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Written Public Summary of the District's 

FOIA Procedures and Guidelines 

Introduction 
As a public body under the Freedom of Information Act, the District has developed procedures 
and guidelines to implement and assure compliance with FOIA. The District has also created 

the following written public summary of the specific procedures and guidelines explaining how 

to submit written requests to the District and how to understand the District's written 

responses, deposit requirements, fee calculations, and avenues for challenge and appeal. 

How to Submit Written Requests 
FOIA requests must be submitted in writing to the District. The request can be sent by email or 

mail to: 

Email: crystal.loynes0 11<Jvidc:lsic.o.1'g 

OV!D-·ELSIE ARE;\ SCilOCJI.S 

Attn: FOIA Coordinator 

8989 Colony Road 

Elsie, M J 488'.ll 

Requests must sufficiently describe a public record so as to enable the District to find it. 
Requests should also include a contact telephone number to allow a District employee to make 

contact to resolve issues, clarify the scope of a request or help identify a specific document 

containing the information sought. 

How to Understand the District's Written Responses to FOIA Requests 
The District must respond to a FOIA request within five business days. In some cases, the 

District may extend the time period by 10 business days to fulfill a request completely. A 

response does not necessarily mean the records are provided within five days. 

The District can grant the FOIA request, deny the request, or grant it in part and deny it in part. 
If the request is granted in full or in part, the District can charge a fee to process the request. 

Fees are calculated according to the District's FOIA procedures and guidelines and documented 

in a detailed fee itemization form. The fee must be paid before a public record is made available. 

And, in some cases, the District will require a good-faith deposit before it processes a public 

records request. 
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