VILLAGE OF TEKONSHA
WRITTEN PUBLIC SUMMARY OF FOIA PROCEDURES & GUIDELINES

Consistent with Public Act 563 of 2014 amending the Michigan Frcedom of Information Act (FOIA), the
following is the Village of Tekonsha's Written Public Summary of its FOIA Procedures and Guidelines

1. How do I submit a FOIA request to the Village of Tekonsha?

Requests to inspect or obtain copies of public records prepared, owned, used, possessed or retained by
the Village of Tekonsha must be submitted in writing.

A request must sufficiently describe a public record so as to enable the Village to find it.

No specific form to submit a written request is required. However a FOIA Request form for your use
and convenience is available on the Village’s website at www.villageofickonsha.com

Written requests can be made in person by delivery to the Village office in person or by mail.
Requests can also be made by facsimile by calling 517-767-4817

A request may also be submitted by e-mail. To ensure a prompt response, e-mail requests should contain
the term "FOIA" or "FOIA Request" in the subject line and be sent to tekonshavillage@gmail.com

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. What kind of response can I expect to my request?

Within 5 business days of receipt of a FOIA request the Village 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. The Village will respond to your request in one of the following ways:

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

« Issue a notice indicating that due to the nature of the request the Village needs
an additional 10 business days to respond.

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

If the request is granted, or granted in part, the Village 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 Village will require a deposit before processing the request.

3. What are the Village’s fee deposit requirements?



