REQUEST FOR PUBLIC RECORDS

PURSUANT TO THE DELAWARE FREEDOM OF INFORMATION ACT
29 Del, C. ch. 100

TO (name of public body)

YOUR NAME DATE OF REQUEST

MAILING ADDRESS

TELEPHONE {optional) EMAIL (optional)

RECORDS REQUESTED: (Be as specific as you can, describing types of records, dates, parties to
correspondence, subject matter, etc. The public body will make every reasonable effort to assist you in
identifying the record being sought. Requests for voluminous records may be delayed.)

There may be costs involved in responding to your request. The public body can require you to examine
the records at the office of the public body. Refer to the public body's policy or regulations for
information about costs and access to records,

PLEASE CONTACT ME IF COSTS WILL BE GREATER THAN

*Within 15 business days from receipt of your request the public body must either provide you with
access to the records, deny your request, or state that additional time is needed.*

NOTICE: Under Delaware’s Freedom of Information Act, 29 Del. C. §§ 10001-10006 ("FOIA™), a FOIA request or petifion,
along with any information contained therein or any documents attached thereto, submitted to any “public body” subject to
FOIA, including, without limitation, any board, bureau, commission, department, agency or committee of the State, may itself be
deemed a “public record” subject to disclosure under FGIA,




TOWN OF FENWICK ISLAND, DELAWARE

Freedom of Information Act (FOIA) Information
TITLE 29
State Government
General Regulations for State Agencies
CHAPTER 1. FREEDOM OF INFORMATION ACT

(1) Fees. — Unless otherwise set forth in the Delaware Code or any applicable code of a
county or municipal public body, the following fees shall apply:

(1) Photocopying fees. — In instances in which paper records are provided to the
requesting party, photocopying fees shall be as follows:

Standard-sized, black and white copies: The first 20 pages of standard-sized, black and
white copies material shall be provided free of charge. The charge for copying standard
sized, black and white public records for copies over and above 20 shall be $0.10 per shect
($0.20 for a double-sided sheet). This charge applies to copies on the following standard
paper sizes: 8.5"x 11", 8.5"x 14", and 11" x 17".

Oversized copies/prinfouts: The charge for copying oversized public records shall be as
follows: 18" x 22", $2.00 per sheet; 24" x 36", $3.00 per sheet; documents larger than 24" x
36", $1.00 per square foot.

Color copies/printouts: An additional charge of $1.00 per sheet will be assessed for all
color copies or printouts for standard-sized copies (8.5" x 11", 8.5" x 14", and 11" x 17")
and $1.50 per sheet for larger copies.

(2) Administrative fees. — Administrative fees shall be levied for requests requiring more
than 1 hour of staff time to process. Charges for administrative fees may include staff time
associated with processing FOIA requests, including, without limitation: identifying
records; monitoring file reviews; and generating computer records (efectronic or print-
outs). Administrative fees shall not include any cost associated with the public body's legal
review of whether any portion of the requested records is exempt from FOIA. The public
body shall make every effort to ensure that administrative fees are minimized, and may
only assess such charges as shall be reasonable required to process FOIA requests. In
connection therewith, the public body shall minimize the use of nonadministrative
personnel in processing FOIA requests, to the extent possible.

Prior to fulfilling any request that would require a requesting party to incur administrative
fees, the public body shall provide an itemized written cost estimate of such fees to the
requesting party, listing all charges expected to be incurred in refrieving such records.
Upon receipt of the estimate, the requesting party may decide whether to proceed with,
cancel, or modify the request.

Administrative fees will be billed to the requesting party per quarter hour. These charges
will be billed at the current hourly pay grade (prorated for quarter hour increments) of the
fowest-paid employee capable of performing the service. Administrative fees will be in
addition to any other charges incurred under this section for copying fees.




When multiple FOIA requests are submitied by or on behalf of the requesting party in an
effort to avoid incurring administrative charges, the public body may in its discretion
aggregate staff time for all such requests when computing fees hereunder. Notwithstanding
the foregoing, any Freedom of Information Act policy adopted by a public body pursuant
to subsection (b) of this section hereunder may include provisions for the waiver of some
or all of the above administrative fees; provided that such waiver shall apply equally to a
particular class of persons (i.e., nonprofit organizations).

(3) Microfilm and/or microfiche printouts. — The first 20 pages of standard-sized, black
and white material copied from microfilm and/or microfiche shall be provided free of
charge. The charge for microfilm and/or microfiche printouts over and above 20 shall be

$0.15 per sheet.

(4) Electronically generated records. — Charges for copying records maintained in an
electronic format wilf be calculated by the material costs involved in generating the copies
(including but not limited to DVD, CD, or other eclectronic storage costs) and
administrative costs.

(5) Payment. — The public body may require all or any portion of the fees due hereunder
to be paid prior to any service being performed pursuant to this section.

60 Del. Laws, c. 641, § 1; 70 Del. Laws, c. 186, § 1; 78 Del. Laws, ¢. 10, § 1; 78 Del. Laws, c.
202,§ 1,78 Del. Laws, ¢. 382, § 1,;

FOIA Coordinator (s):Town Manager / Town Clerk
Town of Fenwick Island
800 Coastal Highway
Fenwick Island, Delaware 19944
Phone: (302) 539-3011
Fax: (302) 539-1305

www.fenwickisland.org




