedures and Guiddines

It is the public policy of this state that all per®ns
(except those persons incarcerated in state or Idozorrectional facilities)
are entitled to full and complete information regading the affairs of government and
the official acts of those who represent them as plic officials and public employees.

The people shall be informed so that they may fullparticipate in the democratic process.

Consistent with the Michigan Freedom of Informatit (FOIA), Public Act 442 of 1976, the followirig the
Written Public Summary of the Village's FOIA Proceds and Guidelines relevant to the general public.

This is only a summary of the Village's FOIA Prooegs and Guidelines. For more details and infolmnatiopies of
the Village’s FOIA Procedures and Guidelines at@lafle at no charge at the Village Hall and on\fiiage’s
website at www.grandbeach.org.

1. How do | submit a FOIA request to the Village?

» Arequest must sufficiently describe a public relcep as to enable the Village to find it.

» Please include the words “FOIA” or “FOIA Request'the request to assist the Village in providirgra@mpt
response.

» Requests to inspect or obtain copies of publicndsprepared, owned, used, possessed or retairtbeé by
Village may be submitted on the Village's FOIA ReqtiForm, in any other form of writing (letter, faemail,
etc.), or by verbal request.

o Any verbal request will be documented by the Vidam the Village's FOIA Request Form.
o No specific form to submit a written request isuiegd. However a FOIA Request Form and other
FOIA-related forms are available for your use andvenience on the Village's website at

www.grandbeach.org, and at the Village Hall.

» Written requests may be delivered to the Villagdl Haperson or by mail to 48200 Perkins Blvd., Gda
Beach, Ml 49117.

* Requests may be faxed to: (269) 469-0146. To erssprempt response, faxed requests should cottain t
term “FOIA” or “FOIA Request” on the first/cover ge.

* Requests may be emailedderk@grandbeach.orglo ensure a prompt response, email request$dshou
contain the term “FOIA” or “FOIA Request” in thelgact line.

» Arequest from a person, other than an individuab wualifies as indigent under section 4(2)(a), rmmdude
the requesting person's complete name, addresspatatt information, and, if the request is maga b
person other than an individual, the complete namdress, and contact information of the persajgstavho
is an individual. An address must be written in ptience with United States Postal Service addrgssin
standards. Contact information must include a vi@liephone number or electronic mail address.
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2. What kind of response can | expect to my requeat

Within 5 business days after receiving a FOIA reuine Village will issue a response. If a request
received by fax or email, the request is deemdthte been received on the following business dag. T
Village will respond to your request in one of thfowing ways:

o Grant the request,

0 Issue a written notice denying the request,

o Grant the request in part and issue a written aaténying in part the request,

0 Issue a notice indicating that due to the natuth®fequest, the Village needs an additional
10 business days to respond, or

0 Issue a written notice indicating that the pubdicard requested is available at no charge on
the Village’'s website

If the request is granted, or granted in part Milage will ask that payment be made for the alidle fees
associated with responding to the request befar@ublic record is made available.

If the cost of processing the request is expedexkteed $50, or if you have not paid for a presfipgranted
request, the Village will require a deposit befprecessing the request.

3. What are the Village’s deposit requirements?

If the Village has made a good faith calculatioattine total fee for processing the request witleexi $50.00,
the Village will require that you provide a depasithe amount of 50% of the total estimated febeWthe
Village requests the deposit, it will provide yonan-binding best efforts estimate of how longiit take to
process the request after you have paid your deposi

If a deposit is not received by the public bodyhivit45 days from receipt by the requesting pergdhe
notice that a deposit is required, and if the retjng person has not filed an appeal of the depositunt
pursuant to section 10a, the request shall be d@ered abandoned by the requesting person and liie pu
body is no longer required to fulfill the requdsttice of a deposit requirement under subsectipo(81l) is
considered received 3 days after it is sent, régssf the means of transmission. Notice of a siépo
requirement under subsection (8) or (11) must ohelniotice of the date by which the deposit must be
received, which date is 48 days after the datathiee is sent.

If the Village receives a request from a person Wwa® not paid the Village for copies of public nretsomade
in fulfillment of a previously granted written reggt, the Village will require a deposit of 100%loé
estimated processing fee before it begins to sdardhe public record for any subsequent writtequest
whenall of the following conditions exist:

0 The final fee for the prior written request is mmre than 105% of the estimated fee;

0 The public records made available contained tharimétion sought in the prior written
request and remain in the Village's possession;

0 The public records were made available to the iddal, subject to payment, within the best
effort time frame estimated by the Village to paeithe records;

o Ninety (90) days have passed since the Villagdiadtthe individual in writing that the
public records were available for pickup or mailing

0 The individual is unable to show proof of prior pgnt to the Village; and

0 The Village has calculated an estimated detaikdization that is the basis for the current
written request’s increased fee deposit.

The Village will not require the 100% estimated €eposit if any of the following apply:
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0 The person making the request is able to show mpfior payment in full to the Village;

0 The Village is subsequently paid in full for allgicable prior written requests; or

0 Three hundred sixty five (365) days have passeambdime person made the request for which full
payment was not remitted to the Village.

4. How does the Village calculate FOIA processingés?

The Michigan FOIA statute permits the Village tadle for the following costs associated with preoesa request:

Labor costs associated with copying or duplicatinich includes making paper copies, making
digital copies, or transferring digital public reds to non-paper physical media or through the
Internet.

Labor costs associated with searching for, locadimdjexamining a requested public record, when
failure to charge a fee will result in unreasonaiifyh costs to the Village.

Labor costs associated with a review of a recoskfiarate and delete information exempt from
disclosure, when failure to charge a fee will resulinreasonably high costs to the Village.

The cost of copying or duplication, not includirdpor, of paper copies of public records. This may
include the cost for copies of records alreadyhanMillage’s website if you ask for the Village to
make copies.

The cost of computer discs, computer tapes or afigéal or similar media when the requester asks
for records in non-paper physical media. This nmjuide the cost for copies of records already en th
Village’'s website if you ask for the Village to nekopies.

The cost to mail or send a public record to a retpre

Labor Costs

All labor costs will be estimated and charged imiiute increments, with all partial time increnment
rounded down. If the time involved is less thamiiButes, there will be no charge.

Labor costs will be charged at the hourly wageheflowest-paid Village employee capable of doing
the work in the specific fee category, regardldsstm actually performs work.

Labor costs will also include a charge to covepantially cover the cost of fringe benefits. The
Village may add up to 50% to the applicable ladwarge amount to cover or partially cover the cost
of fringe benefits, but in no case may it exceedabtual cost of fringe benefits.

Overtime wages will not be included in labor casttess agreed to by the requestor; overtime costs
will not be used to calculate the fringe benefitco

Contracted labor costs will be charged at the lyaaite of $48.90 (6 times the state minimum hourly
wage)

A labor cost will not be charged for the searclgreixation, review and the deletion and separatia@xempt from
nonexempt information unless failure to chargeeavieuld result in unreasonably high costs to tHiayé. Costs are
unreasonably high when they are excessive and dey@mnormal or usual amount for those servicespewed to the
Village's usual FOIA requests, because of the matdithe request in the particular instance. THEgé must
specifically identify the nature of the unreasogdbgh costs in writing.

Copying and Duplication
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The Village must use the most economical methodnfaking copies of public records, including using
double-sided printing, if cost-saving and available

Non-paper Copies on Physical Media
» The cost for records provided on non-paper physiealia, such as computer discs, computer tapes or
other digital or similar media will be at the adtaad most reasonably economical cost for the non-

paper media.

» This cost will be charged only if the Village hag technological capability necessary to providge th
public record in the requested non-paper physieaianformat.

Paper Copies

» Paper copies of public records made on standast (&2 x 11) or legal (8 %2 x 14) sized paper will
not exceed $.10 per sheet of paper.

» Copies for non-standard sized sheets of paperefidict the actual cost of reproduction.
Mailing Costs

» The cost to mail public records will use a reastnhabonomical and justified means.

» The Village may charge for the least expensive fofrpostal delivery confirmation.

* No cost will be made for expedited shipping or nasige unless you request it.
Waiver of Fees
The cost of the search for and copying of a puiglanrd may be waived or reduced if in the sole foelgt of the
FOIA Coordinator a waiver or reduced fee is inplblic interest because it can be considered asapity benefitting
the general public. The Village Council may idenspecific records or types of records it deemaikhbe made
available for no charge or at a reduced cost.
5. How do | qualify for an indigence discount on tk fee?
The Village will discount the first $20.00 of fefes a request if you submit an affidavit statingttigou are:

» Indigent and receiving specific public assistarore;

» If not receiving public assistance, stating fag@mdnstrating an inability to pay because of indagen

You arenot eligible to receive the $20.00 discount if you:

» Have previously received discounted copies of puglcords from the Village twice during the
calendar year; or

» Are requesting information on behalf of other peswho are offering or providing payment to you to
make the request.

An affidavit is a sworn statement. For your coneeigie, the Village has provided an Affidavit of igeince for the
waiver of FOIA fees on the Village FOIA RequestiRpmwhich is available on the Village's website at
www.grandbeach.org
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6. May a nonprofit organization receive a discounon the fee?

A nonprofit organization advocating for developnadiytdisabled or mentally ill individuals that isrfnally
designated by the state to carry out activitieseusdbtitle C of the federal developmental distibgiassistance

and bill of rights act of 2000, Public Law 106-4@2d the protection and advocacy for individualhwiental illness
act, Public Law 99-319, may receive a $20.00 distduhe request meets all of the following regaients in the
Act:

o Is made directly on behalf of the organizationtsrciients.

o Is made for a reason wholly consistent with thesiois and provisions of those laws under section
931 of the mental health code, 1974 PA 258, MCL B381.

o Is accompanied by documentation of its designdiiothe state, if requested by the public body.

7. How may | challenge the denial of a public recat or an excessive fee?

Appeal of a Denial of a Public Record

If you believe that all or a portion of a publicoed has not been disclosed or has been impropegimpted from
disclosure, you may appeal to the Village Coungifiling a written appeal of the denial with thdioé of the Village
Clerk.

The appeal must be in writing, specifically stdte word “appeal,” and identify the reason or reasau are seeking
a reversal of the denial. You may use the Villa@gA-Appeal Form (To Appeal a Denial of Records),athis
available on the Village's website wtvw.grandbeach.org

The Village Council is not considered to have reegia written appeal until the first regularly sdtked Village
Council meeting following submission of the writteppeal. Within 10 business days of receiving thgeal, the
Village Council will respond in writing by:

» Reversing the disclosure denial;

e Upholding the disclosure denial; or

» Reverse the disclosure denial in part and uphadiibclosure denial in part.

Whether or not you submitted an appeal of a déoidie Village Council, you may file a civil actiom Berrien
County Circuit Court within 180 days after the ¥ile's final determination to deny your requestolf prevail in the
civil action, the court will award you reasonabtmmeys’ fees, costs and disbursements. If thetcmiermines that
the Village acted arbitrarily and capriciously afusing to disclose or provide a public record,dbert shall award
you damages in the amount of $1,000.

Appeal of an Excess FOIA Processing Fee

If you believe that the fee charged by the Villag@rocess your FOIA request exceeds the amountitbed by state
law, you must first appeal to the Village Coungilfbing a written appeal for a fee reduction te tbffice of the
Village Clerk.

The appeal must specifically state the word “appeadi identify how the required fee exceeds thewampermitted.
You may use the Village FOIA Appeal Form (To AppaalExcess Fee), which is available at the Villdg# and on
the Village's website at www.grandbeach.org.

The Village Council is not considered to have reegia written appeal until the first regularly sdtked Village
Council meeting following submission of the writtappeal. Within 10 business days after receiviegabpeal, the
Village Council will respond in writing by:
* Waiving the fee;
» Reducing the fee and issue a written determinatidicating the specific basis that supports theaiaing
fee;
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» Upholding the fee and issue a written determinaitidicating the specific basis that supports thpired fee;
or

» Issuing a notice detailing the reason or reasonexXt@nding for not more than 10 business dayp¢hnied
during which the Village Council will respond toethvritten appeal.

Within 45 days after receiving notice of the VillaGouncil's determination of the processing feesahpyou may
commence a civil action in Berrien County Circuduet for a fee reduction. If you prevail in theitiction by
receiving a reduction of 50% or more of the totad,fthe court may award all or appropriate amofirgasonable
attorneys’ fees, costs and disbursements. If thet cietermines that the Village acted arbitraritg @apriciously by
charging an excessive fee, the court may also ay@rgunitive damages in the amount of $500.
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