
Montmorencv Township

FOIA Procedures and Guidelines

Preamble: Statement of Principles
It is the policy of Montmorency Township 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 ;:eople shall be informed so that they fully participate in the democratic process. The
Township's polic'y with respect to FOIA 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 Torrynship 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. Montmorency Township will protect the public's
interest in disclo:;ure, while balancing the requirement to withhold or redact portions of certain records.
The Township's prolicy 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 FolA
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 to be easily understood
by the general purblic.

Section 1: General Policies
The Township Board, acting pursuant to the authority at MCL L5.236, designates the Township
Supervisor as the FOIA Coordinator. She is authorized to designate other Township staff to act on lier
behalf to accept and process written requests for the Township's public records and approve denials. lf 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. lf a request is sent by email and delivered to a Township spam or junk-rrrail
folder, the request is not deemed received until one day after the FOIA Coordinator first becornes aware
of the request. The FOIA Coordinator shall note in the FOIA log both the date the request was deliqered
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 rnonth.

The FOll\ 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 attacks 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 rrot 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 arie
obligated to proviide

answers to questions contained in requests for public records or regarcling the content of the records
themselves.



The FOIA Coordinator shall keep a copy of all written requests for public records received by the Township on
file for a period ofat least one year.

The Township will nnake this Procedures and Guidelines document and the Written public Summary publicly
available without ch:[ge. If it does not, the Township cannot require deposits or charge fees otherwise permitted
under the FOIA untiliit is in compliance.

A 
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of ,ry.t Proce,Cures 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 Tolvnship's office.

This Procedures and Guidelines document and the Township's Written Public Summary will be maintained on the
Township's website at www.hillmantownship.com, so a link to those documents will be provided in lieu of
providing paper copies of those documents.

Section 2: Requesting a Public Record

No specific form to submit a request for a public record is required. However the FOIA Coordinator mav make
available a FOIA Rerluest Form for use by the public.

Requests to inspect or obtain copies ofpublic records prepared, owned, used, possessed or retained by the
Township may be sulbmitted 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 Fonn.

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 suffic,iently 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. Reqrlests may
also be submitted elerltronically by fax and email. Upon their receipt, requests for public records shall bg 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 requeflt only if
it possesses the necessary technological capability to provide records in the requested non-paper physic4l media
format.

A person may subscrj.be to future issues of public records tbat are created, issued or disseminated by Hiilman
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.

Section 3: Proc,essing a Request



Unless otherwise agreed to in writing by the person making the request, the Township will issue a response within
5 business days of receipt of a FOIA request. If a request is received by fax, email or other electronic
transmission, the request is deemed to have been received on the following business day.

The Township will respond to a request in one of the following ways:
o Grant the recpest.
o Issue a written notice denying the request.
o Grant the recpest in part and issue a written notice denying in part the request.
o Issue a notic,e indicating that due to the nature of the request the Township needs an additional l0

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

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

lf/hen a reqaest is granted:
If the request is granl.ed, or granted in part, the FOIA Coordinator will require that payment be made in fu1l 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 Proc,edures 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
www.hillmantownsh.ip.com a link to the Procedures and Guidelines and the Written Public Summarv will be
provided in lieu of providing paper copies of those documents.

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

If the cost of processi.ng a FOIA request is expected to exceed $50 based on a good-faith calculation, or if the
requestor has not pai<1in fulI for a previously granted request, the Township will require a good-faith dqposit
pursuant to Section 4 ofthis policy before processing the request.

In making the requestl for a good-faith deposit the FOIA Coordinator shall provide the requestor with a detailed
itemization of the allowable costs estimated to be incurred by the Township to process the request and aflso
provide a best efforts estimate of a time frame it will take the Township to provide the records to the reQuestor.
The best efforts estimate shall be nonbinding on the Township, but will be made in good faith and will sftrive to be
reasonably accwate, given the nature of the request in the particular instance, so as to provide the requeEted
records in a manner b'ased on the public policy expressed by Section 1 of the FOIA.



lYhen u reqwest is dtznied or denied in part:
If the request is denied or denied inpart, the FOIA Coordinator will issue a Notice of Denial which shall provide
in the applicable circumstance:

r An explanation as to why a requested public record is exempt from disclosure; or
o A certificate that the requested record does not exist under the name or description provided by the

requestor, or another name reasonably known by the Township; or
r An explanation or description of the public record or information within a public record that is separated

or deleted from the public record; and
e An explanation of the person's right to submit an appeal of the denial to either the office of the Township

Supervisor (or "clerk," or "manager" etc.) or seek judicial review in the Montmorency County Circuit
Court;

o An explanation of the right to receive attorneys' fees, costs, and disbursements as well actual or
compensatory damages, and punitive damages of $1,000, should they prevail in Circuit Court.

o The Notice of Denial shall be signed by the FOIA Coordinator.

If a request does not rsufficiently describe a public record, the FOIA Coordinator may, in lieu of issuing a Notice
of Denial indicating that the request is deficient, seek clarification or amendment of the request by the person
making the request. l\ny clarification or amendment will be considered a new request subject to the timplines
described in this Section.

Requests to inspect ptublic records:
The Township shall provide reasonable facilities and opportunities for persons to examine and inspect public
records during normall business hours. The FOIA Coordinator is authorized to promulgate rules regulatipg the
manner in which records may be viewed so as to protect Township records from loss, alteration, mutilation or
destruction and to prevent excessive interference with normal Township operations.

Requests for certified copies:
The FOIA Coordinatrcr shall, upon written request, fiimish a certified copy of a public record at no additional cost
to the person requesting the public record.

Section 4: Fee Deposits

If the fee estimate is r:xpected to exceed $50.00 based on a good-faith calculation, the requestor will be psked to
provide a deposit not exceeding one-half of the total estimated fee.

If a request for public records is from a person who has not paid the Township in full for copies of publfc records
made in fulfillment of a previously granted written request, the FOIA Coordinator will require a deposit of L00o/o

of the estimated procr:ssing fee before beginning to search for a public record for any subsequent written request
by that person when all of the following conditions exist:

r The final fee for the prior written request is not more than 105% of the estimated fee;
o The public records made available contained the information sought in the prior written request and

remain in the Township's possession;
. The public records were made available to the individual, subject to payment, within the time frame

estimated by the Township to provide the records;
. Ninety (90) days have passed since the FOIA Coordinator notified the individual in writing that the public

records were available for pickup or mailing;
o The individual is unable to show proof of prior payment to the Township; and



o The FOIA Coordinator has calculated a detailed itemization that is the basis for the current written
request's increased estimated fee deposit.

The FOIA Coordinator will not require an increased estimated fee deposit if any of the following apply:

o The person n:raking the request is able to show proof of prior payment in full to the Township;
o The Townshiip is subsequently paid in full for the applicable prior written request; or
r Three hundred sixty five (365) days have passed since the person made the request for which fulI

payment wasr not remitted to the Township.

Section 5: Calculation of Fees

A fee may be charged for the labor cost of copying/duplication.

A fee will notbe charged for the labor cost of search, examination, review and the deletion and separation of
exempt from nonexempt information unless failure to charge a fee would result in unreasonably high costs to the
Township because of'the nature of the request in the particular instance, and the Township specifically identifies
the nature ofthe unreasonably high costs.

Costs for the search, ,examination review, and deletion and separation of exempt from non-exempt inforfnation are
"unteasonably high" when they are excessive and beyond the normal or usual amount for those services (Attorney
General Opinion 7083 of 2001) compared to the costs of the township's usual FOIA requests, not compared to the
township's operating budget. (Blochv. Davison Community Schools, Michigan Court of Appeals, Unpublished,
April26,2011)

The following factorsi shall be used to determine an unreasonably high cost to the Township:

r Volume of th.e public record requested
o Amount of ti:me spent to search for, examine, review and separate exempt from non-exempt infqrmation

in the record requested.
o Whether the public records are from more than one Township department or whether various Township

offices are nelcessary to respond to the request.
r The availabler staffing to respond to the request.
. Any other sirnilar factors identified by the FOIA Coordinator in responding to the particular reqpest.

The Michigan FOIA rstatute permits the Township to charge for the following costs associated with proqessing a
request:

Labor costs associated with copying or duplication, which includes making paper copies, making
digital copies, or transferring digital public records to non-paper physical media or through the
lntemet.
Labor costs associated with searching for, locating and examining a requested public record,
when failure to charge a fee will result in unreasonably high costs to the Township.
Labor costs associated with a review of a record to separate and delete information exempt frorr1
disclosure, when failure to charge a fee will result in unreasonably high costs to the Township.
The cost of copying or duplication, not including labor, of paper copies of public records. This
may include lle cost for copies of records akeady on the township's website if you ask for the
township to nnake copies.
The cost of cr:mputer discs, computer tapes or other digital or similar media when the requester
asks for records in non-paper physical media. This may include the cost for copies of records
akeady on the township's website if you ask for the township to make copies.



. The cost to mail or send a public record to a requestor.

Labor costs will be calculated based on the following requirements:

a

a

All labor costs will be estimated and charged in 15-minute increments, with all partial time
increments rounded down. If the time involved is less than 15 minutes, there wiil be no charge.
Labor costs lvill be charged at the hourly wage of the lowest-paid Township employee capable of
doing the work in the specific fee category, regardless of who actually performs work.
Labor costs will also include a charge to cover or partially cover the cost of fringe benefits.
The Township may add up to 50Yo to the applicable labor charge amount to cover or partially
cover the cost of fringe benefits, but in no case may it exceed the actual cost of fringe benefits.
Overtime wa,ges will not be included in labor costs unless agreed to by the requestor; overtime
costs will not be used to calculate the fringe benefit cost.
Contracted labor costs will be charged at the hourly rate of $48.90 (6 times the state minimum
hourly wage).

The cost to provide records on non-paper physical media when so requested will be based on the following
requirements:

r Computer disks, computer tapes or other digital or similar media will be atthe actuaLand most reasonablv
economical cost for the non-paper media.

. This cost will only be assessed if the Township has the technological capability necessary to provide the
public record in the requested non-paper physical media format.

o The'Iownship will procure any non-paper media and will not accept media from the requestor in order to
ensure integrity of the Township's technology infrastructure.

The cost to provide paper copies of records will be based on the following requirements:

r Paper copies of public records made on standard letter (8 % x Il) or legal (8 % x 14) sized paper will not
exceed $.10 prer sheet of paper. Copies for non-standard sized sheets of paper will reflect the actpal cost of
reproduction.

. The Township will provide records using double-sided printing, if it is cost-saving and available.

The cost to mail records to a requestor will be based on the following requirements:

. The achnl cost to mail public records using a reasonably economical and justified means.

. The Township may charge for the least expensive form of postal delivery confrmation.
o No cost will tre made for expedited shipping or insurance unless specified by the requestor.

If the FOIA Coordinator does not respond to a written request in a timely manner, the Township must:

r Reduce the labor costs by 5Yo for each day the Township exceeds the time permitted under FOIA up to a
50% maximurm reduction, if uny of the following applies:

o The l'ownship's late response was willful and intentional,
o The vrritten request conveyed a request for information within the first 250 words of the body of a

letter facsimile, email or email attachment, or
o The vrritten request included the words, characters, or abbreviations for "freedom of

inforrnation," "information," "FOIA i' "copt''or a recognizable misspelling of such, or llegal code
refere,nce to MCL 15 . 23I, et seq. or 197 6 Public Act 442 on the front of an envelope or in the
subjer:t line of an email, letter or facsimile cover page.



. Fully note the charge reduction in the Detailed Itemization of Costs Form.
Section 6: Waiver of Fees

The cost of the search for and copying of a public record may be waived or reduced if in the sole judgment of the
FOIA Coordinator a 'waiver or reduced fee is in the public interest because it can be considered as pri-marily
benefitting the general public. The township board may identif,i specific records or types of records it deems
should be made available for no charge or at areduced cost.

Section 7: Discounted Fees

Indigence
The FOIA Coordinator will discount the first $20.00 of the processing fee for a request if the person requesting a
public record submitsi an affidavit stating that they are:

o Indigent and receiving specific public assistance, or
o If not receiving public assistance, stating facts demonstrating an inability to pay because of

indigence.

An individual is not erligible to receive the waiver if:

o The requesto:r has previously received discounted copies of public records from the Township
twice during the calendar year; or

e The requestor requests information in connection with other persons who are offering or
providing pa)rment to make the request.

An affidavit is swom statement. The FOIA Coordinator may make a Fee Waiver Affidavit Form available for use
by the public.

Nonprofit organization advocatingfor developmentally disabled or mentally ill individauts
The FOIA Coordinabr will discount the first $20.00 of the processing fee for a request from:

r A nonprofrt o,rganization formally designated by the state to carry out activities under subtitle C of the
federal developmental disabilities assistance and bill of rights act of 2000, Public Law 106-402, andtbe
protection anrC advocacy for individuals with mental illness act, Public Law 99-319, or their sucpessors, if
the request meets all of the following requirements:

o Is ma.de directly on behalf of the organizalion or its clients.
o Is made for a reason wholly consistent with the mission and provisions of those laws un$er

section 931 of the mental health code,1974 PA 258, MCL 330.1931.
o Is accompanied by documentation of its designation by the state, if requested by the puQlic body.

Section 8: A.ppeal oll a Denial of a Public Record

When a requestor beliieves that all or a portion of a public record has not been disclosed or has been imptoperly
exempted from disclosure, he or she may appeal to the Township Board by filing an appeal of the denial with the
office of the Township Supervisor (or "clerk" or "FOIA Coordinator," etc,).



The appeal must be i:n writing, specifically state the word "appeal" and identify the reason or reasons the requestor
is seeking a reversal rcf the denial. The Township FOIA Appeal Form (To Appeal a Denial of Records), may be
used.
The Township Board is not considered to have received a written appeal until the first regularly scheduled
Township Board meerting following submission of the written appeal.

Within 10 business days of receiving the appeal the Township Board will respond in writing by:

. Reversing the disclosrne denial;

. Upholding the disclosure denial; or
o Reverse the clisclosure denial in part and uphold the disclosure denial in part; or
r Under unusual circumstances, issue a notice extending for not more than 10 business days the period

during which the Township Board shall respond to the written appeal,. The Township Board shall not
issue more th.an 1 notice of extension for a particular written appeal.

If the Township Board fails to respond to a written appeal, or if the Township Board upholds all or a portion of
the disclosure denial that is the subject of the written appeal,the requesting person may seek judicial review of the
nondisclosure by conrmencing a civil action in Circuit Court.

Whether or not a requestor submiued an appeal of a denial to the Township Board, he or she may file a civil
action in Montmorenrcy County Circuit Court within 180 days after the Township's final determination to deny the
request.

If a court that determines a public record is not exempt from disclosure, it shall order the Township to cease
withholding or to produce all or a portion of a public record wrongfully withheld, regardless of the loca{ion of the
public record. Failure, to comply with an order of the court may be punished as contempt of court.

Ifa person asserting the right to inspect, copy, or receive a copy ofall or a portion ofa public record prevails in
such an action, the court shall award reasonable attomeys' fees, costs, and disbursements. If the person or
Township prevails in part, the court may, in its discretion, award all or an appropriate portion of reasonable
attomeys' fees, costs, and disbursements.

If the court determines that the Township has arbitrarily and capriciously violated this act by refusat or $elay in
disclosing or providing copies of a public record, the court shall order the Township to pay a civil fine of
$1,000.00, which shall be deposited into the general fund of the state treasury. The court shall award, in addition
to any actual or compensatory damages, punitive damages in the amount of $ 1,000.00 to the person see$ing the
right to inspect or receive a copy of a public record. The damages shall not be assessed against an irediviSual, but
shall be assessed against the next succeeding public body that is not an individual and that kept or maintpined the
public record as part of its public flmction.

Section 9: Appeal of an Excessive FOIA Processing Fee

'oFee" means the total fee or any component of the total fee calculated under section 4 of the FOIA, including any
deposit.

If a requestor believes that the fee charged by the Township to process a FOIA request exceeds the amount
permitted by state laur or under this policy, he or she must first appeal to the Township Board by submi4ing a
written appeal for a fee reduction to the office of the Township Supervisor (or "clerk" or "FOIA Coordlnator, "
etc.\.



The appeal must be i:n writing, specifically state the word "appeal" and identify how the required fee exceeds the
amount permitted. The Township FOIA Appeal Form (To Appeal an Excess Fee) may be uied.

The Township Board is not considered to have received a written appealuntil the first regularly schedutred
Township Board meerting following submission of the written appeal.

Within 10 business diays after receiving the appeal, the Township Board will respond in writing by:

r Waiving the fee;
o Reducing the, fee and issuing a written determination indicating the specific basis that supports the

remaining fer:;
. Upholding the fee and issuing a written determination indicating the specific basis that supports the

required fee; or
r Issuing a notrice detailing the reason or reasons for extending for not more than 10 business days the

period durinE;which the Township Board will respond to the written appeal. The Township Board shall
not issue more than 1 notice of extension for a particular written appeal.

Where the Township Board reduces or upholds the fee, the determination must include a certification from the
Township Board that the statements in the determination are accurate andthat the reduced fee amount cpmplies
with its publicly availlable procedures and guidelines and Section 4 of the FOIA.

Within 45 days after rreceiving notice of the Township Board's determination of an appeal, the requesting person
may cofirmence a civ.il action in Montmorency County Circuit Court for a fee reduction.

If a civil action is cornmenced against the Township for an excess fee, the Township is not obligated to complete
the processing of the written request for the public record at issue until the court resolves the fee dispute.

An action shall not be filed in circuit court unless one of the following applies:

. The Township does not provide for appeals of fees,
r The Township Board failed to respond to a written appeal as required, or
o The Township Board issued a determination to a written appeal.

If a court determines that the Township required a fee that exceeds the amount permitted under its publiply
available procedures rand guidelines or Section 4 of the FOIA, the court shall reduce the fee to a permissfble
amount. Failure to comply with an order of the court may be punished as contempt of court.

If the requesting person prevails in court by receiving a reduction of 50Yo or more of the total fee, the coiurt may,
in its discretion, award all or an appropriate portion of reasonable attorneys' fees, costs, and disburseme4ts. The
award shall be assessed against the public body liable for damages.

If the court determines that the Township has arbitarily and capriciously violated the FOIA by charging an
excessive fee, the court shall order the Township to pay a civil fine of $500.00, which shall be depositedi in the
general fund of the state treasury. The court may also award, in addition to any acfrial or compensatory damages,
punitive damages in the amount of $500.00 to the person seeking the fee reduction. The fine and any da4nages
shall not be assessed against an individual, but shall be assessed against the next succeeding pubiic body that is
not an individual and that kept or maintained the public record as part of its public function.



Section L0: Conflict with Prior FOIA Policies and Procedures; Effective Date

To the extent thart these Procedures and Guidelines conflict with previous FOIA policies promulgated by

Township Board ,or the Township Administration these Procedures and Guidelines are controlling. To the
extent that any administrative rule promulgated by the FOIA Coordinator subsequent to the adoption of
this resolution is found to be in conflict with any previous policy promulgated by the Township Board or
the Township Administration, the administrative rule promulgated by the FOIA Coordinator is

controlling.

To the extent thart any provision of these Procedures and Guidelines or any administrative rule

promulgated by the FOIA Coordinator pertaining to the release of public records is found to be in

conflict with any State statute, the applicable statute shall control. The FOIA Coordinator is authorized

to modify this policy and all previous policies adopted by the Township Board or the Township

Administration, and to adopt such administrative rules as he or she may deem necessary, to facilitate

the legal review and processing of requests for public records made pursuant to Michigan's FOIA

statute, providecl that such modifications and rules are consistent with State law. The FOIA Coordinator

shall inform the -fownship Board of any change these Policies and Guidelines.

These FOIA Policlies and Guidelines become effective September 10,2024.

Section 11: Apperndix of Township FOIA Forms

r Request for Pulblic Records Form
o Notice to Extenrd Response Time Form

o Notice of Deniarl Form
o Detailed Cost ltemization Form
o Appeal of Deniial of Records Form
o Appeal of Exce:;s Fee Form



Township: Keep oriqinal and
provide copy of both sides,
along with Public Summary,

to rEuestor at no charge.

Request No.:

{Please Printor Type)

Township, County

Phone:

FOIA Reguest for public Records
Michigan Ffeedom of Inforrnation Acg public Act t{Zof 1g76, MCL 1g.231, €f seg.

Date Received:

Request Forn
l/01e.. Reqresfors are nof

required to use this form. The
township may complete ane

fw recprdkeeping if not used.

_Check 
if received via: n Emait I Fax f]Orher Electronic Method

Date delivered tojunldspam folder: _
Date discovered in junk/spam folder:

Request for: flCopy I Certified copy I Record inspection

Delivery Method: n will pick up il wiil make own copies onsire

flSubscription to record issued on negular basis

n Mailto address above ft Emaif ro address abovefl Deliver on digital media provided by rhe rownship:

Nate: The township is nat required to provide recards in a digiat fornat or on digital media if tfie township does not alraady have thetechnolagical apability to do sa.

Describe the public record{s} as specifically as possibte. You may use this form or attach additional sheets:

Consent to llon-Statutory Extension of Towns
I have requested a copy of records or a subscription to records or the oppo*unity to inspeit records, punuant to the Michigan FreedQm of

H::iX,:::jTi:*,',.*:, j3 jl"f"f:gr:,lj:11",.: *:::.j ::{1i:g19 qllqu,lisrrig,musr respond to nis requeif ii*,i* n,, isr business

*::g:11T"-l::!lfi*rj:::*nse may include takins a lo-business day exrension. iJowever, f hereby agree;&#;;;; ffi,ffi;township's resonse time for thi:; request until:

bak sides)



lf the township directly or indirr:ctly administers or maintains an official internet presence, any public records available t0 the qenerBl public 0n thaiinternet site at the time the request is made are exempt from any labor charges t0 redact (separate exempt infwmation from"ii[ir$
infarmation).

lf the FolA coordinator knows or has reason to know that all or a portion 0f the requested information is available on its website, the township must
notify the requestor in its writtern response that all 0r a portion of the requested information is available on its rarcbsite. in.G'ti*. ,.Lp'nse, t0 thedeqree practicable in the specific instance, must include a specific webpaoe address where the requested information is;r;iili;.-o* the derailed
cost itemization form, the township m'ust separate the requested public reCords thar are available on ks website frr* irr.* nii.ie not available onthe website and mustjnform the requestor 0f the additionalcharge to receive copies of the public records *,ut ur*iruiiuoL .*ls i,*,r,,*.
lf the township has included the website address for a record in its written response t0 the requestor and the request6r thereafter slipulates that thepublic record be provided t0 him 0r her in a paper format or other form, includinq diqital media, the lownshrp must provide the publip records in thespecified format (if the township has the technoloqical capability) but may use a rringe benefir muttiptier greater rhan the s0%, ;;iil exceed rheactualcosb of providing the information in the specified format.

., Reryest for CopieslDuplication of Records on Township Website
I hereby stipulate thaL even if :some or all of the records are located 0n a township website, I am requesting tha,t the,township make c'pies of thoserecords on the website and delliver them to me in the format I have requested above. I undentand that sorie FOn fe;;;;tbpl;.

overtime waqes shall not be included in the calculation of labor costs unless overtime is specifically stipulated by the request.r and ctearty noted on
the detailed cost itemization f0rm.

Consent to Overtime Labor Costs
I hereby agree and slipulate to the township using overtime wages in calculaing the following labor costs as ibmized in the followirpg categ0ries:

1. f-l Labor to copylduplicate 2. flLabor to locate 3a. fl Labor ro redacr 3b. [J cort rri Lno,. t.'r,io*t
6b. I Labor to copy/duplicate records akeady on township's website

RequestforDiscountlndigeace 

-

A public record search must be made and a copy of a public record must be furnished without charge for the first $20.00 af &e fee for each
request by an individualwho is entitled to information under this act and who:

'l) Submis an affidavit stating that the individual is indigent and receiving specific public assistance, OR

._ 2l lf not receiving pulblic..assistanle. stating facts shorrving inability to pay the cost because of indigence.
lf a requestor is ineligible for the discount, the public body shatl inform the requryiol specifically of the reas;n for ineligibitity in rhe flubtic body,s
written response. An individual is ineligible for.this fee reduction if ANY of the following appty:

{i) The individual has previously received discounted copies of public recordl ridni ttre same pubric body twice during thar calendar year,
{ii} The individual requests the information in conjunction with outside parties.who are offuing * prili'.'d p;il;ffi;,d* remuneration
to the individual t0 make the request. A public body may require a statemenr by the requestoiin fie rffid;rfi tfi;i;;;d;&, is nor beingmade in conjunction with outside parties in exchange for payment or other remuneration.

Office Use: n Affidavit Received
lamsubmittinganaffidavitanc|requestingthat|receivethedisc

RequestforDiscount:l\lonprofitOrga*ization %
A public record search must be.made and a copy of a public record must be furnished witrrout charge for the first $20.00 of the {ee for eachrequest by a nonp,rofit-organiz.ation formatly designated b.y the statg t0 carry out acrivities under subtide c of rhe o.*rop*.rilt'olltiriti*,
Assistance and Bill of Righs Arx of 2000 and the Proteaion and Advocacy for Individuals wirh Menral ltness Act, if th;;;q;;;;4, ALL 0f rhefollnrrdnn tanr riramnnic.following requirernents:

(i) ls made directty on behalf 0f the organization ff its clients.
si) ls made for a reas;on wholly consislent with the missi0n and provisions of those laws under section g31 of the Mental Heafth code,1974 PA 258, MCL 330.1931.

fii$ ls accompanied try documentation of its designation by lhe state, if requested by the rownship.

Office ljse: I Documentation of Staie Desiqnation Received
lstipulatethat|amadesignatedagentfortnenonp
directly on behalf of lhe organization or its clients and is made for a reason wholty consistent with the mission al-,6 prwisioni or
those laws under secrion 931 olf rhe Menrat Health code, 1974 pA 258, MCL 330.1931:

(Created by Michigan Townships Association, epli AtS)


