





CITY OF HART

WRITTEN PUBLIC SUMMARY OF FOIA PROCEDURES AND GUIDELINES

Consistent with the requirements of the Michigan Freedom of Information Act. Act 442, Public Acts of
Michigan. 1976. as amended (“FOTA™). the following is the Written Public Summary ot the City of Hart's
FOIA Procedures and Guidelines. This document is meant to provide a summary ot the FOIA procedures.
but all persons submitting a request for public records are encouraged to review the full Procedures and
Guidelines. I you have any questions about submitting a request or the FOLA process. please contact Stan
Rickard. the FOIA Coordinator at srickard « ci.hart.mi.us

. How do I submita FOILA request to the City of Hart?
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Requests to inspect or obtain copies of public records prepared. owned. used. possessed
or retained by the City of Hart must be submitted in writing.

A request must sufficiently describe a public record so as to enable the City of Hart to
find it.

No specitic form to submit a written request is required. However a FOIA Request form
for your use and convenience is available on the Cinv of Hart's website at
www citvothart.org.

Written requests can be made by delivery to the City of Hart's City Hall in person or by
mail. and should be addressed to the attention ot the FOIA Coordinator.

Reguests can also be made by facsimile to (231)-873-0100. A request may also be
submitted by e-mail to rsplarte ¢ citvothart.org To ensure a prompt response. e-mail
requests should contain the term "FOIA " or "FOLA Request” in the subject line and be
sent to

Note: If vou are serving a senience of imprisonmment in o local. state or federal
correctional facility you are not entitled to submit a request for a public record.

2. When and how will the City of Hart respond to my request?

Within 3 business dayvs of receipt of a FOIA request the City of Hart will issue a
response. If a request is received by facsimile or e-mail the request is deemed to have
been received on the following business day.

It the request is emailed and goes to the spam or junk mail folder. it will not be
considered “received ™ until | dav after the City of Hart becomes aware of the request.
The City of Hart will respond to vour request in one of the tollowing ways:

i. Grant the request- This means the City of Hart will make the requested public
records available for inspection or will provide copies ot the requested public
records.

i Issue a written notice denving the request- This notice will contain an
explanation as to why the City of Hart has denied the request. A request will be
denied it the information requested is exempt from discloswre under FOIA or
another statute. or it the requested public record does not exist.

il Grant the request in part and issue a written notice denying in part the request- 11
some of the requested public record is exempt from disclosure. the City of Hart
will make the non-exempt portions ot the public record available for inspection
or will provide copies.

iv. Issue a notice indicating that due to the nature of the request the City needs an
additional 10 business days to respond- The City of Hart may issue one 10 day
extension.































































