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I. Policy
A. The Freedom of Information Act (FOIA) regulates and sets requirements for the disclosure of public records by all “public bodies” in the State.  The County, its agencies, boards, departments, commissions, and councils are covered.  Any program funded by the County is also covered, to include the JAC, CMOs and Provider Agencies.

B. In general, all records except those specifically cited as exempt are covered by FOIA.  The records covered include, but are not limited to working papers and research material, minutes of meetings, staff manuals, final orders and decisions in contested cases and the records on which they were made, and promulgated rules.

C. FOIA requests, received in writing by the JAC, CMO or Provider agencies will be forward/faxed immediately to the CAFS for processing to the County FOIA Coordinator for processing.

D. The County can charge a fee limited to cost of duplication, mailing and appropriate labor costs.  The first $20 must be free for a person who is on welfare or presents facts showing inability to pay because of indigence.

E. A written notice with full explanation of denial of a FOIA request must be provided to the requestor within five business days, or within 15 business days under unusual circumstances.  Failure to respond amounts to a denial.  This may be appealed to the County Executive.

II. Definitions
A. Field Name: The label or identification of an element of a computer data base that contains a specific item of information, and includes but is not limited to a subject heading such as a column header, data dictionary, or record layout.

B. FOIA Coordinator: The individual designated by the public body to accept and process FOIA requests.
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C. Public Record: A writing prepared, owned, used in possession of, or retained by a public body in the performance of an official function, from the time it is created.  Public record does not include computer software.

D. Written Request: A writing that asks for information, and includes a written transmitted by facsimile, electronic mail, or other electronic means.

III. Procedure
A. The JAC, CMO or Provider agency receiving a written request for documents or records shall immediately forward the request to the CAFS for processing.

B. Questions from the requestor regarding the request should be forwarded to CAFS.

C. CAFS will follow the requirements defined in the County policy found in Executive Order 1997-2, Executive Order Adopting a Policy and Procedure for complying with the Michigan Freedom of Information Act.

IV.
Exhibits
None

V.
References
Michigan Freedom of Information Act / Wayne County Training Materials  

