APPENDIX B: MODEL FOIA FORMS
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FOIA Form 1

TYPES OF PUBLIC RECORDS MAINTAINED BY THE VILLAGE*
The types of public records maintained by the Village of Bradley and available for inspection include the following:
GENERAL


Ordinances*


Meeting schedules*


Meeting agenda, minutes and resolutions*


Village policies and administrative procedures*


Legal notices


Employee names, titles, and dates of employment


Official bonds


Records of Village ownership of real or personal property


Contracts


Contractors’ records of their employees on public works of the Village

FINANCIAL


Annual budgets*


Tax levies*


Audit reports*


Annual financial statements*


Bills or invoices issued and received by the Village 


Receipts for revenue

Note:

Exemptions under the Illinois Freedom of Information Act may allow non-disclosure of some parts of public records maintained by the Village.
* Asterisked items describe types of records which will be made available immediately upon request.
FOIA Form 2

NOTICE OF PROCEDURE FOR REQUESTING RECORDS

Requests for public records must be in writing and may be submitted on FOIA Form 3, available at:

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
www.bradleyil.org 

Requests for records should be directed to: 

Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
No fees shall be charged for the first 50 pages of black and white, letter or legal sized copies requested. After the first 50 pages, the fee for black and white, letter or legal sized copies shall be 15¢ per page. Actual cost will be charged for other documents not of standard size and for the recording medium (e.g. compact disk, tape, DVD). The Village may waive or reduce fees if the person requesting the records states the specific purpose for the request and indicates that a waiver or reduction of fees is in the public interest.  

The Village shall charge $1 for certifying a record.

FOIA Form 3

REQUEST TO INSPECT AND/OR COPY RECORDS

Date:






To:
Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
I hereby request to 
inspect
 copy*          the following records: 

  (Please describe requested records as specifically as possible, attaching additional page if necessary.)
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

* There is no copying fee for the first 50 black and white standard-sized copies. The fee for additional copies is 15¢ per page. Actual cost will be charged for copies of documents not of standard size, and for the recording medium (e.g., compact disk, tape, DVD), when applicable.  The Village shall charge $1 for certifying a record.

Is this request for a commercial purpose?



Yes

No

Are you requesting a waiver or reduction of copying fees?

Yes

No

If yes, what is the purpose of this request? 






  





Requester’s (Printed) Name








  






Requester’s Signature

[Address]





[Phone Number]




[E-mail Address]




FOIA Form 4

NOTICE FOR RECORDS INSPECTION AND/OR COPYING

Date:






To:
[Requester]





[Address]





[Address]





This will confirm the Village of Bradley’s receipt on__________[date of receipt] of your request dated 

 to inspect and/or copy the record(s) described in that request.

The following record(s) responsive to your request are posted and may be reviewed on and downloaded from the Village’s website at www.bradleyil.org.
:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The following additional record(s) responsive to your request may be inspected and/or copied during business hours at ___________________________________________.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please contact me to schedule your visit to inspect and/or copy the records, or if you have any questions.

Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
FOIA Form 5

Notice OF [Denial] [Partial Denial] OF Records Request

Date:






To:
[Requester]





[Address]





[Address]





This will confirm the Village of Bradley’s receipt on _________[date of receipt] of your request dated


 to inspect and/or copy the record(s) described in that request. 

The Village is declining to produce the following record(s) responsive to your request for the reason(s) stated below.  The reasons for the denial are described further in the Explanation of Factual Basis and Legal Authority for Denial, enclosed with this Notice. 

	Responsive Record
	Reason for Denial

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


The name of the person responsible for the denial is [ Name and Title ].  
You may ask the Illinois Attorney General’s Public Access Counselor (PAC) to review this decision concerning your records request, by submitting a Request for Review to the PAC by electronic mail or U.S. Mail within 60 days after this denial or partial denial of your request.   A Request for Review by the PAC should be directed to:

Public Access Bureau

Office of the Attorney General

500 S. 2nd Street

Springfield, Illinois 62706

publicaccess@atg.state.il.us 

The PAC’s telephone number is (217) 558-0486.

You also have the right to administrative review by a court of law pursuant to Section 11 of the Illinois Freedom of Information Act.

Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
Enclosure:  Explanation of Factual Basis and Legal Authority for Denial

FOIA Form 6

NOTICE OF INTENT TO DENY RECORDS REQUEST

BASED ON CERTAIN STATUTORY EXEMPTIONS

Date:






To:
[Requester]





[Address]





[Address]





This will confirm receipt on  _______[date of receipt]   of your request dated 

 to inspect and/or copy the records described in that request.

Please be advised that the Village of Bradley intends to deny your request as to certain of the responsive records involved, for the reason that they are exempt under from inspection and copying under one or both of the following sections of the Illinois Freedom of Information Act (“FOIA”):

Section 7(1)(c) – pertaining to records, the disclosure of which would result in an unwarranted invasion of personal privacy

Section 7(1)(f) – pertaining to preliminary policy drafts

The records involved are listed in the Detailed Summary of Basis for Asserting Exemption(s) which is enclosed with this Notice.

A copy of this Notice has been provided to the Illinois Attorney General’s Public Access Counselor (PAC) as required by the FOIA.  Within five (5) working days after receipt of this Notice, the PAC will notify you whether further inquiry is warranted. The time within which the Village is required to respond to your request is tolled (stops running) during the PAC’s review of whether the Village may assert the exemption(s). 

Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
Enclosure:  Detailed Summary of Basis for Asserting Exemption(s) 

FOIA Form 7

NOTICE OF NEED FOR ADDITIONAL TIME TO RESPOND TO RECORDS REQUEST

Date:






To:
[Requester]





[Address]





[Address]





This will confirm receipt on  _______[date of receipt]  of your request dated 

 to inspect and/or copy the record(s) described in that request. 

Please be advised that the Village of Bradley is extending the time period for response by an additional five business days from the original due date of _[ insert date which is five business days after date of receipt ] .  
We are unable to comply with the request within five business days of receipt because:

___
The requested record(s) are stored in whole or part in another location.

___
A substantial number of records must be collected.

___
The request has been made in categorical terms and an extensive search for records responsive to the request is required.

___
The requested record(s) have not been located in the course of routine search and additional efforts are being made to locate them.

___
The requested record(s) must be examined and evaluated by personnel having the necessary competence and discretion to determine if they are exempt from disclosure or should be disclosed only with appropriate deletions.

___
The request for records is made in categorical terms and cannot be complied with in five business days without unduly burdening the operations of [ insert name of public body ].  The Village hereby extends an opportunity to you to reduce the request to manageable proportions.  Please call the undersigned to discuss how we may work with you to accommodate your request. 
___
The Village needs to consult with another public body or among two or more components of a public body having a substantial interest in the subject matter of the request.

A response will be provided on [insert date which is 10 business days after date of receipt]_, unless you agree to allow the Village to have until  [insert preferred date of response]  to respond, by contacting the undersigned at your earliest convenience. Your consent to this longer period for response would be appreciated.                      
Gail A. Schultz

Deputy Village Clerk

Village of Bradley
147 South Michigan Avenue
Bradley, Illinois 60915
(815) 932-2125

gaschultz@thevillageofbradley.com
DO NOT WRITE IN THIS SPACE





___________________________


Date Received by Village
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