
Michigan Freedom of Information Act Procedures and Guidelines 

The Michigan Freedom of Information Act (FOIA) provides for public access to certain 
public records, permits the charging of prescribed fees and deposits, and provides 
remedies and penalties for non-compliance. A person has a right to inspect, copy, or 
receive copies of certain requested public records. Some public records are permitted or 
required not to be disclosed. The District is a public body that must comply with FOIA. 
The District has established the following Procedures and Guidelines to implement FOIA. 
For purposes of these Procedures and Guidelines, terms have the same meaning as 
defined in FOIA. A complete copy of FOIA is available on the Michigan Legislature's 
website at www.legislature.mi.gov. 

These Procedures and Guidelines (which include a Public Summary and a Fee 
Itemization Form) are available on the District's website at: www.fowlervilleschools.org. 
This link or a physical copy of these Procedures and Guidelines will be included in each 
of the District's FOIA responses. Paper copies of these Procedures and Guidelines are 
available upon request by a visitor at the District's Central Administration Offices, located 
at 7677 W. Sharpe Rd. Suite A Fowlerville, Ml 48836. 

A. Written Public Summary

1. How to Submit Written Requests

A written request to inspect, copy, or review a public record should be submitted to
the District's FOIA Coordinator.

FOIA requests can be sent via U.S. Mail to: 7677 W. Sharpe Rd. Suite A
Fowlerville, Ml 48836.

FOIA requests sent via email should be sent to: stuardm@fowlervilleschools.org
FOIA requests sent via fax should be faxed to: 517-223-6022

A request must describe the public record in sufficient detail to enable the
District to find the requested record. A sample Request Form is appended to
these Procedures and Guidelines as Attachment A

A request must include the requester's (1) complete name (first and last name),
(2) mailing address, and (3) either phone number or email address. A request
made by an organization must include the contact information of its agent or
representative. Any mailing address provided must be in a format that complies
with United States Postal Service addressing standards. This information is not
required for a request by an individual who qualifies as indigent under FOIA
(i.e., by submitting an affidavit that describes the individual's indigence).

A person may subscribe to future issuances of public records created, issued, 
or disseminated by the District on a regular basis, such as notices of board 
meetings. A subscription is valid for up to 6 months and may be renewed by the 
subscriber. 
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B. Procedures and Guidelines
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1. Requests

a. All "persons," except those persons incarcerated in state or local
correctional facilities, are entitled to submit a FOIA request to the District. A
"person" is defined for purposes of the FOIA to mean "an individual,
corporation, limited liability company, partnership, firm, organization,
association, governmental entity, or other legal entity." A request made by a
"person," other than an individual (e.g., a corporation, firm, governmental
entity) must include the requester's complete name (first and last name),
mailing address, and either the phone number or email address of the
"person's" agent who is an individual. Any mailing address provided must
comply with United States Postal Service addressing standards.

b. A FOIA request is a written request to inspect, copy, or receive copies of a
public record. A request must describe the public record in sufficient detail
to enable the District to find the requested record. The District suggests that
requesters use the sample Request Form appended as Attachment A

c. FOIA requests must be in writing. If, however, a person makes an oral
request for information that is available on the District's website and if the
employee to whom the request is directed knows that the information is
available on the District's website, that employee must inform the requester
that the information is available on the District's website.

d. The District's FOIA Coordinator is responsible to process requests to
inspect, copy, or receive copies of public records. FOIA requests should be
sent to the District's FOIA Coordinator. 

i. FOIA requests can be sent via U.S. Mail to: 7677 W. Sharpe Rd. Suite
A Fowlerville, Ml 48836.

email should be sent to:  ii. FOIA requests sent via   
stuardm@fowlervilleschools.org

iii. FOIA requests sent via fax should be faxed to: 517-223-6022

If an employee of the District receives a written request to inspect, copy, or 
receive copies of a public record, the employee should promptly forward the 
request to the District's FOIA Coordinator. A requester is not required to use 
the District's sample Request Form or to include the word "FOIA" in the 
request. Therefore, all written requests to inspect, copy, or receive copies 
of records should be promptly forwarded to the FOIA Coordinator for review. 

e. The FOIA Coordinator will keep a copy of all written requests for public
records received by the District on file for a period of at least 1 year.
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