Township FOIA Public Summary TEMPLATE
[Township Name] Freedom of Information Act (FOIA) Public Summary
Purpose:
This summary provides the public with an overview of the Freedom of Information Act (FOIA) procedures for requesting access to public records from [Township Name]. The FOIA ensures transparency and openness in government by granting the public the right to request and obtain records from government bodies.
How to Submit a FOIA Request:
1. Written Requests: All FOIA requests must be submitted in writing. Requests can be sent via email, fax, mail, or delivered in person to the FOIA Coordinator.
2. Contact Information:
· FOIA Coordinator: [Name of FOIA Coordinator]
· Address: [Township Office Address]
· Email: [FOIA Coordinator’s Email]
· Fax: [Fax Number]
· Office Hours: [Office Hours, e.g., Monday - Friday, 9:00 AM - 5:00 PM]
What to Include in Your Request:
· Description of Records: Provide a clear and specific description of the public records you are seeking. Be as detailed as possible to assist in locating the documents.
· Contact Information: Include your name, address, phone number, and email address to facilitate communication regarding your request.
FOIA Fees:
Fees may apply to cover the cost of labor, duplication, and mailing. A fee estimate will be provided if the cost is expected to exceed [amount, e.g., $50]. The fee structure is as follows:
· Copying Costs: [e.g., $0.10 per page]
· Labor Costs: Based on the hourly wage of the lowest-paid employee capable of fulfilling the request.
· Mailing Costs: Actual cost of postage.
Response Time:
The township will respond to your FOIA request within five (5) business days from the date of receipt. The response will include:
· Approval and provision of the records.
· Denial of the request, including reasons for denial and information on the appeals process.
· A notice of extension if more time is needed (up to 10 additional business days).
Appeals Process:
If your FOIA request is denied, you have the right to appeal the decision. Appeals must be submitted in writing to the Township Board. Include:
· The reason for your appeal.
· A copy of the original FOIA request and the denial letter.
Exemptions:
Certain records may be exempt from disclosure under FOIA. Common exemptions include but are not limited to:
· Personal privacy.
· Law enforcement investigations.
· Attorney-client privilege.
· Proprietary information.
Additional Information:
For more detailed information about FOIA procedures, or to access the township’s FOIA policies, please visit our website at [Township Website URL] or contact the FOIA Coordinator.

[Township Name] is committed to transparency and providing access to public records in accordance with the law.

