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Freedom of Information Law
Request Form (FOIL)




Village Clerk -Treasurer as Records Access Officer:
Dear Records Access Officer:
Under the provisions of the New York Freedom of Information Law, Article 6 of the Public Officers Law, I hereby request
records or portions thereof pertaining to (or containing the following)  (attempt to identify the records in
which you are interested as clearly as possible Including  as much detail about the records as possible, including relevant dates, names, descriptions,
	
	
	
	
	
	
If my request appears to be too extensive, fails to reasonably describe the records, is too vague, broad or otherwise does not reasonably describe the records, please contact me via email so that I may clarify my request, and if helpful and appropriate to properly frame my request, please also  inform me of the manner in which such records are filed, retrieved or generated (e.g. not by owner name but only by property address).If it is necessary to modify my request please contact me at the following
Telephone number: ____________________and/or email address________________________. Likewise, please also contact me in such manner If there are any fees in excess of $__________ (sum set by me as a cap-minimum of $7.50 for any request) for copying the records requested. Please so inform me before filling the request (or please go ahead with copying and supplying the records without informing me if the fees are not in excess of such sum aforementioned and I have complied with any request for deposit. I understand that you may request the estimated copying costs be deposited prior to taking any action on my request. Otherwise, as a general requests please inform me of the total estimated cost of providing paper copies of the records requested as soon as reasonably possible.



If my request can be satisfied in a more expedient, less costly or otherwise more convenient manner by a visit granting me an opportunity to review such records at your office, then please advise me as to an appropriate time during normal business hours for inspecting the relevant records and if relatively voluminous then please extend this courtesy prior to me deciding as to obtaining copies (etc.). I understand that the right to access granted under the law does not require the Village to create a document or record. Thus by way of example if a request for certain property information pertaining to a number of properties presented and the request is for a certain format or summary sheet, same would only be required if the records are maintained in such form or possibly if same can easily be produced in that form (such as by a few keystrokes on the computer).
As you know, the Freedom of Information Law requires that an agency respond to a request within five business days of receipt of a request. Therefore, I would appreciate a response as soon as possible and look forward to hearing from. If I have not received a timely initial response, or following that, a substantive response including some or all of the records requested, or a response seeking clarification or more specificity, or in the alternative denying my request, although not legally obligated I will endeavor to contact you just prior to the expiration dates of the five day and or any subsequent date timely given to me I.e. within that five day period.
If for any reason any portion of my request is denied, please inform me of the reasons for the denial in writing and provide the name and address of the person or body to whom an appeal should be directed. I understand that any denial and any supplementary explanation( if any) for a denial will be shown on a full copy of my request form including a completed Part Two entitled “Exemption(s) Applicable “and shall be returned to me.  I also acknowledge that a sample form for appeal addressed to the current person such appeals should be addressed to is at Part Three hereof.
Sincerely,
	Signature
	

	Name
	

	Address
	

	City, State, Zip Code
	

	
	





PART TWO (2): Applicable Exemptions:
Part Two; Exemptions Applicable; There are ten categories of exempted records under FOIL. New York Public Officers Law 87(2) states that each agency shall, in accordance with its published rules, make available for public inspection and copying all records, except that such agency may deny access to records or portions thereof that are: (DENIAL MUST INCLUDE ALL APPROPRIATE REASONS; shown by initialed subsections as applicable to the above Request under Part One (1) hereof).
	(a)
	_____
	
	are specifically exempted from disclosure by state or federal statute

	(b)
	_____
	
	if disclosed would constitute an unwarranted invasion of personal privacy under the provisions of subdivision two of section eighty-nine of this article;

	(c)
	_____
	
	if disclosed would impair present or imminent contract awards or collective bargaining negotiations;

	(d)
	_____
	
	are trade secrets or are submitted to an agency by a commercial enterprise or derived from information obtained from a commercial enterprise and which if disclosed would cause substantial injury to the competitive position of the subject enterprise;

	(e)
	_____
	
	are compiled for law enforcement purposes and which, if disclosed, would:

	
	_____
	i.
	interfere with law enforcement investigations or judicial proceedings;

	
	_____
	ii.
	deprive a person of a right to a fair trial or impartial adjudication;

	
	_____
	iii.
	identify a confidential source or disclose confidential information relating to a criminal investigation; or

	
	_____
	iv.
	reveal criminal investigative techniques or procedures, except routine techniques and procedures;

	(f)
	_____
	
	if disclosed would endanger the life or safety of any person;

	(g)
	_____
	
	are inter-agency or intra-agency materials which are not:

	
	_____
	i.
	statistical or factual tabulations or data;

	
	_____
	ii.
	instructions to staff that affect the public;

	
	_____
	iii.
	final agency policy or determinations; or

	
	_____
	iv.
	external audits, including but not limited to audits performed by the comptroller and the federal government; or

	(h)
	_____
	
	are examination questions or answers which are requested prior to the final administration of such questions;

	(i)
	_____
	
	if disclosed, would jeopardize an agency's capacity to guarantee the security of its information technology assets, such assets encompassing both electronic information systems and infrastructures; or

	(j)
	_____
	
	are photographs, microphotographs, video-tape or other recorded images prepared under authority of section eleven hundred eleven-a of the vehicle and traffic law.

	
	
	
	


N.Y. Pub. Off. Law § 87(2)(a)-(j) (McKinney 1988 and McKinney Supp. 1993).
Additional; Supplemental Comments, if any;
	
	
PART THREE (3) FORM OF APPEAL Of DENIAL
Appeal of Written Denial 
Village of Phoenix
Sweet Memorial Bldg.
455 Main Street
Phoenix, New York 13135
Attn: Mayor Ryan Wood, Foil Appeals Officer

Re: FORM OF APPEAL OF DENIAL OF FOIL REQUEST OF 
Name:_____________________________
Date of Original Request:_____________
Date of Denial:_____________

Dear ________________:
I hereby appeal the denial of access regarding my request, which was made on _____________ (date) and sent to____________________ (records access officer, name and address of agency).

The records that were denied include:_______________ (describe the records that were denied to the extent possible, the reasons cited for the denial and, if possible, offer reasons for disagreeing with the denial, e.g., by attaching an opinion of the Committee on Open Government acquired from its  website).

OR   requested (describe the records) by written request made on __________ (date). More than five business days have passed since the receipt of the request without having received a response. Consequently, I consider the request to have been denied, and I am appealing on that basis.

OR   Although the receipt of the request was acknowledged and I was informed that a response would be given by _____________ (date), no response has been given. Consequently, I consider the request to have been denied, and I am appealing on that basis.
As required by the Freedom of Information Law, the head or governing body of an agency, or whomever is designated to determine appeals, is required to respond within 10 business days of the receipt of an appeal. If the records are denied on appeal, please explain the reasons for the denial fully in writing as required by law. In addition, please be advised that the Freedom of Information Law directs that all appeals and the determinations that follow be sent to the Committee on Open Government, Department of State, One Commerce Plaza, 99 Washington Ave., Albany, New York 12231. Sincerely, Signature Name Address City, State, ZIP code


	Sincerely,
	

	Signature
	

	Name
	

	Address
	

	City, State, Zip Code
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