
Grand Traverse County

Public Sunmary of FOIA Procedures and Guidelines

It is the public pofcy of thir state th.t rll pcrsons
(except those pcrmns hcrrcented ltr strte or locel correctlonal facllidec)

rrc endtl€d to full rnd complete informadon regerding the atfairs of government ond
the olncial acts of those who represent them rs public officirls end public employees.

The people shall be informed ro that they may frrlly partlciprte ln the democratic proces.

Consistent with the Michigan Frcedom of Information Act (FOIA), Public Act 442 of 1976, the followiog
is the Written Public Summary of the County's FOIA Prcceducs aad Guidelines r€levant to the general
public.

This is only a summary ofthe County's FOIA Procedures and Guidelines. For more details and
information, copies ofthe County's FOIA Procedures and Guidelines are available at no charge at any
County office and on the County's website at www.grandfaverse.orglfoia-

l. How do I submlt r FOIA requ$t to the County?

A rcqucst must sufficiently describe a public record so as to enable the County to find it.

Please include the words "FOIA" or 'TOIA Request" in the request to assist the County in
providing a prompt r€sponse,

Requests to inspect or obtain copies ofpublic records preparcd, owned, used, possessed or
retained by the County may be submitted on the County's FOIA Request Form, in any olher form
of writiog (letter, fax, email, etc.), or by v€rtal requesl

o Any vertal request will be documented by the County on the County's FOIA Requ€st
Form.

o No spccific form to submit a $ritten request is rcquired. However a FOIA Request Fonn and
other FolA-related forms are available for your use and conveniencr on the County,s website at
www. grandtraverse.org/foia, and at
www.grandtraverse.orgldepartmerts/Prosecuting_Attomey/FolA.htm

Written requests may be dclivercd to the following Cowrty Officials in person or by mail:

o If the request is for a public record rctained by thc County Sh€riff Dqartne[t, lhe
written request needs to be delivered to:

. Grand Traverse County Sheriff
Atto: Investigative Captain
851 Woodmere Ave
Traverse City, MI49686
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o If the rcquest is for a public record retaincd by the County Health Department, the written
request needs to be delivercd to:

r Grand Travers€ County Healttr Departuent
Attn: Hslth Director
2600 t aFranier Road
Traverse City, MI 49686

o Ifthe requcst is for a public record relained by all other Courty Departments, including
the Board of Commissioners, and other elected officials, the written request ne€ds to be
delivered to:

. Grand Traverse Couty Prosecuting Attorney
324 Court Str€et
Traverse City, MI 49684

Requests may bc faxed to the following Departusnts:

o If the request is for a public rccord retained by the County Sheriff Dcparment, the
written rcquest needs to be faxed to: (231) 995-5010.

o If the request is for a public record retained by the County Health Departrnent, the written
request needs to be faxed to: (231) 995-6117.

o Uthe rcqucst is for a public rccord retained by all other County Deparments, including
$e Board of Commissiouers, and other elected officials, the written request needs to be
faxed to (23 I ) 922-4698 .

To ensure a prompt response, faxed requests should contain the term "FOIA" or "FOIA
Request" on the first/cover page.

Requests may be emailed to:
o If the request is for a public record rctained by the County SheriffDepartrneag

sherifffoia@ gtsheriff.org
o Ifthe request is for a public record retained by the County Health Departnent,

healthfoia@ glchd. org,
o If the rcquest is for a public record retqined by all olher Coutrty D€parhents, hcluding

the Board of Commissioners and other elected officials, couutyfoia@grandtaverse,org
o To ensure a prompt rcsponse, anail requess should contain the term "FOIA" or "FOIA

Request" in the subject line,

2. Whrt kind of response can I expect to my request?

Within 5 business days af,er receiving a FOIA request the County will issue a response. Ifa
request is received by fax or email, the rcquest is deemed to have been received on tle followiag
business day. Thc County will r€spond to your request in one of the following ways:

o Grant the request,
o Issue a written notice denying the request,
o Grant the rcquest itr part and issue a writtcn notice denying in part the rcquest,

o Issue a notice indicating that due to the nature of the rcqucst the County needs atr

additional l0 business days to rpspond, or
o Issue a written notice indicating that the public record rcquested is available at no

charge on the County's website
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If the request is granted, or granted in part, the County will ask that payment be made for the
allowable fees associated with responding to the requ€st beforc thc public record is made
available.

If the cost ofprocessing the request is expected to exceed $50, or if you have not paid for a
previously granted request, the County will require a deposil before processing the rrquest.

3. Whst sre the County's d€posit requiremetrts?

If fte County has made a good faith calculation that the total fee for processing ttre request will
exceed $50.00, the Courty will rcquir€ that you provide a dcposit in the amount of50% ofthe
total estimated fee. Wlen the County requests the deposit, it will provide you a non-binding best
efforts estimate ofhow long it will ake to pocess lhc request after you have paid your deposit.

Ifthe County receives a request from a person who has not paid the Cou[ty for copies ofpublic
records made in fulfillnent of a previously granted written request, the County will require a
deposit of l00o/o of the estimEted proc€ssing fee before it begins to search for the public record
for any subsequent written request when g! of the following conditiom exist:

o The final fee for the prior written request is not more than 105% of the estimated
fee;

o The public records made available contained the information sought in the prior
wdtt€n rEquest and rc,mfi in the County's possession;

o The public records were made avsilable to the individual, subject to paym.enq
within the best effort tine frame estimated by the Coutrty to provide the records;

o Ninety (90) <lays have passed since the County notificd the individual in writing
that the public records were available for pickup or mailing;

o The individual is rmable to show proof of prior payment to the Coutty; and
o The County has calculated an estimated detailed itemization that is the basis for

the current written request's increased fee deposit.

The Cormty will not require the 100o/o estimated fee d€posil if any of frc following apply:

o The person making the request is able to show proofofprior payment in full to the
County;

o The County is subsequently paid in full for all applicable prior \lrinen rEquests; or
o Three hundred sixty five (365) days have passed sincc the pcrson made the rEquest for

which fi l payment w8s not It nitted to the County.

4. Eow doe3 the County crlcul.te FOIA proco$ing feec?

The Michigan FoIA statute pennits the county to charge for the following costs associated with
proccssi::g a rcqucst:

l.abor costs associated with copying or duplication, which includes making paper copies,
making digital copies, or transferring digitar public rccords to non-papcr physical media'
or though the Int€rnet-
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Labor costs associated with searching for, locating and examining a requested public
reoord, when failure to charge a fee will result in unreasonably high costs to the Coutrty.

labor costs associated with a review of a rccord to s€parate and delerc information
exempt from disclosure, when failure to charge a fee will result in unrersonably high
cosB to the County.

The cost of copying or duplication, not including labor, of pap€r copic,s of public rccords.
This may include the cost for copies ofrecords already on the County's web,site ifyou
ask for the County to make co,pies.

The cost ofcomputer discs, computa tap€s or other digital or similar media when the
rcqu€ster asks for r€cords in non-paper physical media. This may include the cost for
copies ofrecords already on the County's wcbsite ifyou ask for the County to make
copics.

The cost to mail or send a public record to a rcquestor.

Lsbor Costs

All labor costs will be estimatcd and chargcd in l5-minute incremeirts, with all partial
tine incr€rnents rou[ded down. If the time involved is less than 15 minutes, therc will be
no charge.

Labor coss will bc chargcd at the hourly wagc ofthe lowcst-paid County employee
capable of doing the work in thc spccific fee catcgory, regardless ofwho achrally
performs work.

Labor costs will also include a charge to cover or partially cover the cost of fringe
benefits. County may odd up to 50% to the applicable labor charge E nount to cover or
partially mver the cost of fringe beirefits, but in no case may it crc€ed the actual cost of
fringe beacfits.
Overtime wagcs will not be included in labor costs unlcss agreed to by the rcquestor;
oveatime costs will Dot b€ used to cslculate the fringe benefit cost.

Contractcd labor costs will be charged at the hourly rate of $48.90 (6 times the state

minimum hourly wage)

A labor cost will not be charged for the search, examination, review and the dcletion and separation of
exempt from nonexempt information unlcss failure to charge a fee would rcsult in unreasonably high
costs to the County. Costs are unreasonably high when they ae excessive and beyond the normal or usual

amount for those services comparcd to the County's usual rOIA rcqucats, because of the nature ofthe
request in the particular instance. Thc County must specifically idcntiff the naturc ofthe unreasonably

high costs in writing.

Copying and Duplicetion

The County must usc lhe most e€onomical method for making copies of public records, including

using double-sided printing, if cost-saving and available.
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Non-paper Copies on Physical Media

The cost for records provided on non-paper physical media, such as computer discs,
computer tapes or other digital or sirnilar media will be at thc actual and most reasonably
ecooomical cost for the non-paper media-

This cst will be charged only if the CouDty has the technological cspability nsccssar5r to
provide the public rEcord in the rcquestcd non-paper physical media format.

Paper Copics

Paper copies ofpublic records made on standard letter (8 % x I l) or legal (8 % x 14)
sized paper will not exceed $.10 per sheet ofpaper.

Copies for non-staadard sized sheets will paper will reflect th€ actual cost of
reproduction,

Mrittrg Corts

. The cost to mail public records will use a reasonably economical andjustifiod means.

. The County may chargc for the least expensivc form ofpostal &livery confimration.

. No cost will b€ made for enpedited shipping or insura:rce rmless you rcquest it.

Weiver of Fcer

The cost of the search for and copying of a public record may be waived or reduced if in the sole
judgrr.ent of the FOIA Coordinator a waiver or reduced fee is in the public inl€r€st because it can be
considered as primarily benefitting the general public. Thc County Board of Commissioners may identi&
specifc records or types ofrecords it deems should be made available for no charg. or at a r€duced cost.

5. How do I quelify for rn lndigence dlscount on the fee?

The County wi[ discount the fust $20.00 of fees for a requcst if you submit an affidsvit stating that you
ane:

. Itrdigcnt aod recciving specific public assistance; or

o Ifnot recciving public assistance, stating facts dernonstrating an inability to pay because
of indigencc.

You arc 49! eligiblc to rcceive the 920.00 discount ifyou:

' Have previously received discounted copies ofpublic records from the county twice
during the calendar year; or

' Are requesting information on behalfofother pe.sons who are ofrering or pmviding
paym€nt to you to make thc request.
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An afEdavit is swom stst€meot. For your convcnience, the County has provided an Affidavit of Indigcnce
for the waiver of FOIA fees on the back of the County FOIA Request Fofln, which is available on the
County's website: www.gmndtravene.org/foia-

6. May a nonproflt organlzadon receive a dbcount on the fce?

A nonpmfit orgaization advocating for developmentally disabled or mantally ill individuals that is
formally designated by the statc to carry out activitics utrd€r subtide C of the fedcral develop,mental
disabilities assistance and bill of rights act of 2000, Public Law 1 0G402, and the protection and advocacy
for individuals with mental illaess act, Public kw 99-319, may receive a $20.00 discount if the request
meets all of the following requirements in the Act:

o Is made directly on behalf of the orgaoization or its clients.
o Is made for a rcason wholly consistcnt with the miqsion and provisions of those laws

under section 931 ofthe mental heslth code, 1974 PA 258, MCL 330.1931.
o Is accompanied by documentation ofits designation by the state, ifrequesled by the

public body.

6, How mry I chdlenge the denlrl of a publlc record or an exccaslve fee?

Appeal of a Deniel of. Publlc Record
If you believe that all or a portion of a public record has not been disclosed or has been improperly
exemptcd fiom disclosure, you may appeal to the County Board of Commissionen by filing a written
appeal of the denial with the office of the County Aakdrdstator.

The appeal must be in writing specifically state the word "appeal," and idmti$ fre reason or reasons you

are seeking a reversal ofthe denial. You may use the County FOIA Appeal Form (To Aprpeal a Deaial of
Records), which is available on the Cormty's website: www.gandbaverse.org/foi&

The Cormty Board of Commissioners is not considered to havc rcccivcd a uritten appesl until the filst
regularly scheduled County Commission meeting following submission of the written appcal. Within 10

business days of receiving the appeal the County Board of Commissioners will respond in writing by:
r Revershg the disclosure denial;
r Upholding the disclosure denial; or
o Revsrse the disclosurc dcnial in part and uphold the disclosue denial in part.

Whether or not you submitted an appeal ofa denial to the County Board of Commissioners, you may file
a civil action in the County Circuit Coun \yithin 180 days after the County's frnal determination to deny
your request. Ifyou prevail in the civil action the cowt will award you reasonable attomeys' fees, cosls

and disburscments. Ifthe coufi determines that the Couoty acted arbitrarily and capriciously in refirsing to
disclose or provide a public rccord, the cout shall award you damagcs in thc amount of $1,000.

Apperl of an Ercess FOIA Processlng Fee

Ifyou believe that the fee charged by the County to process your FOIA request cxceeds the amount

permifted by st8te law, you must first eppeal to the County Board of Commissionen by filing a written

appeal for a fee reduction to Ole office of the County Administrator.
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The appeal must spccifically state the word "appeal" and identi! how the rcquircd fee exceeds the
amount permitted. You may use thc County FOIA Appeal Form (To Appeal an Excess Fee), which is
available at the County Building aad on the County's website: wwr .grandtrav€Ne.org/foia.

The Cormty Boord of Cornmissioners is not considercd to have rcceived a written appcel until the first
rcgularly scheduled County Commission meeting following submission of the written appeal. Within 10

busincss days after receiving the appea.l, the County Board of Commissioners will respold in writing by:
o Waiving lhc fec;
. Rcducing the fce and issue a *rittcn det€Nmination indicating the spccific basis that supports the

remaining fee;
. Upholding the fee and issue a written detsrminstion indicating the specific basis that suppons the

rcquired fee; or
o Issuing a notice detailing the reason or reasons for extending for not mor€ thur l0 business days

the period dwing which ihe County Board of Corrmissioners will respond to the written aprpeal.

Within 45 rlays after rcceiving notice of the County Board of Commissioner's determination of the
processing fee appeal, you may conrmence a civil action in the Couuty Circuit Court for a fee reduction.
If you prevail in the civil action by receifig a reduction of 50% or more of lhe total fee, the court may
award all or appro'priate amount ofreasonable atttrneys' fees, c.sts and disbursemenB. Iftlrc court
determines that the Comty acted a$itarily and capriciously by charging an cxcessive fee, court may also
award you punitive clamages in the amount of $500.
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