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WEST MICHIGAN ISSUES & IMPACT 

Follow the link for the latest edition 

of West Michigan Issues and Impacts.  

Co-Host Shannon Felgner and I in-

terview Mr. Roger Safford, Regional 

Director for the Michigan Depart-

ment of Transportation (MDOT). 

 

STATE OF OTTAWA COUNTY 2015 

In case you missed the 2015 State of Ottawa County Address, follow the 

link to view it on miOttawa.org. 

 

“THE OTTAWA WAY THRIVES” 

Bill Capodagli and I co-authored an article entitled “The Ottawa Way 

Thrives”, for the International City/County Management Association’s Pub-

lic Management (PM) Magazine published in the July 2015 issue. The 

Magazine is available now by hard copy and the digital version will be 

available on June 27, 2015, follow this link http://icma.org/en/press/

pm_magazine/current_issue. 

 

NEW FOIA LAW COMPLIANCE 

Counsel for the City of Grand Rapids, Kent County, Ottawa County and 

Grand Valley State University worked together to develop a master form 

policy, rules, procedures and an itemization form that local government 

units can use for compliance with the significantly changed Michigan FOIA 

law.  Other organizations such as the  Michigan Municipal League also de-

veloped templates. 

The attached documents provide the law, summary of the law and all of 

the templates developed by the West Michigan collaborative group, click 

       

http://miottawa.org/Departments/Admin/
http://miottawa.org/Departments/Admin/
http://bit.ly/SOTC15
http://bit.ly/SOTC15
http://icma.org/en/press/pm_magazine/current_issue
http://icma.org/en/press/pm_magazine/current_issue
https://www.facebook.com/OttawaCounty
https://twitter.com/miOttawa
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here to view. 

 

SPRING GOLD STANDARD LEADERS GRADUATION 

It was once again an honor to attend and speak at the May 27 GOLD graduation.  The employees 

listed below graduated and also had their department head or supervisor in attendance as well. 

The GOLD Training program was built in late 2007 and classes began in January 2008.  We have had 

235 GOLD graduates and 1165 employees (of 1209) have completed at least one class through the 

program (96%).  We opened our program to locals in 2014.  We have had 48 enrollments from 12 

local municipalities since that time. 

 

OTTAWA COUNTY AMBASSADOR PROGRAM (Misty Cunningham) 

Earlier this year, the Customer Service Team came up with the idea of developing a County Ambassa-

dor Program. This program will assist new employees and current employees that accept new posi-

tions through the transition into their new roles within Ottawa County. Certainly, there will be job-

specific questions that only a supervisor or co-worker can answer. The Ambassador Program is 

meant to answer those other questions; while creating a solid, knowledgeable network of “go-to” 

people willing to help not only new employees, but current employees; while promoting the Ottawa 

Way.  

Connie Barker (Clerk/ROD) 

John Borgerding (Facilities) 

Jim Bush (Equalization) 

Brian Busscher (Equalization) 

Amy Chidester (District Court) 

Kristi Chittenden (CMH) 

Dawn Dotson (Public Health) 

Amy Dubault (FOC) 

Jennifer Gustafson (Prosecutor's Office) 

Kristen Hintz (Parks) 

Chris Koster (Sheriff's Office) 

Marcia Mansaray (Public Health) 

Mike Morrow (IT) 

Jennifer Orme (HR) 

Shane Pavlak (IT - GIS) 

Kyle Roffey (Parks) 

Angie Rogers (Prosecutor's Office) 

Sandi Stasko (CMH) 

Andrew Steffes (Juvenile Detention) 

Sarah Vander Ploeg (Prosecutor's Office) 

Stew Whitney (Public Health - Env) 

Stephanie Williams (Fiscal - CMH) 

Stacy Wilson (Public Health - Env) 

Shelley Wittaniemi (Fiscal - PH) 

Amanda Zant (Sheriff's Office)  
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The Ambassador Program was designed by a sub-committee of the Customer Service Team in part-

nership with Human Resources. Over 80 County employees applied to be Ambassadors and 80 of 

those employees signed up for and went through a five hour training session. Ottawa County Am-

bassador Directories were created that include contact information, work location and pictures. The 

directories are being distributed to all County employees. The Ambassador Program was officially 

rolled out this week with several Ambassadors already being assigned to assist new employees. To 

read a little bit more about the program, click here for the flyer. 

 

THE OTTAWA COUNTY SHERIFF’S OFFICE “PROTECTOR MONUMENT” (Captain Valerie Weiss) 

The monument is a life-size, bronze statue surrounded by 

brick pavers plus markers to thank large donors and to honor 

fallen officers in Ottawa County.   

"Making a Difference in the Communities We Serve" has been 

the philosophy of the Ottawa County Sheriff's Office. This is 

the focus of the men and women of the department who serve 

our communities and those who serve in corrections. We be-

lieve everyone who serves in the Sheriff's Office makes a dif-

ference and adds to the quality of life within our county. 

The Sheriff’s Office began fundraising in the spring of 2013. 

The budget for completion was estimated at $79,000. We 

formed a committee to begin the fundraising process and held 

two major fundraisers. 

We started our “Buy A Brick Program” to kick off fundraising 

for the monument and be-

gan planning for fundrais-

ing events. The first event held was a “Sweet Justice” fundraiser 

at the FOE in Grand Haven. The event was hosted by the Sweet 

Justice Band which is comprised of local police officers including 

some Ottawa County Deputies. 

The second event was a 5K run/walk at Pigeon Creek; the park 

staff donated their time to assist us with the event. We called it 

the “Monumental Trail Run.” We had over 100 participants that 

came out for the event to support the monument. Both events 

were very successful in raising funds to get us to our goal.  

In March 2014 we obtained enough funding to order the statues 

from Brodin Studios in Minnesota. The life size monuments are 
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created using the ancient lost wax process of hot bronze casting. It explains on 

their website that they use the more than 5000 year old casting method. It is a 

lengthy progression of steps that require a great deal of attention. The end re-

sult is a finished piece that is unsurpassed in detail, quality, and beauty. At Bro-

din Studios they use the lost wax process over other casting methods as it al-

lows us to customize each sculpture for any department with your specific uni-

form style, patches, and badges. 

Once the statues were ordered the momentum 

picked up and we had a large amount of brick sales and in kind donors 

that made this project a success. We chose May 15 as a dedication date. 

In 1962, President John F. Kennedy signed a proclamation which desig-

nated May 15th as Peace Officers Memorial Day and the week in which 

that date falls as Police Week. 

During a dedication ceremony, the monument was unveiled and dedi-

cated on May 15, 2015. The Protector Monument is a memorial to past 

officers, a tribute to those 

presently serving, and a 

challenge of excellence to 

those who will serve in the 

future. Donations from in-

dividuals and businesses made this project possible 

and we sincerely thank them all. The public is welcome 

and encouraged to view the monument located at the 

Sheriff's Office Headquarters in West Olive. 

The Sheriff’s Office thanks the County Commissioners, 

the County Administration, County employees and the 

community for their support in this process that made 

it a success.  

 

QUARTERLY MEETING: OTTAWA COUNTY ROAD COMMISSION AND OTTAWA COUNTY (Keith 

Van Beek) 

Attendees: County - Joe Baumann, Don Disselkoen, Phil Kuyers, Al Vanderberg and Keith Van Beek  

Road Commission - Tom Bird and Brett Laughlin  

231 Update:  No official date has yet been provided for the opening of the bridge/northern section 

of 231.  We are expecting it to be open yet this Fall, and the County is planning to work with all part-

ners to coordinate opening events including a run/walk across the bridge.  The Road Commission is 
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waiting to hear information/direction from MDOT on the plan for winter plowing/maintenance on 

how best to clear snow and ice from the bridge.  The County will be working with MDOT and local 

governments to engage in some type of corridor study to move towards the final alignment of the 

remaining portion of 231 going south.   

1. Regular Road Commission Handouts:  Brett distributed and reviewed reports on revenue from 

the Michigan Transportation Fund, status of the budget for maintenance on the MDOT contract 

for state roads, and the 2015 construction programs for primary roads, the countywide millage, 

bridges, local roads, township programs, drainage work and skip paving projects.  Click here for 

the handouts. 

2. Park West Drain:  Brett was asked to discuss, and has a meeting yet this week, with Water Re-

sources Commissioner Joe Bush on some coordination questions for the Park West Drain project 

impacting roads.  This group asked to be kept updated on how that progresses. 

3. US 31 traffic lights:  The group discussed and learned that MDOT handles the traffic signals along 

the US 31 corridor, and in many cases lights adjacent to the corridor.  The majority of the signal-

ization project from several years back is still in place, but any requests for changes to the system 

of lights have a cascading effect that may fix one timing problem and could create another. 

4. Strategic Planning for statewide Asset Management Council:  Don serves on this group, and on 

August 4 and 5 the group will meet in Ottawa County to conduct their regular board meeting 

and conduct strategic planning, facilitated by Al and Keith. 

5. Bike Lanes:  The group briefly discussed the history and rationale for participation of bike lanes, 

most recently along Lakeshore Drive.  The private groups asking for participation will need to se-

cure and commit to funding soon, as the Lakeshore Drive road improvements will be bid in July 

and construction starts in August. 

6. Memorandum of Understanding Review:  Short conversation, the Road Commission will likely 

begin negotiations on union contracts late this calendar year for contracts that expire in May of 

2016. 

7. State Transportation Funding:  The group discussed various plans by the State for road funding 

as Proposal 1 failed. 

 

GVSU ECONOMIC IMPACT BROCHURE 

GVSU Vice President and General Counsel Tom Butcher passed the GVSU Economic Impact brochure 

out to fellow Grand Valley Metro Council Board Members at recent meeting. 

This is excellent information on the impact of one of our major community institutions so I am send-

ing it along for your information, click the link above to view the brochure. 
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PARK WEST DRAIN 

This attached Holland Sentinel article is from May but is a good article on the progress of the Park 

West Drain project. 

Park West Drain construction advances in Park Township 

 

5 REASONS WHY MICHIGAN LAW REQUIRES CHILD HEARING & VISION SCREENINGS 

Michigan's Public Health Code requires children 3 - 5 years of age to 

have a hearing and vision screening prior to kindergarten entry. The Otta-

wa County Department of Public Health’s (OCDPH) Hearing & Vision pro-

gram focuses on the importance of early detection and offers free 

screening services to school aged children. Comprehensive screenings 

are conducted by fully trained hearing and vision technicians. Last year, 

OCDPH referred 8% of all children vision screened and nearly 3% hearing 

screened to a specialist. Parents registering their child in kindergarten or 

first grade must supply their school with a testing certificate. Failing to do so, will result in exclusion 

from school. www.miottawa.org/hearingvision 

1. Hearing and vision loss can impede a child’s development and performance. 

2. Early detection may lead to better care and treatment. 

3. Hearing and vision are vital to learning, working and socialization. 

4. Proper hearing and vision enables children to reach their full potential. 

Every dollar invested in screenings saves Michigan $112 in hearing and 

$162 in vision costs. (Values are based on health care costs and future 

productivity loss.) 

“After your vision referral to an eye doctor, our daughter received her 

first pair of glasses. Thank you so much for letting us know about her 

difficulties, as it was not something she had previously expressed. We 

appreciate it! 

 – OCDPH Hearing & Vision client 

Sources: 

OCDPH 2014 Annual Report, Hearing & Vision (page 18)  

www.miOttawa.org/health2014  

http://www.hollandsentinel.com/article/20150518/NEWS/150519167
http://www.miottawa.org/hearingvision
http://www.miottawa.org/health2014
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OCDPH 2013 Annual Report, Hearing & Vision (page 26) 

www.miOttawa.org/health2013  

CDC: Hearing loss in children, www.cdc.gov/ncbddd/hearingloss/facts.html 

Contact: 

Janine Chittenden, Child Health Team Supervisor  

(616)844-2399, jchittenden@miottawa.org 

 

MISSY STAFFORD - DISPATCHER OF THE YEAR! 

OCCDA Executive Director Tim Smith recently passed on the news that Missy Stafford has been 

named Dispatcher of the Year for 2014.  Congratulations to Missy for her outstanding work for this 

award and also for the past 20 years during which she has always projected a positive image of OC-

CDA in the caring and professional way she does her job. 

Congratulations and thank you Missy!!!!!!  

 

MAY OCCDA STATS (Tim Smith) 

The call volume and incident numbers handled through Central Dispatch for May 2015 were: 

Total Incidents – 10,161 up 2.7% over May 2014 and down 1% YTD over 2014  

Fire Incidents – 1,273 up 9.3% over May 2014 and up 2.4% YTD over 2014 

Law Incidents – 8,888 up 1.8% over May 2014 and down 1.1% YTD over 2014 

911 Calls –  9,510 up 2.3% over May 2014 and down 1% YTD over 2014 

911 Hang Up calls – 974 up 5.7% over May 2014 and up 8.7% YTD over 2014 

Wireless 911 calls – 95.3% of 911 calls for May 2015 and 91.5% of 911 calls YTD for 2015 

911 calls answered in 10 seconds or less -  94.5% for May 2015 and 94.4% YTD 2015  

(NENA recommended standard is 90% within 10 seconds) 

 

GVMC WEEKLY UPDATE (John Weiss)  

Click here for the most recent updates. 

http://www.miottawa.org/health2013






[Insert Municipality Name and Logo Here] 
WRITTEN PUBLIC SUMMARY OF FOIA PROCEDURES AND GUIDELINES 

 
Consistent with the requirements of the Michigan Freedom of Information Act, Act 442, Public Acts of 
Michigan, 1976, as amended (“FOIA”), the following is the Written Public Summary of the 
[Municipality]’s FOIA Procedures and Guidelines. This document is meant to provide a summary of the 
FOIA procedures, but all persons submitting a request for public records are encouraged to review the full 
Procedures and Guidelines. If you have any questions about submitting a request or the FOIA process, 
please contact ______________, the FOIA Coordinator at [email address]. 
 

1. How do I submit a FOIA request to the [Municipality]? 

a. Requests to inspect or obtain copies of public records prepared, owned, used, possessed 
or retained by the [Municipality] must be submitted in writing. 

b. A request must sufficiently describe a public record so as to enable the [Municipality] to 
find it. 

c. No specific form to submit a written request is required. [However a FOIA Request form 
for your use and convenience is available on the [Municipality]’s website at 
________________________.] 

d. Written requests can be made by delivery to any [Municipality] office in person or by 
mail, and should be addressed to the attention of the FOIA Coordinator. 

e. Requests can also be made by facsimile to (___)-___-_____ for non-Police or Public 
Safety records and to (___)-___-____for records related to Police and Public Safety. 

f. A request may also be submitted by e-mail to _____________. To ensure a prompt 
response, e-mail requests should contain the term "FOIA" or "FOIA Request" in the 
subject line and be sent to ______________________. 
 
Note: If you are serving a sentence of imprisonment in a local, state or federal 
correctional facility you are not entitled to submit a request for a public record. 
 

2. When and how will the [Municipality] respond to my request? 

a. Within 5 business days of receipt of a FOIA request the [Municipality] will issue a 
response. If a request is received by facsimile or e-mail the request is deemed to have 
been received on the following business day.  

b. If the request is emailed and goes to the spam or junk mail folder, it will not be 
considered “received” until 1 day after the [Municipality] becomes aware of the request.  

c. The [Municipality] will respond to your request in one of the following ways: 
i. Grant the request- This means the [Municipality] will make the requested public 

records available for inspection or will provide copies of the requested public 
records. 

ii. Issue a written notice denying the request- This notice will contain an 
explanation as to why the [Municipality] has denied the request. A request will 
be denied if the information requested is exempt from disclosure under FOIA or 
another statute, or if the requested public record does not exist.  

iii. Grant the request in part and issue a written notice denying in part the request- If 
some of the requested public record is exempt from disclosure, the [Municipality] 
will make the non-exempt portions of the public record available for inspection 
or will provide copies.  

iv. Issue a notice indicating that due to the nature of the request the City needs an 
additional 10 business days to respond- The [Municipality] may issue one 10 day 
extension.  
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v. Issue a written notice indicating that the public record requested is available at no 
charge on the City’s website- If the requested public records are posted on the 
[Municipality]’s website, the [Municipality] will provide with reasonable 
specificity the location of these public records. 

d. If the request is granted, or granted in part, the City will ask that payment be made for the 
allowable fees associated with responding to the request before the public record is made 
available. If the cost of processing the request is expected to exceed $50, or if you have 
not paid for a previously granted request, the City will require a deposit before processing 
the request. 

3. What are the [Municipality]’s deposit requirements? 

a. If the [Municipality] has made a good faith calculation that the total fee for processing 
the request exceeds $50.00, the [Municipality] will require that you provide a deposit in 
the amount of 50% of the total estimated fee. When the [Municipality] requests the 
deposit it will provide you a non-binding best efforts estimate of how long it will take to 
complete your request following receipt by the [Municipality] of your deposit. 

b. If you have not paid the [Municipality] for copies of public records made in fulfillment of 
a previously granted written request, the [Municipality] will require a deposit of 100% of 
the estimated processing fee before it begins to search for the public record for any 
subsequent written request when certain conditions exist. 

4. How does the [Municipality] calculate the fee for completing a FOIA request? 

a. There are six fee components the [Municipality] will charge for, and which are provided 
in more detail in the Procedures and Guidelines and the Fee Itemization Form:  

i. Labor costs for searching for, locating, and examining public records;  
1. Cost will be charged in 15 minute increments with all partial time 

rounded down. 
2. Cost will be the hourly wage of the lowest-paid employee capable of 

performing the tasks, regardless of who actually performs the task, and 
will also include a charge to cover or partially cover the cost of fringe 
benefits.  

ii. Labor costs for redacting public records; 
1. Cost will be charged in 15 minute increments with all partial time 

rounded down. 
2. Cost will be the hourly wage of the lowest-paid employee capable of 

performing the tasks, regardless of who actually performs the task, and 
will also include a charge to cover or partially cover the cost of fringe 
benefits.  

3. If the FOIA Coordinator determines there is no employee capable of 
redacting the exempt information, the FOIA Coordinator may contract 
for the labor and treat the contracted labor costs in the same manner as 
employee labor costs, but the hourly rate charged may not exceed six 
times the State’s minimum hourly wage rate. 
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iii. Copies provided on non-paper physical media;  
1. The fee charged will be the actual and most reasonably economical cost 

of the non-paper physical media, such as computer discs, computer tapes, 
or other digital or similar media.  

iv. Copies provided on paper;  
1. The [Municipality] will charge $0.10 per sheet of paper for copies made 

on 8 ½ by 11-inch or 8 ½ by 14-inch paper.  
2. The fee for all other sized paper will be the actual and total incremental 

cost.  
v. Labor costs for duplication or publication of the public records;  

1. Cost will be charged in 1 minute increments with all partial time rounded 
down. 

2. Cost will be the hourly wage of the lowest-paid employee capable of 
performing the tasks, regardless of who actually performs the task, and 
will also include a charge to cover or partially cover the cost of fringe 
benefits.  

vi. Mailing the public records.  
1. The fee charged shall be the actual cost of mailing the public records in a 

reasonably economical and justifiable manner.  
2. The [Municipality] may charge for the least expensive form of postal 

delivery confirmation. 
b. The portion of the labor costs related to searching for, locating and examining a public 

record, and deleting and separating exempt from non-exempt information will only be 
charged if the cost to the [Municipality] is unreasonably high. The [Municipality] will 
determine whether completing a FOIA request results in an unreasonably high cost on a 
case-by-case basis, based on the nature of the particular request.  

5. How do I challenge the denial of a public record? 

a. If your FOIA request was denied in whole or in part and you believe this denial was 
improper, you may file an appeal with the [head of Municipality]. The appeal must be in 
writing, must specifically include the word “appeal” and must identify the reason or 
reasons you believe the denial was improper.  

b. Within 10 business days of receiving the appeal, the [head of Municipality] will respond 
in writing to do one of the following:  

i. Reverse the denial;  
ii. Issue a written notice upholding the denial;  

iii. Reverse the denial in part and issue a written notice to uphold the denial in part; 
or 

iv. Issue a notice extending the response period for up to 10 business days.  
c. Within 180 days after receiving a final determination from the [head of Municipality] or 

the [Municipality] has failed to respond, you may commence a civil action. 
 

6. How do I challenge an excessive fee? 

a. If you are charged a fee that you believe exceeds the amount permitted under FOIA and 
the Procedures and Guidelines, you may submit a written appeal for a fee reduction to the 
[head of Municipality]. This written appeal must include the word “appeal” and identify 
how the fee exceeds the amount permitted. The [Municipality] will respond within 10 
business days of receiving the appeal and shall do one of the following:  

i. Waive the fee;  
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ii. Reduce the fee and issue a written determination of the specific basis supporting 
the remaining fee, with a certification from the [head of Municipality] that the 
statements are accurate and the fee amount complies with the Procedures and 
Guidelines and FOIA; 

iii. Uphold the fee and issue a written determination indicating the specific basis 
supporting the fee, with a certification from the [head of Municipality] that the 
statements are accurate and the fee amount complies with the Procedures and 
Guidelines and FOIA; or 

iv. Issue notice extending the response period for up to 10 business days and 
detailing why the extension is necessary.   

b. Within 45 days after a determination of an appeal to the [head of Municipality] is 
received or the [Municipality] has failed to respond, you may commence a civil action. 

 
 
 
24419152.1\088888-03254  
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[Insert Municipality Name and Logo Here] 
 

FREEDOM OF INFORMATION ACT 
PROCEDURES AND GUIDELINES 

 
I. INTRODUCTION 

The Michigan Freedom of Information Act, 1976 P.A. 442, MCL §15.231 et seq., 
(“FOIA” or the “Act”) was enacted by the Michigan Legislature to provide for public 
access to certain public records of public bodies with the express intent “that all 
Persons, … are entitled to full and complete information regarding the affairs of the 
government and the official acts of those who represent them as public officials and 
public employees…”.  
FOIA sets requirements for the disclosure of public records by public bodies upon 
written request by a requester.  The Public Body is a public body under the Act, and 
shall comply with its requirements.  The Public Body’s [board/commission/council] 
shall designate a FOIA Coordinator to accept, process, track, grant, and/or deny 
requests in writing as required by the Act. 
Terms not defined herein shall have the meaning given under FOIA.  

II. THE FOIA COORDINATOR 
a. Designation of the FOIA Coordinator:  The FOIA Coordinator shall be the [Title 

of chosen FOIA Coordinator], or his or her designee. [Requests for public records 
maintained by the [police/fire/public safety] [department[s]], shall be handled by 
____________________, as an assistant FOIA Coordinator.] The FOIA 
Coordinator is authorized to designate other employees to act on his or her behalf.  

b. Receiving and Processing Requests. The FOIA Coordinator shall be responsible 
for accepting and processing all FOIA requests. The FOIA Coordinator shall 
make all determinations regarding whether the FOIA requests are granted or 
denied, and whether the response time should be extended. If the FOIA 
Coordinator issues a notice extending the period to respond, he or she shall 
specify a reason and the date by which the Public Body will respond.  

c. Determination of Exempt Material. The FOIA Coordinator shall determine 
whether any of the information in the requested public records is exempt from 
disclosure. The FOIA Coordinator shall also determine whether there is a Public 
Body employee capable of redacting the necessary information. If there is no such 
employee, the FOIA Coordinator shall arrange for a person or firm of the FOIA 
Coordinator’s choosing to provide this service. 

d. Determination of Cost and Fees. The FOIA Coordinator shall determine the costs 
of complying with each FOIA request by completing the Fee Itemization Form in 
compliance with the cost guidelines provided in Section IX. The FOIA 
Coordinator shall also determine whether each FOIA request would result in an 
unreasonably high cost to the Public Body and whether a fee may be charged for 
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the request. The FOIA Coordinator shall also determine if a deposit shall be 
required in accordance with Section X herein.  

e. Revising Forms. The FOIA Coordinator is authorized to make reasonable 
revisions to and create necessary forms to implement these Procedures and 
Guidelines and administer the FOIA Program.  

f. Compliance. All actions taken by the FOIA Coordinator or his or her designee 
under this section shall be consistent with the requirements of FOIA and these 
Procedures and Guidelines. 

III. RIGHT TO INSPECT, COPY, OR RECEIVE PUBLIC RECORD 
A requester has a right to inspect, copy, or receive copies of requested public records.   
If a person requests to inspect public records without having the public records 
duplicated, the following shall apply:  
a. The requester shall make an appointment with the FOIA Coordinator, who shall 

provide the requester a reasonable opportunity for inspection and examination of 
the public records during usual business hours.  If requester arrives without an 
appointment the FOIA Coordinator shall endeavor to accommodate the public 
records inspection. 

b. The Public Body shall make reasonable accommodations to a person requesting 
the opportunity to inspect public records, but at all times shall protect public 
records from loss, unauthorized alteration, mutilation, or destruction, and shall 
also prevent the excessive and unreasonable interference with the discharge of its 
functions.  To this extent, any person requesting to inspect the public records shall 
be under the direct supervision of the FOIA Coordinator or his or her designee at 
all times. 

c. If the requested public records contain exempt information, the FOIA Coordinator 
will make copies for inspection with the exempt material redacted. 

IV. PROCEDURES AND GUIDELINES 
a. Procedures and Guidelines Available at No Cost. The Public Body will keep 

copies of these Procedures and Guidelines, including a written public summary, 
available at its public office and will provide a copy, at no cost, to any person 
requesting the Procedures and Guidelines.  

b. Maintaining Procedures and Guidelines on Website. The public body shall post 
and maintain these Procedures and Guidelines on its website.   

c. Responses to Written Requests. A copy of these Procedures and Guidelines, 
including a written public summary, shall be included with all responses.  If the 
Procedures and Guidelines are maintained on the Public Body’s website, a link to 
the documents may be provided in lieu of providing paper copies.  

V. WRITTEN REQUESTS 
a. Submit in Writing. All requests for public records must be submitted in writing to 

the FOIA Coordinator.  The writing may be submitted by mail, fax, electronic 
mail, or other electronic transmission.  Requests for public records should be as 
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specific as possible and must describe the public record sufficiently to enable the 
Public Body to find the public record.  

b. Subscription. A Person may subscribe to future issuances of public records that 
are created, issued, or disseminated on a regular basis.  A subscription shall 
remain valid for up to six (6) months, at the request of the subscriber, and shall be 
renewable. 

c. Record Retention. The FOIA Coordinator will retain a copy of all written requests 
for public records for no less than 1 year. 

VI. TIME TO RESPOND 
a. When a Request is Considered Received. Requests submitted by mail are 

considered received on the day they arrive at the Public Body.  A request made by 
fax, electronic mail, or other electronic transmission is not considered received 
until 1 business day after the electronic transmission is made.  If the electronic 
mail is delivered to the Public Body’s spam or junk folder, the request in not 
considered received until 1 day after the Public Body becomes aware of the 
request. The Public Body shall keep a record of when the request is delivered to 
the spam or junk mail folder and when the Public Body first becomes aware of the 
request.   

i. The FOIA Coordinator shall review the spam and/or junk mail folders for 
public record requests at reasonably frequent intervals, but in any event 
not less frequently than once every fourteen calendar days.  

ii. Employees of the Public Body who maintain email addresses through the 
Public Body are required to review the spam and/or junk mail folders for 
public record requests at reasonably frequent intervals, but in any event 
not less frequently than once every fourteen calendar days. Public Body 
Employees must promptly forward all FOIA requests to the FOIA 
Coordinator.  

b. Response within Five Business Days; Extension. Unless otherwise agreed to in 
writing by the requester, the Public Body shall respond to the request within five 
(5) business days after receipt.  However, the Public Body may issue a notice 
extending the time to respond for not more than ten (10) business days, which 
shall include the reason for the extension and the date by which the Public Body 
will respond.  The Public Body shall not issue more than one (1) notice of 
extension for a particular request. 

VII. FORM OF RESPONSE 
a. Within five (5) business days after the Public Body receives a request, the FOIA 

Coordinator shall respond to the request by: 
i. Granting the request;  

ii. Issuing a written notice denying the request;  
iii. Granting the request in part and issuing a written notice denying the 

request in part; or  
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iv. Issuing a notice extending the time to respond by ten (10) business days.   
b. Failure to respond to a request shall only constitute a final determination to deny 

the request if:  
i. Failure was willful and intentional; OR 

ii. Written request included language requesting information within first 250 
words of body of request or the envelope or subject line of the email, 
letter, or fax included the following words, characters or abbreviations, or 
recognizable misspellings: “Freedom of Information”, “Information”, 
“FOIA”, “Copy”.  

c. Denial of Request. To the extent a request, or any portion thereof, is denied, the 
written response shall be signed by the FOIA Coordinator and shall contain all of 
the following:  

i. An explanation of the basis for denial under FOIA or another statute, if 
that is the reason for denying the request; 

ii. A certificate that the public record does not exist under the name given or 
by another name reasonably known, if that is the reason or denying the 
request; 

iii. A description of a public record or information on a public record that is 
separated or deleted, if such separation or deletion is so made;  

iv. A full explanation of the requestor’s right to appeal to the [Head of the 
Public Body] or to seek judicial review of the denial; and 

v. Notice of the right to receive attorney’s fees and damages if the court 
determines the Public Body has not complied.  

VIII. EXEMPTIONS and PROTECTION OF CONFIDENTIAL INFORMATION 
a. Exempt Material Policy. In order to protect individuals from an invasion of 

privacy, to ensure there is no interference with the safety of the public, and to 
ensure the safe and efficient operations of the Public Body, it is the policy of the 
Public Body to exempt from disclosure all information that may be exempted in 
accordance with FOIA.   

b. Mandatory Exemptions. The Public Body must exempt information that, if 
released, would prevent the Public Body from complying with the Family 
Educational Rights and Privacy Act of 1974, 20 USC 1232g. 

IX. COSTS 
It shall be the policy of the Public Body to recover all costs associated with 
responding to FOIA requests to the extent permitted by FOIA. The Public Body 
hereby establishes the following fee schedule and rules relating to the collection of 
fees in connection with the processing and fulfillment of FOIA requests: 
a. Cost Components Associated With Requests Resulting In Unreasonably High 

Costs. The FOIA Coordinator may only charge a fee for the costs involved with 
searching for, locating and examining a public record, and the deletion and 
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separation of exempt from non-exempt information when it results in 
unreasonably high costs to the Public Body. In determining what is an 
unreasonably high cost to the Public Body the FOIA Coordinator shall consider 
each request on a case-by-case basis to determine how the nature of the particular 
request differs from the usual request received by the Public Body. If the request 
would result in a cost that is unreasonably high relative to the requests the Public 
Body usually receives, the Public Body may charge for completing the request. 
See Bloch v Davison Community Schools, 2011 WL 1564645 (Mich Ct App).  
The FOIA Coordinator shall also consider the following factors to determine 
whether the cost is unreasonably high: 

1. Volume of public records requested; 
2. The estimated hours of labor required to complete the request; 
3. The complexity of searching for, examining, and reviewing, a 

public record, and the deletion and separation of exempt from non-
exempt information;  

4. The need to search for, examine, and review public records from 
different departments, commissions, boards, or committees for the 
City; 

5. The available staffing for responding to the request; and 
6. Any other similar factors designated by the FOIA coordinator. 

i. Labor Costs – Search, Location, and Examination of Records. The labor 
costs of searching for, locating, and examining public records.  

1. This cost shall not exceed the hourly wage plus a fringe benefit 
multiplier of 50% of the hourly wage (but not to exceed the actual 
fringe benefit costs) of the lowest-paid employee capable of 
performing these tasks, regardless of whether that employee is 
available or who actually performs these tasks.  

2. This fee shall be charged in increments of 15 minutes or more. All 
partial time increments must be rounded down.  

3. Overtime wages shall not be included unless overtime is 
specifically stipulated by the requester.  

ii. Labor Costs – Redacting Records. The labor costs directly associated with 
separating and deleting exempt information from non-exempt information. 

1. Performed by Public Body Employee. If this tasks is performed by 
an employee, the cost shall not exceed the hourly wage plus a 
fringe benefit multiplier of 50% of the hourly wage (but not to 
exceed the actual fringe benefit costs) of the lowest-paid employee 
capable of performing these tasks in the particular instance, 
regardless of whether that person is available or who actually 
performs the tasks.  
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2. Contracted Labor. If the Public Body does not employ a person 
capable of separating and deleting exempt from non-exempt 
information in the particular instance as determined by the FOIA 
Coordinator on a case-by-case basis, it may treat necessary 
contracted labor costs in the same manner as employee labor costs, 
if it clearly notes the name of the contracted person or firm on the 
Fee Itemization Form. The total labor costs under this subsection 
for contracted labor shall not exceed an amount equal to six (6) 
times the state minimum hourly wage.  

3. Labor costs shall be estimated and charged in increments of 15 
minutes or more. All partial time increments must be rounded 
down.  

4. Overtime wages for employees shall not be included unless 
overtime is specifically stipulated by the requester.  

5. The Public Body shall not charge for the costs of redaction if it 
knows or has reason to know that it previously redacted the public 
record and the redacted version is still in the Public Body’s 
possession.  

b. Cost Components Applicable to All FOIA Requests. The Public Body will charge 
for the actual cost of processing and fulfilling a FOIA request. The fee charged by 
the Public Body shall not exceed the sum of the following components:  

i. Non-paper Physical Media.  
1. Non-paper physical media may be used in lieu of paper copies, and 

the requester may stipulate that the public records be provided on 
non-paper physical media, electronically mailed, or otherwise 
electronically provided in lieu of paper copies. 

2. If the Public Body provides the public records on non-paper 
physical media, the Public Body shall charge the actual and most 
reasonably economical cost of the computer discs, computer tapes, 
or other digital or similar media.   

3. If the Public Body does not have the technological capability 
necessary to provide the requested record on non-paper physical 
media, this subsection does not apply.  

4. In order to ensure the integrity and security of the Public Body’s 
technological infrastructure, the Public Body will procure any 
requested non-paper physical media and will not accept non-paper 
physical media from the requestor. 

ii. Paper Copies. The actual total incremental cost of necessary duplication or 
publication, not including labor.  

1. The total cost per sheet of paper and the number of sheets used 
shall be itemized.  
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2. The fee shall not exceed $0.10 per sheet of paper for copies made 
on 8 ½ by 11-inch paper or 8 ½ by 14 inch paper.  

3. The fee for other sized paper shall be charged at the actual total 
incremental cost. 

4. The Public Body shall utilize the most economical means available 
for making copies of public records, including using double-sided 
printing, if cost saving and available.   

iii. Labor Costs – Duplication or Publication of Public records. The cost of 
labor associated with duplication or publication of the public records, 
including making paper copies, making digital copies, or transferring 
digital public records to be given to the requestor on non-paper physical 
media through the internet or other electronic means as stipulated by the 
requestor.  

1. This cost shall not exceed the hourly wage plus a fringe benefit 
multiplier of 50% of the hourly wage (but not to exceed the actual 
fringe benefit costs) of the lowest-paid employee capable of 
performing these tasks, regardless of whether that person is 
available or who actually performs these tasks.  

2. This fee shall be charged in increments of 1 (one) minute. All 
partial time increments must be rounded down.  

3. Overtime wages shall not be included unless overtime is 
specifically stipulated by the requester.  

iv. Mailing. The actual cost of mailing the public records in a reasonably 
economical and justifiable manner.  

1. Expedited shipping or insurance costs shall not be included unless 
specifically stipulated by the requester.  

2. The Public Body may charge for the least expensive form of postal 
delivery confirmation.  

c. Public Records May Be Provided Without Charge or at Reduced Cost. A search 
for public records may be conducted or copies of public records may be furnished 
without charge or at a reduced charge if the FOIA Coordinator determines that a 
waiver or reduction of the fee is in the public interest because searching for or 
furnishing copies of the public records can be considered as primarily benefiting 
the general public.   

d. Fee Waiver. A public record search shall be made and a copy of the public record 
shall be furnished without charge for the first $20.00 of the fee for each request 
made that satisfies either of the following:  

i. Indigence.  
1. An individual who is entitled to information under FOIA and who 

submits an affidavit stating the individual is not requesting the 
information in conjunction with any outside parties who are 
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offering the individual payment or other compensation for making 
the request, and: 

A. Certifying the individual is indigent and receiving public 
assistance; OR 

B. Stating facts showing inability to pay the cost because of 
indigency. 

2. If the requestor is eligible for this discount, it shall be noted on the 
Fee Itemization Form.  

3. If the requestor is ineligible for the discount, the Public Body shall 
inform the requester specifically of the reason for ineligibility in 
the Public Body’s written response. A requester is ineligible if the 
individual has previously received discounted copies of public 
records based on indigency from the Public Body twice during that 
calendar year. 

ii. Non-Profit Organization. A nonprofit organization formally designated by 
the state to carry out activities under Subtitle C of the Developmental 
Disabilities Assistance and Bill of Rights Act of 2000, Public Law 106-
402, and the Protection and Advocacy for Individuals with Mental Illness 
Act, Public Law 99-319, or their successors, if the request:  

1. Is made directly on behalf of the organization or its clients;  
2. Is made for a reason wholly consistent with the mission and 

provisions of the above referenced statutes; AND 
3. Is accompanied by documentation of its designation by the State.  
4. If the requestor is eligible for this discount, it shall be noted on the 

Fee Itemization Form. 
e. Fee Reduction for Untimely Responses. For each day the Public Body exceeds the 

five business day response requirement, the Public Body will reduce the labor 
costs charged by 5% per day up to a maximum 50% reduction, if:  

i. The late response was willful and intentional; OR 
ii. Written request included language requesting information within first 250 

words of body of request or the envelope or subject line of the email, 
letter, or fax included the following words, characters or abbreviations, or 
recognizable misspellings: “Freedom of Information”, “Information”, 
“FOIA”, “Copy”. 

f. Statutorily Determined Cost of Records.  If a statute expressly provides for the 
sale of or fee for providing the requested public records the statute shall govern 
the cost and in such case the fees and costs provided herein, to the extent they 
conflict with the statute, shall not apply.  

X. DEPOSIT 
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a. Good Faith Deposit. If the FOIA Coordinator estimates that the costs associated 
with responding to a specific FOIA request will exceed $50.00, the FOIA 
Coordinator may request a good faith deposit, not to exceed fifty-percent (50%) 
of the total cost, prior to compiling the public records. 

i. The response requesting the deposit must include a non-binding best 
efforts estimate regarding the time it will take to comply with the request, 
and a detailed estimate of cost for complying with the request using the 
Fee Itemization Form.  

b. Deposit Due to Unpaid Balance. If a requester has not paid in full for a previously 
completed request, the FOIA Coordinator may take the following actions:  

i. Require a deposit of up to 100% of the estimated fee before it begins a full 
search for an subsequent request from the requester if:  

1. The final fee for the prior request was not more than 105% of the 
estimated fee;  

2. Records made available contained the information being sought in 
the prior written request and are still in public body’s possession;  

3. Public records were made available to the requester subject to 
payment within the time frame estimate;  

4. 90 days have passed since notifying the requester the records were 
available; 

5. Requester is unable to show proof of prior payment to public body; 
AND 

6. Public body provides a detailed itemization calculating the cost of 
the current request. 

ii. The FOIA Coordinator shall no longer require a deposit under this 
subsection if:  

1. Individual can show proof of prior payment in full;  
2. Public body is subsequently paid in full; or 
3. Three hundred sixty-five (365) days have passed since the written 

request for which full payment was not remitted. 
c. Best Efforts Time Estimate. All responses requiring a deposit shall also include a 

best efforts estimate of the time it will take to comply with the request. This 
estimate is not binding, but shall be provided in good faith.   

XI. FEE ITEMIZATION FORM  
a. Itemization. All fees, charges, fee waivers, fee reductions, and deposit requests 

must be individually itemized using the attached Fee Itemization Form.  
XII. PUBLIC RECORDS AVAILABLE ON WEBSITE 

a. Written Requests for Public Records Available on Website. There will be no 
charge for records which are available on the Public Body’s website if the FOIA 
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Coordinator knows or has reason to know they are available on the website. 
Instead, the FOIA Coordinator will notify the requester in writing that all or a 
portion of the requested public records are available on the website. This 
notification will also provide the specific webpage address, to the degree 
practicable, of these public records and will include a detailed itemization of the 
estimated cost (using the Fee Itemization Form) to the requester if that person 
chooses to have the documents provided in another format, such as paper format 
or non-paper physical media.   

i. If, after receiving the above referenced written notification and 
itemization, the requester requests the documents to be provided in 
another format, the requester shall be charged for the cost of providing 
these documents, which cost shall include the actual cost of fringe benefits 
of the lowest paid employee capable of providing the requested public 
records and shall not be subject to the 50% multiplier limitation.  

b. Verbal Requests for Information Available on Website. Any verbal request for 
information that the Public Body employee knows or has reason to know is 
available on the website shall be responded to where practicable by informing the 
requester about the website address.  

XIII. APPEALS 
a. Appealing a Denial of Public Records.  

i. If the Public Body makes a final determination to deny all or a portion of a 
request, the requester may:   

1. Submit a written appeal to the [Head of the Public Body] 
specifically stating the word “appeal” and the reasons for reversal; 
OR 

2. File a civil action in circuit court to compel disclosure. This action 
must be filed within 180 days after the Public Body’s final 
determination to deny the request.  

ii. If the requester appeals to the [Head of the Public Body], within ten (10) 
business days after receiving a written appeal, the [Head of the Public 
Body] shall do one of the following:  

1. Reverse the denial;  
2. Issue a written notice to the requester upholding the disclosure 

denial;  
3. Reverse the denial in part and issue a written notice to the 

requester upholding the denial in part; OR 
4. If either of the following apply, issue a notice extending for up to 

10 business days, the period during which the [Head of the Public 
Body] shall respond to the written appeal: 
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A. The need to search for, collect, or appropriately examine or 
review a voluminous amount of separate and distinct public 
records pursuant to a single request; or 

B. The need to collect the requested public records from 
numerous field offices, facilities, or other establishments 
which are located apart from the particular office receiving 
or processing the request. 

iii. [If the [Head of the Public Body] is a Board or Commission, the public 
body is not considered to have received written appeal until the first 
regularly scheduled meeting of that board or commission. If the board or 
commission denies in whole or in part, the requester can commence a civil 
action]. 

iv. Within 180 days after receiving a final determination from the [Head of 
the Public Body], the requester may commence a civil action.   

b. Appealing an Excessive Fee.  
i. If the Public Body requires a fee that exceeds the amount permitted, the 

requester may:   
1. Submit to the [Head of the Public Body] a written appeal for a fee 

reduction that specifically states the word “appeal” and identifies 
how the fee exceeds the amount permitted; OR 

2. Commence civil action. This action must be filed within 45 days 
after notice of the fee is received, or determination of an appeal to 
the [Head of the Public Body] is received. If a civil action is 
commenced, the Public Body will not complete the request until 
the action is resolved. Such action shall not be filed unless:   

A. [The Public Body does not provide for appeals to the [Head 
of the Public Body];  

B. The [Head of the Public Body] failed to respond to the 
written appeal; OR 

C. The [Head of the Public Body] issued a determination to a 
written appeal.   

ii. If the requester submits an appeal to the [Head of the Public Body], within 
ten (10) business days of receiving the written appeal, the public body 
shall do one of the following:  

1. Waive the fee;  
2. Reduce the fee and issue a written determination indicating the 

specific basis supporting the remaining fee, with a certification 
from the [Head of the Public Body] that the statements are accurate 
and the fee amount complies with these publicly available 
procedures and guidelines;  
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3. Uphold the fee and issue a written determination indicating the 
specific basis that supports the fee with a certification from the 
[Head of the Public Body] that the statements are accurate and the 
fee amount complies with publicly available procedures and 
guidelines; OR 

4. Issue notice extending for up to ten (10) days the period during 
which the [Head of the Public Body] must respond to the written 
appeal. The notice must detail why the extension is necessary, and 
the Public Body may only issue one (1) notice of extension.   

iii. Within 45 days after receiving a final determination from the [Head of the 
Public Body], the requester may commence a civil action.   
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FOIA Fee Itemization Form 
 

(Effective July 1, 2015) 
 
 

Component Cost Calculations Total 
1. Labor 
Costs – 
Search, 
Location ,and 
Examination 
of Records* 
 

Enter the hourly wage of lowest paid employee capable of 
performing the search, location and examination  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
 
If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by four (4) to determine the 
charge per fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

2. Employee 
Labor Costs 
– Redaction* 
 

If performed by the public body’s employee:  
 
Enter the hourly wage of lowest paid employee capable of 
performing the redaction  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
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If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by four (4) to determine the 
charge per fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

2. Contracted 
Labor Costs 
– Redaction* 
 

If performed by Contracted Labor (Only permitted if the 
public body does not employ a person capable of redacting the 
records as determined by the FOIA Coordinator):  
 
Name of person or firm contracted: 
____________________________________ 
 
Enter the hourly rate charged by the contractor (may not 
exceed six (6) times the State minimum wage (i.e. 
$8.15x6=$48.90)  

$______ per hour 
 
Divide the hourly rate by four (4) to determine the charge per 
fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

3. Non-Paper 
Physical 
Media 
 

Actual and most reasonably economical cost of:  
 
Flash Drives $_____ x number used _____ = $_______ 
 
Computer Discs $______ x number used _____ = $________ 
 
Other Media $_______ x number used _____ = $________ 

 

 
 
 
 
 
 
$________ 
 

4. Paper 
Copies 

Actual total incremental cost of duplication (not including 
labor) up to a maximum of 10 cents per page: 
 
Letter paper (8 ½” x 11”) 

number of sheets ___ x $0.__ = $_____ 
Legal paper (8 ½” x 14”) 

 number of sheets ___ x $0.__ = $_____ 
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Actual cost of other types of paper: 
 
Type of Paper:  ____________________ 

number of sheets ___ x $______ = $_____ 
 
Type of Paper:  ____________________ 

number of sheets ___ x $______ = $_____ 
 
(NOTE: Must print double-sided if available and costs less.) 

 
 
 
 
 
 
$________ 
 

5. Labor Cost 
– Duplication  
Copying, and 
transferring 
records to 
non-paper 
physical 
media 

Enter the hourly wage of lowest paid employee capable of 
performing the duplication, copying, or transferring digital 
records to non-paper physical media  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
 
If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by _______ to determine the 
charge per ________ (__) minute increment 

 $_______  / 4 = $_______ 
(NOTE: May use any time increment for this category) 

 

 Number of __ minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 

 
 
$_________ 

6. Mailing  Actual cost of mailing records in a reasonable and economical 
manner: 
 

Cost of mailing: $_______ 
 
Cost of least expensive form of postal delivery confirmation: 

 $_________ 
 
Cost of expedited shipping or insurance only if specifically 
stipulated by the requestor:  

$_______ 
 

 
 
 
 
 
 
 
 
 
 
$________ 

 Subtotal $_________ 
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Waivers and 
Reductions 

Subtract any Fee Waiver or Reduction:  
$20.00 for indigency or nonprofit organization as further 
described in the Public Body’s procedures and guidelines. 
 
Any amount determined by the Public Body due to the search 
and furnishing of the Public Record determined to be in the 
public interest.  $________ 
 
The reduction amount due to the late response of the Public 
Body. 5% of fee x ____ days late = ______% reduction 
(maximum reduction is 50%) 
 

 
 
 
 
 
 
 
 
 
 
-$_______ 

Deposit Subtract any good-faith deposit received: $_________ 
 

-$_______ 

 Total Due $________ 
 

 
*Note: Labor costs for search, location, examination and redaction (categories 1 and 2 on the itemization 
form) may not be charged unless the failure to charge a fee would result in unreasonably high costs to the 
public body because of the nature of the request in the particular instance, and the public body specifically 
identifies the nature of these unreasonably high costs.   
 
The Court of Appeals has interpreted this provision to require that the determination be made relative to 
the usual or typical costs incurred by the public body in responding to FOIA requests. The key factor in 
determining whether the costs are "unreasonably high" is the extent to which the particular request differs 
from the usual request.  Bloch v Davison Cmty  Schools, (Mich.App. Apr. 26, 2011), 2011 WL 1564645. 
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Freedom of Information Act Processing 

 

Summary 

As provided in Section 1 of the Michigan Freedom of Information Act, "It is the public policy of this state that 

all persons, except those persons incarcerated in state or local correctional facilities, 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 public employees, consistent with this act.  The people shall be informed so that they 

may fully participate in the democratic process.”1  To that end, all people, excluding prisoners, are allowed 

to file FOIA requests with a Public Body.  A requester must simply file a request in writing with the Public 

Body’s FOIA Office (or Coordinator), and the Public Body will begin processing his or her request.2  The 

Public Body, in its initial response, will do one of the following within the timeframe permitted by the 

statute: provide the requested documents, provide some of the requested documents while withholding 

others, withhold all of the requested documents, inform the requester that additional time is needed, 

require a fee deposit prior to further processing, or inform the requester that the requested record has 

not been sufficiently described.  If a request is denied or partially denied, the Public Body will explain 

why the documents have not been released and inform the requester of his or her challenge and appeal 

options.  A fee deposit will be required when processing a request will require significant Public Body 

employee time and resources.  The Public Body will notify the requester of the estimated cost and 

provide a non-binding, best efforts estimate of the time it will take to complete the processing of the 

request.  It is possible that after further processing of the request, the Public Body will determine that 

the cost of processing the request is significantly less or greater than the estimated cost.  If that is the 

case, the Public Body will notify the requester.  After the Public Body receives the required deposit, it 

will make every effort to provide the requested documents within the time estimate provided.  

Requesters must understand, however, that at any given time, the Public Body is processing multiple 

requests and cannot devote all of its time to one particular request.  If a requester feels that he or she 

was wrongly denied responsive documents, he or she may appeal to the Head of the Public Body or file 

1 M.C.L.A. 15.231. 
2 Verbal requests for information are not FOIA requests for purposes of these Procedures and Guidelines.  If a 
verbal request for information is received by a Public Body employee who knows that the information is available 
on the Public Body’s website, the employee, where practicable, will inform the requester about the Public Body’s 
website address. 
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a civil action.  Requesters are also always free to contact the FOIA Office with any questions about the 

processing of their requests.  Detailed Procedures and Guidelines follow. 

 

Procedures and Guidelines 

1. How to submit a FOIA request to the Public Body 

a. A FOIA request must be submitted in writing to the FOIA Office (or Coordinator).  The 

request may be transmitted in hard copy, by email, or by facsimile. 

b. The Public Body FOIA Office (or Coordinator) address ____________________________.  

The email address is ___________________.  The fax number is _______________. 

c. A request should describe the record(s) sought sufficiently to enable the Public Body to 

find the record(s) and should provide the requester’s contact information. 

d. Requests should state that they are submitted pursuant to the Michigan Freedom of 

Information Act. 

e. Requests received electronically are deemed received the next business day.  A business 

day is defined as Monday through Friday, exclusive of holidays and institutional closure 

days. 

f. If a request is delivered to the FOIA Office (or Coordinator) junk mail folder, the request 

will be deemed received one business day after the FOIA Office (or Coordinator) 

becomes aware of the request.  The FOIA Office (or Coordinator) will check the junk mail 

folder at least once per week. 

 

2. Responses to FOIA requests to the Public Body 

a. The Public Body will respond to a FOIA request within 5 business days of the FOIA Office 

(or Coordinator) receiving the request. 

b. A response will consist of one or more of the following: 

i. A release of all of the requested records 

ii. A partial release of the requested records, and a partial denial (if some or a 

portion of the records do not exist, are not in the possession of the Public Body, 

and/or are exempt from disclosure) 
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iii. A complete denial of records (if all of the records do not exist, are not in the 

possession of the Public Body, and/or are exempt from disclosure) 

iv. A notice that more time is needed to process the request 

1. If more time is needed, the Public Body will send out a follow up 

response within 10 business days of the initial response. 

v. A notice that a fee deposit is required prior to further processing 

1. If a fee deposit is required, the Public Body will include in its response a 

non-binding, best efforts estimate regarding the time it will take to 

provide the records to the requester. 

vi. A notice that the record(s) sought has (have) not been sufficiently described to 

enable the Public Body to locate the record(s). 

c. The response will state the FOIA exemptions under which any information and/or 

documents are withheld, if applicable. 

d. If there is a denial of records for any reason, the response will set forth the procedures 

for challenge and/or appeal. 

 

3. Deposit Requirements 

a. A fee deposit will be required when the processing of a request will result in fees equal 

to or greater than $50.00.3  [We understand that different public bodies will use 

different measurements here.] 

b. The required deposit will equal up to 50% of the estimated cost of fulfilling the request 

as calculated at the time of the initial response. 

c. If the Public Body requires a deposit, it will not process the FOIA request further until 

the deposit is paid. 

d. If, after receipt of the deposit and further processing of the request, the Public Body 

learns that the processing costs will be significantly different from the estimated costs, 

the Public Body will so notify the requester.  Where the actual effort to search for, 

review and separate exempt material significantly exceeds the original estimate, the 

Public Body will notify the requester.  The requester may choose to receive a revised fee 

3 The Public Body has determined, consistent with FOIA, that failure to charge fees in situations where the fees 
would be equal to or greater than $50.00 would result in unreasonably high costs to the Public Body. 
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deposit request, or limit his/her original request to those records which may be 

processed within the time stated in the original fee estimate. 

e. A person who makes a FOIA request for which a deposit is required may withdraw that 

FOIA request without charge instead of paying the required deposit. 

f. The Public Body will treat multiple concurrent FOIA requests on the same topic(s) 

and/or regarding the same recordkeeper(s) and from the same person as one FOIA 

request for purposes of determining whether the fee is below $50.00. 

g. In certain circumstances where a requester has not paid the remainder of the fee for 

processing an earlier request, the Public Body may require 100% of the estimated fees 

for processing a subsequent request prior to processing the subsequent request. 

 

4. Calculation of Fees 

a. Fees are calculated by adding together the following costs4: 

i. The labor costs5 for searching for, locating, and examining responsive records 

ii. The labor costs5 for review, separation, and deletion of exempt information 

from non-exempt information 

iii. The cost of non-paper physical media, if used 

iv. The cost per copy of paper copies, not to exceed $.10/page for standard 8 ½ x 

11 inch paper 

v. The labor costs5 directly associated with duplication or publication, which may 

include copying to non-paper media 

vi. The cost of mailing 

b. Final fees for responding to a FOIA request will be billed when the Public Body responds 

to the FOIA request.  An invoice will be provided by the Public Body with the response.  

The amount invoiced must be paid within thirty days.  [This provision and the following 

one may change based on the public body’s position regarding whether to require the 

full fee amount prior to the release of records.] 

4 A copy of the standard form that the Public Body uses for fee itemization, with additional explanatory 
information, is attached to these Procedures and Guidelines. 
5 Labor costs will be estimated and charged in increments of 15 minutes or more, with all partial time increments 
rounded down.  The labor is charged at the hourly rate of the lowest paid Public Body employee capable of doing 
the work, plus fringe benefits, if applicable.  If it is not possible for the work to be done by a Public Body employee, 
the Public Body will contract the work out and charge per the provisions of the statute. 
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c. The Public Body reserves the right to require payment in full of all fees incurred in 

processing a FOIA request before delivering the final, responsive documents. 

d. The Public Body’s decision to deny access to public records sought by a FOIA request 

because those records are, in whole or in part, exempt from disclosure does not excuse 

the person who files that FOIA request from payment of fees for the work undertaken 

by the Public Body in response to that request. 

e. The Public Body may waive or reduce the fees it is authorized to charge if it determines 

that a waiver or reduction of the fee is in the public interest because responding to the 

FOIA request should be considered as primarily benefiting the general public. 

f. Fee reductions or waivers are required in certain instances involving proven indigence 

or non-profit organizations.  The Public Body will apply these reductions or waivers in 

accordance with the statute.  

 

5. Procedures for Challenge and Appeal [Each Public Body will need to decide if this will include 

fee appeals or not.  Such provisions are not included here.] 

a. If the Public Body denies a request in whole or in part, the requester may: 

i. Submit an appeal to the Head of the Public Body, in writing, via the FOIA Office 

(or Coordinator), using the contact information listed in Item 1, above.  The 

appeal must specifically use the word “appeal” and identify the reason(s) the 

requester seeks reversal of the denial.  The Head of the Public Body must 

respond to the appeal within 10 business days by doing one of the following: 

1. Reversing the FOIA Officer’s (or Coordinator) decision 

2. Upholding the FOIA Officer’s (or Coordinator) decision 

3. Reversing in part and upholding in part the FOIA Officer’s (or 

Coordinator) decision 

4. Issuing a notice of extension for not more than 10 additional business 

days. 

ii. Commence a civil action in the Court of Claims within 180 days after the Public 

Body’s final determination to deny a request. 
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b. If a requester has questions regarding any FOIA response, including estimated fees or 

actual fees assessed, the requester should not hesitate to contact the FOIA Office (or 

Coordinator) by email (______________________) or telephone (_______________). 

 

DISCLAIMER:  This document is intended only as an example of how a public body might attempt to 

comply with the FOIA requirements set forth by 2014 Public Act 563.  It is not intended as legal advice 

and should not be relied upon as such.  One should consult their legal counsel for advice and assistance 

on matters of FOIA and the implementation of the amendments to it. 
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Category of Costs/Description Time (Hours) Hourly Wage

Benefits % 
Multiplier Used 
in Hourly Wage Amount

4 (1) (a) Searching, locating and examining responsive records [shall not 
charge more than hourly wage of lowest-paid employee capable of task, regardless of 
whether that person is available to perform the labor; labor costs shall be estimated 
and charged in increments of 15 minutes or more, all partial time rounded down]

4 (1) (b) Labor costs, including necessary review, directly associated with 
the separating and deleting of exempt from nonexempt information  [for 
public body employee, shall not charge more than hourly wage of lowest-paid 
employee capable of task, regardless of whether that person is available to perform 
the labor; if contracted labor the costs shall not exceed an amount equal to 6 times 
the state minimum hourly wage rate; labor costs estimated and charged in increments 
of 15 minutes or more, partial time rounded down; shall not charge if already redacted 
record still in public body's possession]

4 (1) (c) Cost of computer discs, computer tapes, or other digital or 
similar media [actual and most reasonably economical cost; requestor may 
stipulate that public records be provided on nonpaper physical media, electronically 
mailed, or otherwise electronically provided in lieu of paper copies; does not apply if 
public body lacks the technological capability necessary]

4 (1) (d) Cost of paper copies [actual total incremental cost of necessary 
duplication or publication, not including labor; calculated as a total cost per sheet of 
paper, itemized to show both cost per sheet and number of sheets; fee shall not 
exceed 10 cents per sheet of paper; shall utilize the most economical means available 
including double-sided printing if cost saving and available]



4 (1) (e) Cost of labor directly associated with duplication or publication, 
including making paper copies, making digital copies, or transferring 
digital public records to be given to the requestor on nonpaper physical 
media or through the internet or other electronic means as stipulated by 
the requestor [shall not charge more than hourly wage of its lowest-paid employee 
capable of task, regardless of whether that person is available to perform the labor; 
labor costs may be estimated and charged in increments of the public body's choosing, 
but all partial time shall be rounded down]

4 (1) (f) Cost of mailing [actual cost of mailing, for sending the public records in a 
reasonably economical and justifiable manner; shall not charge more for expedited 
shipping or insurance unless stipulated by requestor, but may charge for least 
expensive form of postal delivery confirmation when mailing public records]

TOTAL

When calculating labor costs under (A), (B) or (E), fee components shall be itemized in a manner that expresses both the hourly wage and the number 
of hours charged. The public body may also add up to 50% to the applicable labor charge amount to cover or partially cover the cost of fringe benefits 
if it clearly notes the percentage multiplier used. Subject to the 50% limitation, the public body shall not charge more than the actual cost of fringe 
benefits, and overtime wages shall not be used in calculating the cost of fringe benefits. Overtime wages shall not be included in the calculation of 
labor costs unless overtime is specifically stipulated by the requestor and clearly noted on the detailed itemization described in subsection (4).



 

There are two primary roles of an ambassador: New Hire  

Ambassadors and Networking Ambassadors. Each play a vital 

role with representing Ottawa County. 
 

New Hire Ambassador 

New Hire Ambassadors will be paired* with a new hire to: 

 Create a welcoming environment for new employees. 

 Help reduce initial confusion and uncertainty during their 

first weeks. 

 Answer basic questions and provide general information. 

 Invite them into the Ottawa County culture. 
 

Networking Ambassador 

A Networking Ambassador is: 

 A resource for coworkers on knowledge outside of their own 

department. 

 A liaison for their department to other departments. 

 A point of contact for providing information on break rooms, 

workout facilities, restrooms, parking, technology, etc. 
 

*The Human Resources Department will assist with the Ambassador Program by pairing 

County Ambassadors with new employees. 

The Ambassador Program of 

Ottawa County was developed 

by the Customer Service Team in 

2015 to improve the experience 

for newly hired employees and 

improve the communication  

network of employees  

throughout the county.   

Ultimately, it is a way to provide  

excellent customer service and  

improve the organization as a 

whole. 

 

Ambassadors are: 

A Friend 

A Resource 

A Point of Contact 

An Encourager 

For more information, please contact a member of the Ambassador Program Committee or the  

Human Resources Department at 738-4800. 

 

Ambassador Program Committee Members: Spencer Ballard, Anna Bednarek, Misty Cunningham, Cindy Driver, 

Jody Hansen, Laura Mousseau, Kelli Rantz, Dan Ruiz, Stew Whitney, John Wolffis 

















Economic Impact
on West Michigan

Lakers are Leaders 
Grand Valley alumni are decision makers and leaders. Although they live 
throughout the U.S. and the world, their impact is greatest in Kent, Ottawa, 
and Muskegon counties, where nearly half of all graduates live or work.  

Top Area Employers of Grand Valley Alumni: 
Amway Corporation
Auto-Owners Insurance
BDO USA LLP
FCA US LLC (formerly Chrysler Group)
Gentex Corporation
Gordon Food Service Inc.
Haworth
Herman Miller
Meijer Inc.
Perrigo Company
Spectrum Health/Priority Health
State of Michigan
Steelcase Inc.
Whirlpool Corporation
Wolverine World Wide Inc.

More than 25,000 Grand Valley students are gaining the 
education and experience necessary to lead Michigan into  
a strong future

Alumni Impact 
Kent, Ottawa, and Muskegon counties

Grand Valley Switchboard — all campuses
(616) 331-5000

Main Campus
1 Campus Drive
Allendale, MI 49401

Robert C. Pew Grand Rapids Campus
Richard M. DeVos Center
401 Fulton Street West
Grand Rapids, MI 49504

L.V. Eberhard Center
301 Fulton Street West
Grand Rapids, MI 49504

Cook-DeVos Center for Health Sciences
301 Michigan Street NE
Grand Rapids, MI 49503 

L. William Seidman Center
50 Front Avenue SW
Grand Rapids, MI 49504

Michigan Alternative & Renewable Energy 
Center (MAREC)
200 Viridian Drive
Muskegon, MI 49441

Meijer Campus in Holland
515 S. Waverly Road
Holland, MI 49423

Muskegon Regional Center
Stevenson Center for Higher Education 
at Muskegon Community College
221 S. Quarterline Road
Muskegon, MI 49442

Robert B. Annis Water Resources  
Institute (AWRI) 
Lake Michigan Center
740 W. Shoreline Drive 
Muskegon, MI 49441 

Traverse City Regional Center
Northwestern Michigan College 
University Center
2200 Dendrinos Drive
Traverse City, MI 49684

Detroit Center
163 Madison Street 
Detroit, MI 48226

Provided by University Communications. 

Grand Valley State University is an affirmative  
action / equal opportunity institution. 4/15.

© 2015 Grand Valley State University

Printed locally on paper that contains fiber from  
certified well-managed forests, was produced  
using certified renewable energy, and includes  
a minimum of 30% postconsumer waste.

ASHLEY STROTBAUM, ’11, IS A PHYSICIAN ASSISTANT AT HELEN DEVOS CHILDREN’S HOSPITAL.
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Economic Impact 
Kent, Ottawa, and Muskegon counties
(Greater Grand Rapids-Holland-Muskegon Region)

Using model provided by 
W.E. Upjohn Institute for Employment Research

Total Sales in the Region* . . . . . . . . . . . . . . . . .$730 million

Total Estimated Employment
   Attributed to GVSU. . . . . . . . . . . . . . . . . . . . . . . . 10,772

Faculty and Staff
 Full-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2,412
 Part-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 810
  Total . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3,222

Total Faculty and Staff Salary in the Area . . . . . . . . . . . . . . $234.6 million

Students
 Full-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20,461
 Part-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4,633
  Total . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 25,094

Total Estimated Student Expenditures in the Area . . . . . . . . $175.0 million

The University
Source of Revenues, 2013-2014

Expenditures, 2013-2014

* Total Sales in the Region represents increase in sales for all business in the three  
metropolitan areas due to the existence of Grand Valley State University.

*This total does not include economic activity by GVSU alumni.

Students . . . . . . . . . . . . . . . . . . . . . . 72.4%

State Appropriation 
Current Funds . . . . . . . . . . . . . . . . . . 13.2%

Federal Funds . . . . . . . . . . . . . . . . . . . 9.2%

Private Gifts . . . . . . . . . . . . . . . . . . . . . 4.5%

Capital Construction Funds . . . . . . . . . 0.7%

Grand Valley State University:  
Enhancing Michigan’s Prosperity  
The Governor and Legislature adopted a higher education funding plan that 
ties a small portion of state appropriations to university performance 
measures. Grand Valley was awarded for its performance in key areas by 
the state and by the Business Leaders for Michigan. Grand Valley is getting 
it done with the lowest appropriation per student in the state. Lowest 
appropriation — best-in-class results.

Top Producer of Graduates 
In the last decade, Grand Valley has been a top performer among the 
state’s 15 public universities. The number of degrees awarded by the group 
increased by about 10,000 with Grand Valley having one of the largest 
increases at 24 percent.

Grand Valley’s Growth Benefits Region 
New construction and renovations pumped more than $133.5 million into 
the local economy in 2014, creating nearly 2,919 trade and construction 
jobs. On the Allendale Campus, a new Science Laboratory Building will 
open in fall 2015 and construction will begin on a new $37 million  
housing building and a $7.8 million Recreation Center addition.

Grand Valley Tuition Remains Below State Average
Grand Valley has been recognized as one of “America’s 100 Best College 
Buys” for the 19th year in a row because of low tuition and high value. The 
university offers $258 million in financial aid and the average student pays 
$4,000 less than the posted tuition price. 

A Great Return on Investment
Grand Valley has a record of producing high-quality graduates who stay 
in Michigan and give back to their communities. Nearly 90 percent of 
recent graduates are employed or pursuing advanced degrees. Of those 
working, 86 percent are employed in Michigan.

Grand Valley alumni now number more than 100,000; nearly half are 
living or working in West Michigan’s tri-county area. The expertise of 
alumni in Michigan meets the needs of businesses across the state.

• 13,883 degrees and certifications in teaching and 
school administration

• 18,186 in business and public administration

• 10,377 in nursing, physical therapy, occupational therapy,  
 and physician assistant and related medical fields

Grand Valley alumni are widely represented in many other careers 
including engineering, law enforcement, politics, music, theater, social 
work, journalism and computer and information technology. Grand 
Valley also attracts more than 400 students from other countries to live 
and study in the region.

Academic 
(Instruction, Research, 
Academic Support) . . . . . . . . . . . . . . 44.8%

Other 
(Public Service, Student Services, 
Institutional Support) . . . . . . . . . . . . . 20.3%

Financial Aid . . . . . . . . . . . . . . . . . . . 16.4%

Auxiliaries 
(Housing and Dining, 
Bookstore, Golf Course) . . . . . . . . . . . . 9.4%

Operation and 
Maintenance of Plant . . . . . . . . . . . . . . 9.2%
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  Sparta Village Votes to       

Rejoin GMVC 

On Monday evening, Grand Rap-

ids Township Supervisor Mike 

DeVries, Alpine Supervisor Alex 

Arends, John Weiss GVMC Exec-

utive Director and Abed Itani our 

Director Of Transportation met 

with the Village Council of Sparta . 

During the meeting the Village 

Council voted unanimously to re-

join GVMC.  Sparta currently is 

part of both our Regional Geo-

graphic Information System and 

Lower Grand River Organization 

of Watersheds.   

According to Village Manager, Jul-

ius Suchy, “ Being part of the 

Grand Valley Metro Council is im-

portant to the Village of Sparta 

because it gives us access to re-

gional resources and a seat at the 

table for larger regional discus-

sions. The resources and staff at 

the GVMC are top notch and they 

have a great track record of help-

ing their communities get issues 

resolved with the State and other 

organizations. As a small commu-

nity this type of expertise is invalu-

able and would not be available to 

us if we were not members of the 

GVMC.” 

In the coming months, the Board 

of Directors and members of 

GVMC will be processing the ap-

plications of Nelson Township and 

Sparta Village as new members. 

GVMC Staff Present at State-Wide GIS Conference 

Two members of our GVMC Staff made presentations a the recent 

IMAGIN Conference. IMAGIN is a professional development organiza-

tion committed to providing opportunities for its members to network 

with professionals who are using, creating, or maintaining GIS re-

sources within Michigan. IMAGIN serves as a crossroads for GIS infor-

mation users/developers at all levels of government, business, and non-

profit organizations by providing its members partnership opportunities 

to recognize, share, and create spatial data resources for both tradition-

al and new applications. This year the conference was held in Traverse 

City. 

 

IMAGIN is a non-profit organization founded in 1993 to establish a 

statewide forum to advance the use of geographic information systems 

and spatially referenced information. There are currently over 150 

members representing government, private sector, university, & non-

profit organizations. 

 

Brian Zuber our Graduate Assistant from GVSU presented work he has 

been doing for his Biology Master’s Degree.  Also presenting was Ja-

son Moore our GIS Manager  who spoke about our EREGIS and Mobile 

GIS Applications. 

 

 

Brian Zuber  Jason Moore 
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