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A meeting of the Leslie City Council was held at 7:00 pm on Monday, June 29, 2015 at Leslie City Hall, 107 E Bellevue 
Street, with Mayor Pro Tem Fox presiding. 
PRESENT:  Councilmembers Pamela Beegle, Alison Cargill, Randy Fox, Shelly Motes, Jennifer Shuster, and Mayor 
Pete Zamora. 
ABSENT:   Derek Flory (exc). 
ALSO PRESENT:  City Clerk Denae Davenport, and Finance Director Sue Korson. 
Mayor Zamora led those present in the Pledge of Allegiance. 

PURPOSE OF THIS MEETING:  ON THE AGENDA TO BELOW. 
Conduct Fiscal Year End Business for Leslie City Fiscal Year, July 1, 2014 through June 30, 2015. 
 

I. Approval of the Agenda. 
Motion Beegle, second Morrison to approve the agenda. All ayes. Motion carried. 
 

II. Approval of Payment of Bills.   
Motion Morrison, second Beegle to approve the payment of Bills. All ayes. Motion carried. 
 
  INVOICE SUMMARY   
Date:6/29/15   JUNE 29, 2015 COUNCIL MEETING BILLS  
  DETAILS AVAILABLE UPON REQUEST  
VENDOR   DESCRIPTION AMOUNT STATUS 

AARDVARK PEST CONTROL PEST SERVICES AT CITY OFFICES 390.00 Paid 

AEDS DIRECT 
LFD 1/2 TWP 2 - AED AUTOMATED EXTERNAL 
DEFIRBRILLATOR 2,710.00 Open 

AEDS DIRECT 
AED AUTOMATED EXTERNAL DEFIRBRILLATOR - 1 
CITY OFFICES, 1 LPD, 1 DPW 4,174.24 Open 

ALERUS FINANCIAL RETIREMENT FOR MGR & HYBRID EMPL 68.81 Paid 

ALERUS FINANCIAL RETIREMENT FOR MGR & HYBRID EMPL 80.82 Paid 

AM-PAK MEDICAL EXPRESS RESTOCK FIRST AID KIT DPW 53.75 Open 

AM-PAK MEDICAL EXPRESS RESTOCK FIRST AID KIT CEMETERY 46.00 Open 

ARROW UNIFORM DPW UNIFORM RENTAL 128.72 Open 

ARROW UNIFORM DPW UNIFORM RENTAL 128.72 Paid 
ASSOCIATED GOVERNMENT 
SERVICES, INC PRMITS & INSPEC APR 16- MAY 15 2015 667.00 Open 
ASSOCIATED GOVERNMENT 
SERVICES, INC PRMITS & INSPEC MAY 16- JUNE 16 2015 1,493.00 Open 

AT&T  MONTHLY PHONE BILLS 579.59 Paid 

AT&T LONG DISTANCE LONG DIST BILL 9.70 Paid 

AT&T LONG DISTANCE LONG DIST BILL 0.14 Paid 

BADER & SONS CO ZERO TURN MOWER, JOHN DEERE 4,300.00 Open 
BLUE CROSS BLUE SHIELD OF 
MICHIGAN EMPLOYEE HEALTH INS 2,543.81 Paid 
BLUEGRASS LANDSCAPE 
SUPPLY 

CEMETERY TRENCHER (WATER LINES), TOPSOIL & 
CRUSHED CONCRETE 229.20 Paid 

BRIAN WILSON LAWN CARE WEED ORDINANCE VIOLATION MOWING  730.00 Paid 

BYRUM HARDWARE LFD 1/2 TWP STATION SUPPLIES 262.58 Paid 

BYRUM HARDWARE LFD 1/2 TWP STATION SUPPLIES 19.92 Paid 

BYRUM HARDWARE DPW SUPPLIES, MVP SUPPLIES,  PARKS 250.47 Paid 

CARDMEMBER SERVICE 
OFFICE SUPPLIES, MALCH, WELDING TANKS, DPW 
DESK, DRINKING WATER 2,432.70 Paid 

CARDMEMBER SERVICE SUPPLIES TO STAIN TUTTLE PARK GAZEBO 555.98 Open 

CHERYL NEU FINANCIAL CONSULTING SERVICES 1,560.00 Paid 

CINTAS CORPORATION #725 MAT SERV LPD, LCO, LCH 118.00 Paid 

CINTAS CORPORATION #725 MAT SERV LPD, LCO, LCH 147.64 Open 

CLERY FENCE CO. FENCE FOR BALLFIELD-CHURCH STREET  1,146.43 Paid 

CONSUMERS ENERGY INFRASTRUCTURE ALT CONSUMERS BILL 2,691.88 Paid 

CONSUMERS ENERGY STREET & AREA LIGHTING 2,732.06 Paid 
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CONSUMERS ENERGY INFRA ALT INVOICES 143.97 Paid 

CONSUMERS ENERGY FACILITIES BILLS MONTHLY 3,077.18 Paid 

CONSUMERS ENERGY INFRASTRUCTURE ALTERNATIVES BILLS  3,622.30 Paid 

CONSUMERS ENERGY FACILITIES BILLS MONTHLY 3,225.82 Open 

CRYSTAL HUNTER TUTTLE PARK AND DOWNTOWN PLANTERS 187.50 Paid 

D & G EQUIPMENT, INC. PARTS FOR MOWER 92.33 Paid 

D & G EQUIPMENT, INC. PARTS FOR ZERO TURN MOWER 140.93 Paid 

DEAN LEININGER STUMPGRINDING STUMPS AT CEMETERY  499.00 Paid 

DEAN LEININGER STUMPGRINDING STUMPS  3,280.00 Paid 

ELECTIONSOURCE MAINT & SERVICE OPTECH INSIGHT TABULATOR   340.00 Open 

ELECTIONSOURCE NOMINATION PETITIONS FOR CITY 23.50 Open 

ELHORN ENGINEERING CO. WELLS CHEMICALS 590.00 Open 

ELHORN ENGINEERING CO. WELLS CHEMICALS 251.00 Open 

ETNA SUPPLY COMPANY WATER SERVICE & MAIN SUPPLIES 4,032.93 Open 

ETNA SUPPLY COMPANY SEWER REPAIR ON WASHINGTON & SHERMAN 163.90 Paid 

FASTENAL COMPANY AIR HOSE 300PSI 1/2X50 294.62 Paid 

FASTENAL COMPANY SAFETY GLASSES 40.59 Paid 

FASTENAL COMPANY BAGS OF SALT 462.48 Paid 
FAUSER LAND SURVEYING, 
LLC SURVEY FOR 117 E BELLEVUE 1,200.00 Paid 

FOGG OIL COMPANY DIESEL FUEL  574.75 Paid 

GRUA, TUPPER & YOUNG, PLC ATTY FEES  MAY 2015 2,450.00 Open 

HEIMAN FIRE EQUIPMENT HELICOPTER LANDING ZONE KIT 285.55 Paid 
INGHAM CO DEPT OF TRANS & 
ROADS COLD PATCH 13.5 TON 1,041.17 Paid 
INGHAM CO DEPT OF TRANS & 
ROADS COLD PATCH 5 TON 385.62 Open 
INGHAM COUNTY CHIEF'S 
ASSOC OFFICER I & II TRAINING 150.00 Paid 
INTERSTATE BILLING 
SERVICES, INC REPAIR LOADER 637.50 Open 

JACK DOHENY SUPPLIES, INC. VACTOR PARTS 45.52 Paid 

JACK DOHENY SUPPLIES, INC. VACTOR PARTS 491.90 Paid 

JEFFORY BROUGHTON LLC LFD 1/2 TWP CLIP FOR PAGER 44.00 Paid 

JEFFORY BROUGHTON LLC LFD 1/2 TWP BATTERIES FOR PAGER 22.00 Open 
JFP BENEFIT MANAGEMENT, 
INC. FSA FEES JULY 2015 18.00 Open 

KENNEDY INDUSTRIES INC. WWTP PUMP SEAL FAIL 604.00 Open 

LANSING UNIFORM COMPANY LPD UNIFORM BOOTS 149.95 Open 

LANSING UNIFORM COMPANY LPD UNIFORM  131.90 Open 

LOWES BUSINESS ACCOUNT 
CEMETERY  CEMENT FOR FOOTINGS & DPW 
SUPPLIES 417.41 Paid 

MASON ELEVATOR CO. WEED KILLER 56.25 Paid 

MASON ELEVATOR CO. WEED KILLER & SPRAYER 69.00 Open 

MCGINTY, HITCH, ET AL JD NORMAN TAX TRIBUNAL APPEAL DEFENSE 315.00 Open 

MENARDS  DPW SUPPLIES 20.22 Paid 
MI PUBLIC EMPLOYER LABOR 
RELATIONS  2015-16 MEMBERSHIP LABOR RELATIONS 25.00 Open 

MICHAEL R. KLUCK 
LABOR NEGOTIATIONS & ADVISE HUMAN 
RESOURCE  396.00 Paid 

MICHAEL R. KLUCK LABOR NEGOTIATIONS 802.75 Paid 

MICHIGAN COMPANY INC. PAPER PRODUCTS- TOWEL PAPER 156.15 Paid 

MICHIGAN COMPANY INC. PAPER PRODUCTS- TOWEL PAPER 124.39 Open 

MICHIGAN MUNICIPAL LEAGUE LISTING FOR FINANCE DIRECTOR POSITION 2015 115.30 Paid 

MICHIGAN MUNICIPAL LEAGUE LISTING FOR CITY MANAGER 2015 138.70 Paid 

MICHIGAN PIPE AND VALVE PARTS TO REPAIR SANITARY SEWER  498.22 Paid 

MICHIGAN POLICE LPD UNIFORM DUTY GEAR 87.90 Paid 
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EQUIPMENT CO 

MICHIGAN POLICE 
EQUIPMENT CO REMINGTON PRACTICE AMMO 28.00 Paid 

MICHIGAN SUPPLY CO. SUPPLIES TO REPAIR FAUCET IN RUSSELL PARK 421.72 Paid 

MICHIGAN.COM 
NOTICES WEEDS, MILLAGE RATE, ELECTIONS PUB. 
ACCURACY 1,465.10 Paid 

MICHIGAN.COM NOTICE FOR ANNUAL WATER REPORT-CCR 54.06 Open 

MLIVE MEDIA GROUP PRINT&ONLINE AD FIN DIR/TREAS & CITY MGR 994.44 Paid 

MML WORKERS' COMP FUND QTRLY WORKERS' COMP PREMIUM 2,329.00 Paid 

NAPA AUTO PARTS VACTOR HOSE STOP 20.63 Paid 

NAPA AUTO PARTS 2002 4X4 PICKUP PARTS 186.34 Open 

PAYROLL ACCOUNT PILOHI 2015 30,000.00 Paid 

PAYROLL ACCOUNT CITY SOC SEC FOR PILOHI 2015 2,295.00 Paid 

PAYROLL ACCOUNT PAYROLL DATED 06/11/15 18,928.63 Paid 

PAYROLL ACCOUNT CITY SOC SEC FOR 06/11/15 PR 1,419.70 Paid 

PAYROLL ACCOUNT PAYROLL DATED 6/25/15 18,211.26 Paid 

PAYROLL ACCOUNT CITY SOC SEC FOR 6/25/15 PR 1,364.82 Paid 

PITNEY BOWES CREDIT CORP QTRLY POSTG MTR LEASE 133.80 Open 

QUILL CORPORATION OFFICE SUPPLIES 65.20 Open 

QUILL CORPORATION OFFICE SUPPLIES 65.36 Paid 

QUILL CORPORATION OFFICE SUPPLIES 49.45 Paid 

QUILL CORPORATION PLASTIC BOX FILES 99.92 Paid 

QUILL CORPORATION FILE CABINETS - 2 599.98 Paid 
RELIABLE AUTO SALES & 
SERVICE LLC LPD EXPLORER CAR #82 OIL CHG & FILTER 27.70 Open 

RICOH USA INC MONTHLY PER COPY FEE 99.02 Paid 
RIETH-RILEY CONSTRUCTION 
CO., INC. 9.21 TON ASPHALT 469.71 Paid 
RIETH-RILEY CONSTRUCTION 
CO., INC. 11.18 TON ASPHALT 570.18 Paid 

RON BOGART DPW CLOTHING ALLOWANCE 195.33 Paid 

RON BOGART DPW CLOTHING ALLOWANCE 156.30 Open 

SC SERVICES 117 E BELLEVUE ASBESTOS & HAZ MAT ABATEMENT 2,380.00 Open 
SCHAFER'S LAWN & SNOW, 
INC. STREET SWEEPING MAY 2015 750.00 Open 
SHERRELL'S EXCAVATING 
INC. 40 YDS STONE 1,160.00 Paid 

SIGN CREATIONS BLVD BANNERS  70.00 Paid 

SIMPSON'S SERVICE, INC. LCO, LCH & LPD OFFICE CLEANING 100.00 Paid 

SIMPSON'S SERVICE, INC. LCO, LCH & LPD OFFICE CLEANING 165.00 Open 

SLC METER LLC WARRANTY REPLACEMENT 5/8X3/4LP METER BASE 13.10 Paid 

SLC METER LLC 
1 1/2 BADGER MODEL 120, ELL ELIPTICAL 
FLANGE METER BASE   522.07 Paid 

STATE OF MICHIGAN DRINKING WATER SAMPLES 1.00 Paid 

SUPERIOR SAW REPAIR SAW 309.98 Paid 

TASER INTERNATIONAL TASER CARTRIDGES, HOLSTER 418.26 Paid 
THE STANDARD INSURANCE 
COMPANY EMPL LIFE & DISABILITY  329.86 Paid 

U.S. POSTAL SERVICE POSTAGE FOR POSTAGE METER 1,000.00 Paid 

US BANK  
STREETSCAPE BOND DEPT AGENT FEE-FINAL 
BALANCE 12.50 Paid 

USA BLUEBOOK REAGENTS FOR TESTING WATER 418.84 Paid 

VERIZON WIRELESS CELL PHONES MGR, DPW, LPD  169.23 Paid 

VERIZON WIRELESS LPD MOBILE INTERNET 97.22 Paid 

VILLAGE OF BANCROFT 4 METER PITS 1,225.00 Paid 

WEX BANK MONTHLY GAS CHARGES DPW, LPD  1,312.40 Paid 

WILD SANITATION 3 PORTABLE TOILETS CHURCH(1) & WASHBURN (2)  382.50 Paid 
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WILLIAM ROBERTSON DDA FACADE GRANT 200 S MAIN (PARTIAL)  1,149.50 Paid 
WILLIS INFORMATION TECH., 
INC. CITY OFFICES SET UP FOR NEW FIN DIR 142.50 Open 

WOW! BUSINESS LFD MONTHLY INTERNET 32.97 Open 

   Total: 154,585.94  
 
 

III. Approval of Budget Amendments. 
Motion Motes, second Morrison to approve the Budget Amendments. All ayes. Motion carried.  
 

TO:  Mayor Zamora, and Council Members       

FROM:  Finance Department      

DATE:   May 12, 2015      

SUBJECT: Budget Amendments      

Recommended Action:  Motion to approve the proposed budget amendments as presented.   

 CITY OF LESLIE  

2014-2015 BUDGET  

PROPOSED BUDGET AMENDMENTS  

PUBLIC IMPROVEMENT FUND 
Account 
Number 

Current 
Budget 

Proposed 
Amendment 

Amended 
Budget  

      

Revenue:       
                 
     $               -    

      $               -    

        Increase/(decrease) in Revenue    $                -      
      

Expenses:      
      
      

City Manager Salary/Wage  101-172-703   $ 70,390.00   $    6,691.00   $77,081.00  1 

Insurance and Bonds  101-851-912   $   9,500.00   $    4,800.00   $14,300.00  2 

      

Police Public Improvement Cap Exp  245-301-970   $                -    $    1,400.00   $  1,400.00  3 

                  

Wells & IR Plant Cap Exp  591-556-970   $                -    $  57,500.00   $57,500.00  4 

      

        Increase/(decrease) in Expenditures    $  70,391.00    
      

Net increase/(decrease) to Fund Balances   
 
$(70,391.00)      

      
      
      
      

The above recommended budget amendments are requested for the following    
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reasons: 

      

1 - City Mgr final payck vacation & personal payout      

2 - Property & Liability insurance increase for 14-15      

3 - Police AED Defibulators purchased      
4 - Final invoices for engineering & construction costs - Iron Removal Plant 
Construction    

 
 

IV. Approve the addition of FD Korson as signer on Bank Accounts. 
Motion Fox, second Motes to approve the addition of Finance Director/Treasurer Susan Korson as a 
signer on All City of Leslie Bank Accounts and Safe Deposit Box. All ayes. Motion carried. 
 

V. Approve the City of Leslie Freedom of Information Act (FOIA) Procedures and 
Guidelines.  

Motion Beegle, second Shuster  to Adopt Resolution No. 2015-07 as amended. 
 

CITY OF LESLIE 
RESOLUTION NO. 2015-07 

Resolution to adopt City of Leslie 
Freedom of Information Act  
Procedures and Guidelines 

 
WHEREAS, Public Act 442 of 1976 as amended effective July 1, 2015 requires all municipalities within 

the State of Michigan to formulate and maintain written procedures and guidelines for processing Freedom of 
Information Act requests of the municipality; and  

WHEREAS, the Leslie City Council deems that it is in the best interest of the City to adopt official procedures and 
guidelines. 

NOW, THEREFORE, BE IT RESOLVED, that the City of Leslie Freedom of Information Act Procedures and 
Guidelines shall govern the process used by the City of Leslie.  

ROLL CALL VOTE. 
AYES: Councilmembers Beegle, Fox, Morrison, Motes, Shuster and Mayor Zamora. 
NOES: None. 
ABSTAIN: None. 
ABSENT: Councilmember Flory. 

Motion carried.  Resolution declared adopted. 
 

I hereby certify that the foregoing document is a true and complete copy of a resolution duly adopted by the City 
Council of the City of Leslie, County of Ingham, State of Michigan, at a regular council meeting held on Monday, June 29, 
2015, and that said meeting was conducted and public notice of said meeting was given pursuant to and in full compliance with 
the Open Meetings Act, being Act 267, Public Acts of Michigan, 1976, and that the minutes of said meeting were kept and will 
be or have been made available as required by said Act. 
 

____________________________________ 
Denae Davenport, Leslie City Clerk 

 
 
 

City of Leslie 
Written Public Summary of FOIA Procedures and Guidelines 

 
Consistent with Public Act 563 of 2014 amending the Michigan Freedom of Information Act (FOIA), the following is the Written Public 
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Summary of the City’s FOIA Procedures and Guidelines relevant to the general public. 
 

1.  How do I submit a FOIA request to the City of Leslie? 
 

 Requests to inspect or obtain copies of public records prepared, owned, used, possessed or retained by the City of Leslie 
must be submitted in writing. 

 A request must sufficiently describe a public record so as to enable the City to find it. 
 No specific form to submit a written request is required. However a FOIA Request form for your use and convenience is 

available on the City’s website at www.cityofleslie.org 
 Written requests can be made in person by delivery to the City office in person or by mail. 
 Requests can also be made by fax to 517-589-0156 
 A request may also be submitted by e-mail. To ensure a prompt response, e-mail requests should contain the term "FOIA" 

or "FOIA Request" in the subject line and be sent to davenportd@cityofleslie.org 
 
Note: If you are serving a sentence of imprisonment in a local, state or federal correctional facility you are not entitled to submit a 
request for a public record. 
 

2. What kind of response can I expect to my request? 
 
Within 5 business days of receipt of a FOIA request the City 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. The City will respond to your request in one of the 
following ways: 
 

 Grant the request. 
 Issue a written notice denying the request. 
 Grant the request in part and issue a written notice denying in part the request. 
 Issue a notice indicating that due to the nature of the request the City needs an additional 10 business days to respond. 
 Issue a written notice indicating that the public record requested is available at no charge on the City’s website. 
 Issue a written notice that the document requested does not exist. 

 
If the request is granted, or granted in part, the City will ask that payment be made for the allowable fees associated with responding 
to the request before the public record is made available. If the cost of processing the request is expected to exceed $50, or if you 
have not paid for a previously granted request, the City will require a deposit before processing the request. 
 
 
 

3. What are the City’s fee deposit requirements? 
 

If the City has made a good faith calculation that the total fee for processing the request exceeds 
$50.00, the City will require that you provide a deposit in the amount of 50% of the total estimated fee. When the City 
requests the deposit it will provide you a non-binding best efforts estimate of how long it will take to process the request 
following receipt by the City of your deposit. 
 

If the City receives a request from a person who has not paid the City for copies of public records made in fulfillment of a 
previously granted written request, the City will require a deposit of 100% of the estimated processing fee before it begins 
to search for the public record for any subsequent written request when all of the following conditions exist: 

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

 the public records made available contained the information sought in the prior written request and remain 
in the City's possession; 

 the public records were made available to the individual, subject to payment, within the time frame 
estimated by the City to provide the records; 

 90 days have passed since the City notified the individual in writing that the public records were 
available for pickup or mailing; 

 the individual is unable to show proof of prior payment to the City; and 

 the City has calculated an estimated detailed itemization that is the basis for the current written request’s 
increased fee deposit. 

 

 The City will not require the 100% estimated fee deposit if any of the following apply: 

 the person making the request is able to show proof of prior payment in full to the City; 

 the City is subsequently paid in full for all applicable prior written requests; or 

 365 days have passed since the person made the request for which full payment was not remitted to the 
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City. 
 

4. How does the City calculate FOIA processing fees? 
 

A fee will not be charged for the cost of search, examination, review and the deletion and separation of exempt from 
nonexempt information unless failure to charge a fee would result in unreasonably high costs to the City because of the nature 
of the request in the particular instance, and the City specifically identifies the nature of the unreasonably high costs. 
 
The Michigan FOIA statute permits the City to assess and collect a fee for six designated processing components. The 
City may charge for the following costs associated with processing a request: 

 

 Labor costs associated with searching for, locating and examining a requested public record. 

 Labor  costs  associated  with  a  review  of  a  record  to  separate  and  delete information exempt from 
disclosure of information which is disclosed. 

 The cost of computer discs, computer tapes or other digital or similar media when the requester asks 
for records in non-paper physical media. 

 The cost of duplication or publication, not including labor, of paper copies of public records. 

 Labor costs associated with duplication or publication, which includes making paper copies, making 
digital copies, or transferring digital public records to non- paper physical media or through the Internet. 

 The cost to mail or send a public record to a requestor. 
 
Labor Costs will be charged based on the following components: 

 

 All labor costs will be estimated and charged in 15 minute increments with all partial time increments 
rounded down. 

 Labor costs will be charged at the hourly wage of the lowest-paid City employee capable of doing the work 
in the specific fee category, regardless of who actually performs work. 

 Labor costs will also include a charge to cover or partially cover the cost of fringe benefits. 
 

The cost to provide records on non-paper physical media when so requested will be based on the following requirements: 

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

 This cost will only be assessed if the City has the technological capability necessary to provide the public 
record in the requested non-paper physical media format. 

 

 The cost to provide paper copies of records will be based on the following requirements: 

 

 Paper copies of public records made on standard letter (8 ½ x 11) or legal (8 ½ x 
14) sized paper will not exceed $.10 per sheet of paper. Copies for non-standard sized sheets will paper will 
reflect the actual cost of reproduction. 

 The City may provide records using double-sided printing, if cost-saving and available. 
 

 The cost to mail records to a requestor will be based on the following requirements: 

 

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

 The City may charge for the least expensive form of postal delivery confirmation. 

 No cost will be made for expedited shipping or insurance unless requested. 
 

5. How do I qualify for a reduction of the processing fees? 
 

a. The City may waive or reduce the fee associated with a request when City determines that to do so is in the public 
interest because release of the information is considered as primarily benefitting the general public. 

 

b. The City will waive the first $20.00 of the processing fee for a request if you submit an affidavit stating that you are: 

i. indigent and receiving specific public assistance; or 
ii. if not receiving public assistance, stating facts demonstrating an inability to pay because of 

indigency. 
 

c. You are not eligible to receive the $20.00 waiver if you: 
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i. have previously received discounted copies of public records from the City twice during the calendar year; 

or 
ii. are requesting information on behalf of other persons who are offering or providing payment to 

you to make the request. 
 

d. An affidavit is a  sworn statement. For your convenience the City has provided an Affidavit of Indigency form for 

the waiver of FOIA fees on its website. 

 

e. The City will waive the fee for an nonprofit organization which meets all of the following conditions: 
i. the organization is designated by the State under federal law to carry out activities under the Developmental 

Disabilities Assistance and Bill of Rights Act of 2000 and the Protection and Advocacy for Individuals with 
Mental Illness Act; 

ii. the request is made directly on behalf of the organization or its clients; 
iii. the request is made for a reason wholly consistent with the provisions of federal law under Section 931 

of the Mental Health Code; and 
iv. the request is accompanied by documentation of the organization’s designation by the State 

 
6. How may I challenge the denial of a public record or an excessive fee? 

 

 Appeal of a Denial of a Public Record 
 
If you believe that all or a portion of a public record has not been disclosed or has been improperly exempted from 
disclosure, you may file an appeal of the denial with the City Council. The appeal must be in writing, specifically state the word 
"appeal" and identify the reason or reasons you are seeking a reversal of the denial. 

 
Within 10 business days of receiving the appeal the City Council will respond in writing by: 

 reversing the disclosure denial; 

 upholding the disclosure denial; or 

 reverse the disclosure denial in part and uphold the disclosure denial in part. 
 

Whether or not you submitted an appeal of a denial to the City Council,  you may file a civil action in 
Ingham County Circuit Court within 180 days after the City 's final determination to deny your request. 
Should you prevail in the civil action the court will award you reasonable attorneys’ fees, costs and 
disbursements. If the court determines that the City acted arbitrarily and capriciously in refusing to 
disclose or provide a public record, the court shall award you damages in the amount of $1000.00 

 

Appeal of an Excessive FOIA Processing Fee 
 
If you believe that the fee charged by the City to process your FOIA request exceeds the amount permitted by state law, you 
must first submit a written appeal for a fee reduction to the City Council. The appeal must be in writing, specifically state the 
word "appeal" and identify how the required fee exceeds the amount permitted. 

 
Within 10 business days after receiving the appeal, the City Council will respond in writing by: 

 waiving the fee; 

 reducing the fee and issue a written determination indicating the specific basis that supports the remaining 
fee; 

 upholding the fee and issue a written determination indicating the specific basis that supports the required 
fee; or 

 issuing a notice detailing the reason or reasons for extending for not more than 10 business days the period 
during which the City Manager will respond to the written appeal. 

 

Within 45 days after receiving notice of the City Council’s determination of the processing fee appeal, you may commence a 
civil action in Ingham County Circuit Court for a fee reduction. If you prevail in the civil action by receiving a reduction of 
50% or more of the total fee, the court may award all or appropriate amount of reasonable attorneys’ fees, costs and 
disbursements. If the court determines that the City acted arbitrarily and capriciously by charging an excessive fee, court may 
also award you punitive damages in the amount of $500.00. 

 
Need more details or information? 
This is only a summary of the City of Leslie’s FOIA Procedures and Guidelines.  For more details and information, please contact 
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Denae Davenport, City Clerk at 517-589-8236 or davenportd@cityofleslie.org.   

CITY OF LESLIE 
 

FREEDOM OF INFORMATION ACT PROCEDURES & GUIDELINES 
 
Preamble:  Statement of Principles 

It is the policy of the City of Leslie that all persons, except those who are serving a sentence of imprisonment consistent with the Michigan 

Freedom of Information Act (FOIA), are entitled to full and complete information regarding the affairs of government and the official acts 

of those who represent them as public officials and employees. The people shall be informed so that they fully participate in the 

democratic process. 
 

The City of Leslie's policy with respect to FOIA requests is to comply with State law in all respects and to respond to FOIA requests in a 
consistent, fair, and even-handed manner regardless of who makes such a request. 

 
The City of Leslie acknowledges that it has a legal obligation to disclose all nonexempt public records in its possession pursuant to a FOIA 
request. The City of Leslie acknowledges that sometimes it is necessary to invoke the exemptions identified under FOIA in order to 
ensure the effective operation of government and to protect the privacy of individuals. 

The City of Leslie will protect the public's interest in disclosure, while balancing the requirement to withhold or redact portions of certain 
records. The City of Leslie's policy is to disclose public records consistent with and in compliance with State law. 

Section 1: General Policies 

The City Council acting pursuant to the authority at MCL 15.236 designates the City Clerk as the FOIA Coordinator. He or she is 
authorized to designate other City staff to act on his or her behalf to accept and process written requests for the City’s public records and 
approve denials. 

If a request for a public record is received by facsimile or e-mail, the request is deemed to have been received on the following business 
day. If a request is sent by e-mail and delivered to a City spam or junk-mail folder, the request is not deemed received until one day after 
the FOIA Coordinator first becomes aware of the request. The FOIA Coordinator shall note in the FOIA log both the date the request was 
delivered to the spam or junk-mail folder and the date the FOIA Coordinator became aware of the request. 

The FOIA Coordinator may, in his or her discretion, implement administrative rules, consistent with State law and these Procedures and 
Guidelines to administer the acceptance and processing of FOIA requests. 

The City is not obligated to create a new public record or make a compilation or summary of information which does not already exist. 
Neither the FOIA Coordinator nor other City staff are obligated to provide answers to questions contained in requests for public records 
or regarding the content of the records themselves. 

The FOIA Coordinator shall keep a copy of all written requests for public records received by the City on file for a period of at least one 
year. 

Section 2: Requesting a Public Record 

A person requesting to inspect or obtain copies of public records prepared, owned, used, possessed or retained by City of Leslie must do 
so in writing. The request must sufficiently describe a public record so as to enable City personnel to identify and find the requested 
public record. 

No specific form to submit a request for a public record is required. However the FOIA Coordinator may make available a FOIA Request 
Form for use by the public. 

Written requests for public records may be submitted in person or by mail to any City office. Requests may also be submitted electronically 
by facsimile and e-mail. Upon their receipt, requests for public records shall be promptly forwarded to the FOIA Coordinator for 
processing. 

A person may request that public records be provided on non-paper physical media, electronically mailed or other otherwise provided to 
him or her in lieu of paper copies. The City will comply with the request only if it possesses the necessary technological capability to 
provide records in the requested non-paper physical media format. 

A person who makes a verbal, non-written request for information believed to be available on the City’s website, where practicable and to 
the best ability of the employee receiving the request, shall be informed of the pertinent website address. 
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A person serving a sentence of imprisonment in a local, state or federal correctional facility is not entitled to submit a request for a public 
record. The FOIA Coordinator will deny all such requests. 

Section 3: Processing a Request 

Unless otherwise agreed to in writing by the person making the request, within 5 business days of receipt of a FOIA request the City will 
issue a response. If a request is received by facsimile, e-mail or other electronic transmission, the request is deemed to have been received 
on the following business day. The City will respond to the request in one of the following ways: 

 

 Grant the request. 

 Issue a written notice denying the request. 

 Grant the request in part and issue a written notice denying in part the request. 

 Issue a notice indicating that due to the nature of the request the City needs an additional 10 business days to respond. 
Only one such extension is permitted. 

 Issue a written notice indicating that the public record requested is available at no charge on the City’s website. 
 

If the request is granted, or granted in part, the FOIA Coordinator will require that payment be made in full for the allowable fees 
associated with responding to the request before the public record is made available. The FOIA Coordinator shall provide a detailed 
itemization of the allowable costs incurred to process the request to the person making the request. A copy of these Procedures and 
Guidelines shall be provided to the requestor with the response to a written request for public records, provided however, that if these 
Procedures and Guidelines, and its Written Public Summary are maintained on the City’s website, then a website link to those documents 
may be provided in lieu of providing paper copies. 

 
If the cost of processing a FOIA request is $50 or less, the requester will be notified of the amount due and where the documents can be 
obtained. 

 
If based on a good faith calculation by the City, the cost of processing a FOIA request is expected to exceed $50, or if the requestor has not 
fully paid for a previously granted request, the City will require a good-faith deposit before processing the request. In making the request 
for a good-faith deposit the FOIA Coordinator shall provide the requestor with a detailed itemization of the allowable costs estimated to be 
incurred by the City to process the request and also provide a best efforts estimate of a time frame it will take the City to provide the 
records to the requestor. The best efforts estimate shall be nonbinding on the City, but will be made in good faith and will strive to be 
reasonably accurate, given the nature of the request in the particular instance, so as to provide the requested records in a manner based on 
the public policy expressed by Section 1 of the FOIA. 

 
If the request is denied or denied in part, the FOIA Coordinator will issue a Notice of Denial which shall provide in the applicable 
circumstance: 

 

 An explanation as to why a requested public record is exempt from disclosure; or 

 A certificate that the requested record does not exist under the name or description provided by the requestor, or another name 
reasonably known by the City; or 

 An explanation or description of the public record or information within a public record that is separated or deleted from the 
public record; and 

 An explanation of the person’s right to submit an appeal of the denial to either the C i t y  C o u n c i l  or seek judicial review in 
the Ingham County Circuit Court; and 

 An explanation of the right to receive attorneys’ fees, costs, and disbursements as well actual or compensatory damages, and 
punitive damages of $1,000, should they prevail in Circuit Court. 

 The Notice of Denial shall be signed by the FOIA Coordinator. 
 

If a request does not sufficiently describe a public record, the FOIA Coordinator may, in lieu of issuing a Notice of Denial indicating that 
the request is deficient, seek clarification or amendment of the request by the person making the request. Any clarification or amendment 
will be considered a new request subject to the timelines described in this Section. 

 
The City shall provide reasonable facilities and opportunities for persons to examine and inspect public records during normal business 
hours. The FOIA Coordinator is authorized to promulgate rules regulating the manner in which records may be viewed so as to protect 
City records from loss, alteration, mutilation or destruction and to prevent excessive interference with normal City operations. 

 
The FOIA Coordinator shall, upon written request, furnish a certified copy of a public record at no additional cost to the person requesting 
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the public record. 
 

Section 4: Fee Deposits 
 

If the fee estimate is expected to exceed $50.00 based on a good-faith calculation by the City, the requestor will be asked to provide a 
deposit not exceeding on-half of the total estimated fee. 

If a request for public records is from a person who has not fully paid the City for copies of public records made in fulfillment of a 
previously granted written request, the FOIA Coordinator will require a deposit of 100% of the estimated processing fee before beginning 
to search for a public record for any subsequent written request by that person when all of the following conditions exist: 
 

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

 the public records made available contained the information sought in the prior written request and remain in the 
City's possession; 

 the public records were made available to the individual, subject to payment, within the time frame estimated by the 
City to provide the records; 

 90 days have passed since the FOIA Coordinator notified the individual in writing that the public records were 
available for pickup or mailing; 

 the individual is unable to show proof of prior payment to the City; and 

 the FOIA Coordinator has calculated a detailed itemization that is the basis for the current written request’s increased 
estimated fee deposit. 

 
The FOIA Coordinator will not require an increased estimated fee deposit if any of the following apply: 

 

 the person making the request is able to show proof of prior payment in full to the City; 

 the City is subsequently paid in full for the applicable prior written request; or 

 365 days have passed since the person made the request for which full payment was not remitted to the City. 
 

Section 5:   Calculation of Fees 
 

A fee will not be charged for the cost of search, examination, review and the deletion and separation of exempt from nonexempt 
information unless failure to charge a fee would result in unreasonably high costs to the City because of the nature of the request in 
the particular instance, and the City specifically identifies the nature of the unreasonably high costs. 

 
The following factors shall be used to determine an unreasonably high cost to the City: 

 

 The particular request incurs costs greater than incurred from the typical or usual request received by the City. See 
Bloch v Davison Community Schools, 2011 Mich App Lexis 771, 2011 WL 1564645 

 Volume of the public record requested. 

 Amount of time spent to search for, examine, review and separate exempt from non-exempt information in the 
record requested. 

 Whether public records from more than one City department or various City offices is necessary to respond to the 
request. 

 The available staffing to respond to the request. 

 Any other similar factors identified by the FOIA Coordinator in responding to the particular request. 
 

The City may charge for the following costs associated with processing a FOIA request: 
 

 Labor c o s t s  d i r e c t l y  a s s o c i a t e d  w i t h  s e a r c h i n g  f o r , l o c a t i n g  a n d  examining a 
requested public record. 

 Labor costs associated with a review of a record to separate and delete information exempt from disclosure of 
information which is disclosed. 

 The actual cost of computer discs, computer tapes or other digital or similar media. 

 The cost of duplication of publication, not including labor, of paper copies of public records. 
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 The cost of labor associated with duplication or publication, including making paper copies, making digital copies 
or transferring digital public records to non-paper physical media or through the Internet or other electronic 
means. 

 The actual cost of mailing or sending a public record.  

 Labor costs will be calculated based on the following 
requirements: All labor costs will be estimated and charged in 15 
minute increments with all partial time increments rounded down. 

 Labor costs will be charged at the hourly wage of the lowest-paid City employee capable 
of doing the work in the specific fee category, regardless of who actually performs work.1 

 Labor costs will also include a charge to cover or partially cover the cost of fringe benefits. The 
City may add up to 50% to the applicable labor charge amount to cover or partially cover the cost of 
fringe benefits, but in no case may it exceed the actual cost of fringe benefits. 

 Overtime wages will not be included in labor costs until agreed to by the requestor; overtime 
costs will not be used to calculate the fringe benefit cost. 

 
The cost to provide records on non-paper physical media when so requested will be based on the following requirements: 

 

 Computer disks, computer tapes or other digital or similar media will be at the actual and most reasonably 
economical cost for the non-paper media. 

 This cost will only be assessed if the City has the technological capability necessary to provide the public record 
in the requested non-paper physical media format. 

 In order to ensure the integrity and security of the City’s technological infrastructure, the City will procure 
any requested non-paper media and will not accept non-paper media from the requestor 

 
The cost to provide paper copies of records will be based on the following requirements: 

 

 Paper copies of public records made on standard letter (8 ½ x 11) or legal (8 
½ x 14) sized paper will not exceed $.10 per sheet of paper. Copies for non-standard sized sheets of paper will reflect 
the actual cost of reproduction. 

 The City may provide records using double-sided printing, if cost-saving and available. 
 

The cost to mail records to a requestor will be based on the following requirements: 
 

 The actual cost to mail public records using a reasonably economical and justified means. 

 The City may charge for the least expensive form of postal delivery confirmation. 

 No cost will be made for expedited shipping or insurance unless requested. 
 

If the FOIA Coordinator does not respond to a written request in a timely manner, the following shall be required: 
 

 Reduce the labor costs by 5% for each day the City exceeds the time permitted under FOIA up to a 50% maximum 
reduction, if any of the following applies: 

 The late response was willful and intentional. 

 The written request, within the first 250 words of the body of a letter facsimile, e-mail or e-mail 
attachment conveyed a request for information 

 The written request included the words, characters,  or abbreviations for “freedom of information”, 
“information”, “FOIA”, “copy” or a recognizable misspelling of such, or legal code reference to 
MCL 15. 231 et seq or 1976 Public Act 442 on the front of an envelope or in the subject line of an e-
mail, letter or facsimile cover page. 

 Fully note the charge reduction in the Detailed Itemization of Costs Form. 

                                                           
1 If using contract or outside labor to separate and delete exempt material from non-exempt material, the public body must 
clearly note the name of person or firm who does the work and the total labor cost may not exceed an amount 6 times the 
state minimum hourly wage, which is currently $8.15. 
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Section 6: Waiver of Fees 
 

The cost of the search for and copying of a public record may be waived or reduced if in the sole judgment of the FOIA Coordinator 
a waiver or reduced fee is in the public interest because such can be considered as primarily benefitting the general public.  

 
The FOIA Coordinator will waive the first $20.00 of the processing fee for a request if the person requesting a public record submits an 
affidavit stating that they are: 

 

 indigent and receiving specific public assistance; or 

 if  not  receiving  public  assistance  stating  facts  demonstrating  an inability to pay because of indigency. 
 

An individual is not eligible to receive the waiver if: 
 

 the  requestor  has  previously  received  discounted  copies  of  public records from the City twice2 during 

the calendar year; or 

 the requestor requests information in connection with other persons who are offering or providing 

payment to make the request. 
 

An affidavit is a  sworn statement under oath. The FOIA Coordinator may make a Fee Waiver Affidavit Form available for use by the 
public. 

 
A nonprofit organization designated by the State to carry out activities under subtitle C of the Developmental Disabilities 
Assistance and Bill of Rights Act of 200 and the Protection and Advocacy for Individuals with Mental Illness Act, or their 
successors, if the request meets all of the following requirements: 

 

 is made directly on behalf of the organization or its clients; 

 is made for a reason wholly consistent with the mission and provisions of those laws under 
Section 931 of the Mental Health Code, MCL 330.1931; 

 is accompanied by documentation of its designation by the State. 
 
Section 7: Appeal of a Denial of a Public Record 
 

When a requestor believes that all or a portion of a public record has not been disclosed or has been improperly exempted from 

disclosure, he or she may file an appeal of the denial with the City Council.** The appeal must be in writing, specifically state the 

word "appeal" and identify the reason or reasons the requestor is seeking a reversal of the denial. 
 

Within 10 business days of receiving the appeal the City Council will respond in writing by: 

 reversing the disclosure denial; 

 upholding the disclosure denial; or 

 reverse the disclosure denial in part and uphold the disclosure denial in part. 

 Under unusual circumstances, such as the need to examine or review a voluminous amount 
of separate and distinct public records or the need to collect the requested records from 
numerous facilities located apart from the office receiving or processing the request, the 
C i t y  C o u n c i l  may issue not more than 1 notice of extension for not more than 10 
business days to respond to the appeal. 

 
Whether or not a requestor submitted an appeal of a denial to the City Council , he or she may file a civil action in I n g h a m  
County Circuit Court within 180 days after the City's final determination to deny the request. 

 
If the Court determines that the public record is not exempt from disclosure, the court will award the appellant reasonable attorneys’ 

                                                           
2 The FOIA requires that an indigent requestor is entitled to at least two discounted fees in a calendar year; however a public 
body may permit more than two if it so chooses to do so. 
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fees, cost and disbursements. If the Court determines that the appellant prevails only in part, the Court in its discretion may award 
all or an appropriate portion of reasonable attorneys’ fees, costs and disbursements. 

 
If the Court determines that the City arbitrarily and capriciously violated the FOIA by refusing or delaying the disclosure of 
copies of a public record, it shall award the appellant punitive damages in the $1,000. Court shall also order that the public body pay a 
civil fine of $1000 to the general fund of the State treasury. 
 
 If the court determines in either an appeal of a denial of a public record, or the appeal of an excessive fee under Section 8 below, that the 
public body willfully and intentionally failed to comply with the FOIA or otherwise acted in bad faith, then in additional to any 
another award or sanction, the Court shall impose a civil fine of not less than $2500 or more than $7500 for each occurrence. 

 
The C ourt is required to consider the budget of the public body and whether the public body has been previously been assisted 
penalties for violations of the FOIA. 

 
The civil fine is to be deposited to the general fund of the State treasury. 
 

Section 8: Appeal of an Excessive FOIA Processing Fee3 
 

If a requestor believes that the fee charged by the City to process a FOIA request exceeds the amount permitted by state law, he or she 
must first submit a written appeal for a fee reduction to the City Council4. The appeal must be in writing, specifically state the word 
"appeal" and identify how the required fee exceeds the amount permitted. 

 

Within 10 business days after receiving the appeal, the City Council will respond in writing by: 

 waive the fee; 

 reduce the fee and issue a written determination indicating the specific basis that supports the remaining 
fee, accompanied by a certification by the City Council that the statements in the determination are 
accurate and the reduced fee amount complies with these Procedures and Guidelines and Section 4 of the 
FOIA; 

 uphold the fee and issue a written determination indicating the specific basis under Section 4 of the 
FOIA that supports the required fee, accompanied by a certification by the City Manager that the 
statements in the determination are accurate and the fee amount complies with these Procedures and 
Guidelines and Section 4 of the FOIA; or 

 issue a notice detailing the reason or reasons for extending for not more than 10 business days the 
period during which the City Manager will respond to the written appeal. 

 
Within 45 days after receiving notice of the C i t y  C o u n c i l ’ s  determination of a fee appeal, a requestor may commence a 
civil action in I n g h a m  County Circuit Court for a fee reduction. If a civil action is filed appealing the fee, the City is not 
obligated to process the request for the public record until the Court resolves the fee dispute. 

 
If the Court determines that the City required a fee that exceeds the amount permitted, it shall reduce the fee to a permissible amount. 
If the appellant in the civil action prevails by receiving a reduction of 50% or more of the total fee, the Court may award all or 
appropriate amount of reasonable attorneys’ fees, costs and disbursements. 

 
If the Court determines that City has acted arbitrarily and capriciously by charging an excessive fee, the Court shall also award the 
appellant punitive damages in the amount of 

$500. 
 
Section 9: Conflict with Prior FOIA Policies and Procedures; Effective Date 

To the extent that these Procedures and Guidelines conflict with previous FOIA policies promulgated by City Council or the City 
Administration these Procedures and Guidelines are controlling. To the extent that any administrative rule promulgated by the FOIA 
Coordinator subsequent to the adoption of this resolution is found to be in conflict with any previous policy promulgated by the City 

                                                           
3 A public body does not have to provide for administrative fee appeals; if such is the case, the fee appeal is made directly to circuit court 
within 45 days of receiving notice of the required fee. 

 
4 If the head of the public body is a board or Council, it is not considered to have received a written appeal of either a denial or a fee 
amount until its first regularly scheduled meeting following the submission of the appeal. It then has 10 business days to respond to the 
appeal. 
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Council or the City Administration, the administrative rule promulgated by the FOIA Coordinator is controlling. 
 

To the extent that any provision of these Procedures and Guidelines or any administrative rule promulgated by the FOIA Coordinator 
pertaining to the release of public records is found to be in conflict with any State statute, the applicable statute shall control. The 
FOIA Coordinator is authorized to modify this policy and all previous policies adopted by the City Council or the City 
Administration, and to adopt such administrative rules as he or she may deem necessary, to facilitate the legal review and 
processing of requests for public records made pursuant to Michigan's FOIA statute, provided that such modifications and rules are 
consistent with State law. The FOIA Coordinator shall inform the City Council of any change these Policies and Guidelines. 

 
These FOIA Policies and Guidelines become effective July 1, 2015. 
 

 
Section 10: Appendix of City of Leslie FOIA Forms 
 

 Request for Public Records Form 
 Notice to Extend Response Time Form 
 Notice of Denial Form 
 Detailed Cost Itemization Form 
 Appeal of Denial of Records Form 
 Appeal of Excess Fee Form 

 



  

CITY OF LESLIE 
FOIA Fee Itemization Form 

 

(Effective July 1, 2015) 
 
 

Component Cost Calculations Total 
1. Labor Costs – 
Search, Location 
,and Examination 
of Records* 

Enter the hourly wage of lowest paid employee capable of performing the 
search, location and examination 

$ 16.75 per hour 
 

Multiply the wage by the fringe benefit multiplier (maximum of 50% of the 
hourly wage); OR, if the requested information is available online and the 
requestor request the documents to be provided in another format, the fringe 
benefit multiplier may exceed 50% (not to exceed actual cost) 

 0 % 
 

Multiply the hourly wage times the fringe benefit multiplier 
$16.75 x 1.0 = $ 16.75  

 
If stipulated by the requestor, add the hourly overtime wage increment (but do 
not include in the calculation of fringe benefit costs) 

$16.75 +0 = $ 16.75  
 

Divide the resulting hourly wage by four (4) to determine the charge per fifteen 
(15) minute increment 

$16.75 / 4 = $ 4.18  

 

 Number of 15 minute increments (partial time increments must be rounded down) 
multiplied by the permitted rate 

   x $ = $   

 
 

$   

2. Employee 
Labor Costs 
– Redaction* 

If performed by the public body’s employee: 
 

Enter the hourly wage of lowest paid employee capable of performing the 
redaction 

$16.75 per hour 
 

Multiply the wage by the fringe benefit multiplier (maximum of 50% of the 
hourly wage); OR, if the requested information is available online and the 
requestor request the documents to be provided in another format, the fringe 
benefit multiplier may exceed 50% (not to exceed actual cost) 

 0 % 
 

Multiply the hourly wage times the fringe benefit multiplier 

 



  

 
 $16.75 x 1.0 = $ 16.75  

 
If stipulated by the requestor, add the hourly overtime wage increment (but do 
not include in the calculation of fringe benefit costs) 

$16.75 +0 = $ 16.75  
 

Divide the resulting hourly wage by four (4) to determine the charge per fifteen 
(15) minute increment 

$16.75 / 4 = $ 4.18  

 

 Number of 15 minute increments (partial time increments must be rounded down) 
multiplied by the permitted rate 

   x $ = $   

 
 

$   

2. Contracted 
Labor Costs 
– Redaction* 

If performed by Contracted Labor (Only permitted if the public body does not 
employ a person capable of redacting the records as determined by the FOIA 
Coordinator): 

 
Name of person or firm contracted: 

  
 

Enter the hourly rate charged by the contractor (may not exceed six (6) 
times the State minimum wage (i.e. 

$8.15x6=$48.90) 

$ per hour 
 

Divide the hourly rate by four (4) to determine the charge per fifteen (15) minute 
increment 

$ / 4 = $   

 

 Number of 15 minute increments (partial time increments must be rounded down) 
multiplied by the permitted rate 

   x $ = $   

 
 

$   

3. Non-Paper 
Physical Media 

Actual and most reasonably economical cost of: 
 

Flash Drives $ x number used = $    

Computer Discs $   x number used   = $     

Other Media $  x number used  = $    

 
 
 
 
 
 

$   

4. Paper 
Copies 

Actual total incremental cost of duplication (not including labor) up to a 
maximum of 10 cents per page: 

 
Letter paper (8 ½” x 11”) 

number of sheets x $0.10 = $ 

 



  

 
 Legal paper (8 ½” x 14”) 

number of sheets x $0.10    = $   
Actual cost of other types of paper: 

 
Type of Paper:     

number of sheets x $ = $   
 

Type of Paper:     
number of sheets x $ = $   

 
(NOTE: Must print double-sided if available and costs less.) 

 
 
 
 
 
 
 
 

$   

5. Labor Cost 
– Duplication 
Copying, and 
transferring 
records to non-
paper physical 
media 

Enter the hourly wage of lowest paid employee capable of performing the 
duplication, copying, or transferring digital records to non-paper physical 
media 

$16.75 per hour 
 

Multiply the wage by the fringe benefit multiplier (maximum of 50% of the 
hourly wage); OR, if the requested information is available online and the 
requestor request the documents to be provided in another format, the fringe 
benefit multiplier may exceed 50% (not to exceed actual cost) 

 0 % 
 

Multiply the hourly wage times the fringe benefit multiplier 
$16.75 x 1.0 = $ 16.75  

 
If stipulated by the requestor, add the hourly overtime wage increment (but do 
not include in the calculation of fringe benefit costs) 

$16.75 +0 = $ 16.75  
 

Divide the resulting hourly wage by four (4) to determine the 
charge per fifteen (15 ) minute increment 

$16.75 / 4 = $ 4.18  
(NOTE: May use any time increment for this category) 

 

 Number of      minute increments (partial time increments must be rounded down) 
multiplied by the permitted rate 

x $ = $ 

 
 

$ 

6. Mailing Actual cost of mailing records in a reasonable and economical manner: 

Cost of mailing: $   

Cost of least expensive form of postal delivery confirmation: 
$   

 
Cost of expedited shipping or insurance only if specifically stipulated by the 
requestor: 

 

 



 

 

 $   $   

 Subtotal $   

Waivers and 
Reductions 

Subtract any Fee Waiver or Reduction: 
$20.00 for indigency or nonprofit organization as further described in the Public 
Body’s procedures and guidelines. 

 
Any amount determined by the Public Body due to the search and furnishing of 
the Public Record determined to be in the public interest. $   

 
The reduction amount due to the late response of the Public Body. 5% of fee x
 days late = % reduction 
(maximum reduction is 50%) 

 
 
 
 
 
 
 
 
 
 

-$   

Deposit Subtract any good-faith deposit received: $   -$   

 Total Due $   

 

*Note: Labor costs for search, location, examination and redaction (categories 1 and 2 on the itemization form) may not be 
charged unless the failure to charge a fee would result in unreasonably high costs to the public body because of the nature of the 
request in the particular instance, and the public body specifically identifies the nature of these unreasonably high costs. 

 
 
 
 

VI. Motion to Adjourn. 
Motion Motes, second Morrison to adjourn the meeting. All ayes. Motion carried.  
Meeting Adjourned at 7:35 pm. 
   
  

        
Respectfully Submitted, 
 
_______________________________ 
Denae Davenport 
Leslie City Clerk 
 


