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   Empowering and Inspiring all
    to be Educated and Informed

Freedom of Information Act Requests
The business of Laurens County School District 55 (LCSD 55) is open to public review, as required by the South Carolina Freedom of Information Act (FOIA).
S.C. Code Ann. § 30-4-20(c) defines “public record” as “all books, papers, maps, photographs, cards, tapes, recordings, or other documentary materials regardless of physical form or characteristics prepared, owned, used, in the possession of, or retained by a public body.”
To make a request, email Faye C. Colley, LCSD 55 Coordinator of Communications, at  fccolley@laurens55.org, or send a request via mail to: 
Faye C. Colley
LCSD 55 Administrative Office 
301 Hillcrest Drive
Laurens, SC, 29360
Please state in your request:
· Full name

· Full address including street, city, state, and zip code

· Email address

· Telephone number

· A detailed description of the public records you are requesting

· Date of request

· Organization you represent, if applicable

· Signed statement that the information will not be used for commercial solicitation

· Justification if requesting reduction in or waiver of fees

LCSD 55 charges only for its costs to fulfill each request. LCSD 55 has the sole authority to grant or deny fee reductions and/or fee waivers.
Fee Schedule
According to S.C. Code Ann. § 30-4-30, "The fee for the search, retrieval, or redaction of records shall not exceed the prorated hourly salary of the lowest paid employee who, in the reasonable discretion of the custodian of the records, has the necessary skill and training to perform the request."
Upon receipt of a FOIA request, LCSD 55 reviews the request to assess the cost of the request. LCSD 55 will not charge requestors if the fee for a FOIA request is less than $5.00 (Five Dollars and Zero Cents). For requests which require a fee, the requestor will receive notification of estimated hours and total cost. Requestors may determine to   amend the request which may lessen the associated cost.  If so, LCSD 55 will provide a new estimate of hours and total cost based on the amended request.
Requestors are required to pay a deposit of 25% of the estimated cost before LCSD 55 gathers the information requested. LCSD 55 requires full payment before releasing the information. Only check payments made payable to LCSD 55 are accepted.  Payment must be submitted to:  
Faye C. Colley
LCSD 55 Administrative Office 
301 Hillcrest Drive
Laurens, SC, 29360
The requestor must email fccolley@laurens55.org to provide notification that payment is being sent. Requestors will receive a notification when payment is received. 
For requests that are determined to be fulfilled based on the receipt of a deposit or waiver of fees, FOIA deadline guidelines will be adhered to. However, all deadlines may be extended by mutual agreement of the requestor and Laurens County School District 55 and this agreement shall not be unreasonably withheld.
Below is a table of the fee calculation guidelines:
	Service
	Cost

	Printed Copies of Records
	$0.30 per page

	USB Drive
	$10.00 each (maximum 32 GB)
TBD Higher GB

	Search and Retrieval of Records*
 
	Administrative staff: $30.00/hour
Chief Financial Officer: $86.00/hour
Director:$86.00/hour
Assistant Superintendent: $100.00/hour

	Redactions
	$21.00/hour

	Computer/Mainframe Costs
	Actual Cost

	Postage Expense of $2.00 or More
	Actual Cost

	Review Fees
	None


*Fee is determined by the hourly wage plus benefits of employee(s) preparing the information requested. Fees are subject to change.
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