Series 3000: Operations, Finance, and Property
3500 FOIA Requests and Record Retention
3501-F-1 Sample FOIA Request Form

[Date]
FOIA Coordinator
405 W. Main St
Northville Ml 48167

Re: Freedom of Information Act Request
Dear FOIA Coordinator:

Pursuant to the Michigan Freedom of Information Act, MCL 15.231 et seq., | am writing [to
inspect / to copy / to obtain copies of] the following public records:

[Insert description of records sought]

Please contact me if you have any questions.

Sincerely,

[Requester Name]
[Requester Address]
[Requester Email]
[Requester Phone Number]
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