
Freedom of Information Act Request Itemized Cost Worksheet

Request No.:

The following costs are being charged in compliance with Section 4 of the Michigan Freedom 
of Information Act, MCL 15.234, according to the township’s FOIA Policies and Guidelines.  

1. Labor Cost for Copying / Duplication

____-minute time increments as set by the township board
If the number of minutes is less than one increment, there

is no charge.

Hourly Wage Charged: $ Charge per increment: $_________
OR  

Hourly Wage with Fringe Benefit Cost: $________ OR 
______%

up to 50% of the hourly wage
Charge per increment: $_________

(overtime is not used to calculate the fringe benefit cost)

number of 
minutes: 
____, divide by 
_____ -minute 
increments, and
round down. 
Enter below:

Number of 
increments

x =

1. 
Labor Cost

$_________

2. Labor Cost to Locate:

This fee is being charged 
because failure to do so will result in unreasonably high costs to the township that are excessive and 
beyond the normal or usual amount for those services compared to the township’s usual FOIA 
requests, because of the nature of the request in this particular instance, specifically:

____-minute time increments (must be 15-minutes or more)
If the number of minutes is less than 15, there is no charge.

Hourly Wage Charged: $ Charge per increment: $_________
OR 

Hourly Wage with Fringe Benefit Cost: $________           OR 
______%

up to 50% of the hourly wage
Charge per increment: $_________

(overtime is not used to calculate the fringe benefit cost)

number of 
minutes: 
____, divide by 
_____ -minute 
increments, and
round down. 
Enter below:

Number of 
increments

x =

2. 
Labor Cost

$_________

Freedom of Information Act Request Detailed Cost Itemization

Township: Detailed Cost Itemization

FOIA Detailed Cost Itemization Form Page 1 

City of Lake Angelus
45 Gallogly Rd.

Lake Angelus, MI 48326
Phone: (248) 332-3916

City

City's

15 City Manager.

15

City
City's

 15 .

15



3a. Employee Labor Cost for Separating Exempt from Non-Exempt (Redacting): 

(Fill this out if using a township employee. If contracted, use No. 3b instead).

This fee is being charged because failure to do so will result in unreasonably high costs to the township 
that are excessive and beyond the normal or usual amount for those services compared to the 
township’s usual FOIA requests, because of the nature of the request in this particular instance, 
specifically:

township employee

township’s lowest-paid employee

____-minute time increments (must be 15-minutes or more)
If the number of minutes is less than 15, there is no charge.

Hourly Wage Charged: $ Charge per increment: $_________
OR  

Hourly Wage with Fringe Benefit Cost: $________           OR 
____%

up to 50% of the hourly wage
Charge per increment: $_________

(overtime is not used to calculate the fringe benefit cost)

number of 
minutes: 
____, divide by 
_____ -minute 
increments, and
round down. 
Enter below:

Number of 
increments

x =

3a.
Labor Cost

$_________

3b. Contracted Labor Cost for Separating Exempt from Non-Exempt (Redacting): 

(Fill this out if using a contractor, such as the attorney. If using in-house employee, use No. 3a instead.)

This fee is being charged because failure to do so will result in unreasonably high costs to the township 
that are excessive and beyond the normal or usual amount for those services compared to the 
township’s usual FOIA requests, because of the nature of the request in this particular instance, 
specifically:

contractor

currently $8.15

Name of contracted person or firm:

____-minute time increments (must be 15-minutes or more)
If the number of minutes is less than 15, there is no charge.

Hourly Cost Charged: $ Charge per increment: $_________

number of 
minutes: 
____, divide by 
_____ -minute 
increments, and
round down to:
____
increments.  
Enter below:

Number of 
increments

x =

3b.
Labor Cost

$_________
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4. Copying / Duplication Cost:

for example, to allow for blacking out exempt information, to protect old or delicate original 
records, or because the original record is a digital file or database not available for public inspection

No more than the actual cost of a sheet of paper, up to maximum 10 cents per sheet for: 

Letter : ___ cents per sheet
Legal : _____ cents per sheet

No more than the actual cost of a sheet of paper for other paper sizes: 

Other paper sizes : ______ cents / dollars per sheet

Actual and most reasonably economical cost of non-paper physical digital media: 

Circle applicable: Cost per Item:

must cannot exceed

must 

Number of 
Sheets:

x =
x =
  

x =

No. of Items:

x = 

Costs:

$_________
$_________

$_________

$_________

4. Total
Copy Cost

$_________

5. Mailing Cost: 

may
cannot 

Actual Cost of Envelope or Packaging:

Actual Cost of Postage:

Actual Cost (least expensive) Postal Delivery Confirmation: $_________

*Expedited Shipping or Insurance as Requested: $________

*

Number of 
Envelopes or 
Packages: 

x =

x =
x =
x = 
  
x = 

x =

Costs:

$_________

$_________
$_________
$_________

$_________

$_________

5. Total
Mailing Cost

$_________
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6a. Copying/Duplicating Cost for Records Already on Township’s Website: 

No more than the actual cost of a sheet of paper, up to maximum 10 cents per sheet for: 

Letter : ___ cents per sheet
Legal : _____ cents per sheet

No more than the actual cost of a sheet of paper for other paper sizes:

Other paper sizes : ______ cents / dollars per sheet

Actual and most reasonably economical cost of non-paper physical digital media: 

Circle applicable: Cost per Item:

Requestor has stipulated that some / all of the requested records that are already available on the 
township’s website be provided in a paper or non-paper physical digital medium. 

Number of 
Sheets:

x =
x =
  

x =

No. of Items:

x = 

Costs:

$_________
$_________

$_________

$_________

6a. Web
Copy Cost

$_________

6b. Labor Cost for Copying/Duplicating Records Already on Township’s Website: 

____-minute time increments (i.e.: 
15-minutes or more) If the number of minutes is less than 15, 
there is no charge.

Hourly Wage Charged: $ Charge per increment: $_________
OR  

Hourly Wage with Fringe Benefit Cost: $________                                                 OR 
______%

Charge per increment: $_________

number of 
minutes: 
____, divide by 
_____ -minute 
increments, and
round down. 
Enter below:

Number of 
increments

x = 

6b. Web
Labor Cost

$_________

6c. Mailing Cost for Records Already on Township’s Website: 

Actual Cost of Envelope or Packaging:

Actual Cost of Postage:

Actual Cost (least expensive) Postal Delivery Confirmation: $_________
*Expedited Shipping or Insurance as Requested: $_________

*   

Number:

x =

x =

x = 
x =

Costs:

$_________

$_________

$_________
$_________

6c. Web
Mailing Cost

$_________
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Subtotal Fees Before Waivers, Discounts or Deposits:                            1. Labor Cost for Copying:
2. Labor Cost to Locate:

3a. Labor Cost to Redact:
3b. Contract Labor Cost to Redact: 

4. Copying/Duplication Cost:
5. Mailing Cost:

6a. Copying/Duplication of Records on Website: 
6b. Labor Cost for Copying Records on Website: 

6c. Mailing Costs for Records on Website: 

Subtotal Fees: 

$_________
$_________
$_________
$_________
$_________
$_________
$_________
$_________
$_________

$_________

Waiver: Public Interest

All fees are waived       OR               All fees are reduced by: __________%    
Subtotal Fees 
After Waiver: $_________

Discount: Indigence  
must must without charge for the 

first $20.00 of the fee 

1) OR

2)

ANY

OR 

Eligible for Indigence Discount 

Subtotal Fees 
After Discount
(subtract $20): $_________

Discount: Nonprofit Organization
must must without charge for the 

first $20.00 of the fee

ALL

Eligible for Nonprofit Discount 
Subtotal Fees 
After Discount
(subtract $20): $_________

Estimated Time Frame to Provide Records: 

days or date
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Deposit: Good Faith
if the entire 

fee estimate or charge authorized under this section exceeds $50.00
Percent of Deposit: _________%

Date Paid:  

____________

Deposit  
Amount
Required: 

$_________

Deposit: Increased Deposit Due to Previous FOIA Fees Not Paid In Full

the township may require an increased estimated fee
deposit of up to 100% of the estimated fee before it begins a full public record search for any 
subsequent written request from that individual ALL

can no longer require an increased estimated fee deposit ANY

OR
OR Date Paid:  

____________

Percent 
Deposit 
Required:

_________%

Deposit
Required: 

$_________

Late Response Labor Costs Reduction

must 

Reduce the charges for labor costs
with a maximum 50% reduction

EITHER

OR 

Number of 
Days Over 
Required 
Response 
Time:

____________
Multiply by 5%

= Total Percent
Reduction:

____________

Total Labor 
Costs

$_________

Minus 
Reduction

$_________

= Reduced 
Total Labor 
Costs

$_________

Request Will Be Processed, 
But Balance Must Be Paid Before Copies May Be Picked Up, Delivered or Mailed

Date Paid: 

____________

Total
Balance 
Due:

$_________
(Form created by Michigan Townships Association, April 2015)
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