
'" -& 

'"... - ­
--­


I;~I~ 

B4RK DISTRI(T 


MUNICIPAL DIRECTORY 

PROCEDURES FOR REQUESTING INFORMATION 


UNDER THE FREEDOM OF INFORMATION ACT 


Revised 05/12/2010 



1125 MUNICIPAL DIRECTORY 
PROCEDURES FOR REQUESTING INFORMATION 

UNDER THE FREEDOM OF INFORMATION ACT (FOIA) 

TABLE OF CONTENTS 

PAGE CONTENT 

1 Mission Statement 

1 Vision Statement 

1 Core Values Statement 

2 Park District Purpose 

2 Operating Budget 

2 BPD Facilities &Addresses 

3 BPD Board of Commissioners 

3 Total Number of BPD Employees 

4 Organizational Chart 

4 Requests for Public Records 

5 FOIA Officer 

5 Requests for Commercial Purposes 

6 Other Information Requests 

6-7 Fee Schedule for Public Records 

7 -9 Categories of Records Available 

10-13 Exemptions (Section 7) 

14-15 Timeframe for Responding to FOIA Requests 

15-20 Forms for Requesting Public Records 

D," Appro,'" by "'''"~cto" 5,7C 
Director's Signature: ~ ~: 
Revised/Reviewed: 10/91 07/06/01. 06/25/02. 04119/03.10/30/03.06/09/04. 
06/30/05.05111/06.05/03/07 01/03/08.05/12/08.10/23/08 05/13/09.02/17110. 
03/09/10.05112110 



DISTRICT-WIDE PROCEDURES -- GENERAL 

1125 MUNICIPAL DIRECTORY 

PROCEDURES FOR REQUESTING INFORMATION 

UNDER THE FREEDOM OF INFORMATION ACT (FOIA) 

BARTLETT PARK DISTRICT 


A. MISSION STATEMENT 

"We create fun ... by providing the finest in Parks, Programs and Recreational Facilities 
for the Community." 

B. VISION STATEMENT 

"We thrive on creating lasting memories for our residents and their families by 
enthusiastically responding to and serving their recreational and leisure needs." 

C. CORE VALUES STATEMENT 

"Our core values guide our organization in everything we do. They represent who we 
are and what we believe in. They do not change with trends or fads and they define 
what we stand for, in good times and bad." 

• 	 We are committed to serving our community by operating with the highest 
principles of honesty, character, integrity, accountability, and fairness. 

• 	 We will strive to excel in all areas of operation, learn from our mistakes, 
challenge ourselves, persevere and show courage in times of adversity. 

• 	 We strive to continually improve our resident's quality of life by providing 
ample open space and a wide variety of recreational programs based on the 
input of our diverse residents. 

• 	 We will strive to maintain and preserve all of our parks and facilities to the 
highest quality standards of safety, usefulness, and beauty. 

• 	 We will partner with volunteers and interested groups to encourage their 
support and advocacy, leverage our resources, manage our costs, and maximize 
the value of our parks and recreational programs. 

• 	 We will responsibly manage our fiscal resources to assure our ability to 
maintain our facilities, implement our long-term capital plan, and provide valued 
recreational programs. 

MissionNisionNalues Adopted by the Bartlett Park District 

Board of Commissioners on October 28, 2008 
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D. PURPOSE 

The Bartlett Park District was created in 1964 by a vote from the residents of Bartlett in 
accordance with the State of Illinois Statutes. Its purpose is to: 

1. 	 Acquire, preserve, and efficiently maintain acceptable land for public parks, 
recreation, open space, historical and scenic purposes; and 

2. 	 Provide a wide range of opportunities for wholesome recreational experiences 
that relate to leisure needs and desires of all citizens through the offering of 
recreational programs, services, and the development of recreational facilities. 

E. OPERATING BUDGET 

The total annual operating budget for fiscal year of the Bartlett Park District beginning May 
1,2010, and ending April 30, 2011, was adopted on May 11, 2010, and the following sums 
of money in the total amount of $9,062,577 or so much thereof as may be authorized by 
law, and appropriated for the Corporate, Recreational, and other purposes of the Bartlett 
Park District for its said fiscal year. 

F. BARTLETT PARK DISTRICT FACILITIES 

Thomas C. White Administration Building 

696 W. Stearns Road 

Bartlett, IL 60103-4504 

Phone: 630-540-4800 

Fax: 630-837-6608 


Bartlett Community Center 

700 S. Bartlett Road 

Bartlett, IL 60103 

Phone: 630-540-4800 

Fax: 630-540-4869 


Bartlett Nature Center 

James 'Pate' Philip State Park 

2054 W. Stearns Road 

Bartlett,IL 60103 

Phone: 847-608-3100 

Fax: 847-429-4674 
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G. BOARD OF COMMISSIONERS 

Policy making and legislative authority are vested in the Bartlett Park District Board, 
which is comprised of seven duly elected or appointed Park District residents. The 
Board is elected on a nonpartisan, at large basis. Each Commissioner is elected to a 
term of six (6) years. This governing body is responsible, among other things, for 
passing ordnances, adopting the budget, appointing committees, and hiring the Park 
District Executive Director. The Executive Director is responsible for carrying out the 
policies and ordinances of the Board, for overseeing the day-to-day operations of the 
Park District, and for appOinting the heads of the Park District departments. 

BARTLETT PARK DISTRICT BOARD OF COMMISSIONERS (2010-11 Officers listed): 

COMMITTEE TERM 
COMMISSIONER NAME TITLE RESPONSIBILITY EXPIRES 

Marianne Cordell Commissioner Revenue Facilities April, 2015 

Theodore J. Lewis Commissioner Building & Grounds April, 2013 

Stephen M. Eckelberry Vice-President Planning April, 2015 

James A. Mansfield Commissioner Recreation April, 2013 

Lori A. Palmer Commissioner Personnel April, 2015 

Susan M. Stocks Treasurer Finance April, 2011 

Kenneth N. Woods President Community Relations April, 2011 
& Legislative Issues 

H. EMPLOYEES 

The Bartlett Park District employs: 41 full-time, and approximately 350 part-time and seasonal 
employees for a total of approximately 391 employees. 
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I. ORGANIZATIONAL CHART - Functional Subdivisions 
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J. REQUESTS FOR PUBLIC RECORDS 
1. 	 Each public body shall make available to any person for inspection or copying all 

public records, except as otherwise provided in Section 7 of this Act. 
Notwithstanding any other law, a public body may not grant to any person or entity, 
whether by contract, license, or otherwise, the exclusive right to access and 
disseminate any public record as defined in the Act (5 ILCS 140/3) 

2. 	 Subject to the fee provisions of Section 6 of the FOI Act, each public body shall 
promptly provide, to any person who submits a request, a copy of any public record 
required to be disclosed by subsection (a) of Section 3 and shall certify such copy if 
so requested. 

3. 	 Requests for inspection or copying of public records shall be made in writing and 
directed to the Bartlett Park District. Written requests may be submitted to a public 
body via personal delivery, mail, email, telefax, or other means available to the 
District. The public body may honor oral requests for inspection or copying. A 
public body may not require that a request be submitted on a standard form or 
require the requester to specify the purpose for a request, except to determine 
whether the records are requested for a commercial purpose or whether to grant a 
request for a fee waiver. All requests for inspection and copying received by a 
public body shall immediately be forwarded to its FOI officer or designee. 
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K. FOIA OFFICER 
Bartlett Park District FOIA Officer: 

Rita K. Fletcher 

Executive Director 

Bartlett Park District 

696 W. Stearns Road 

Bartlett, IL 60103-4504 


Phone: 630-540-4800 

Fax: 630-837-6608 

rfletcher@bartlettparks.org 


THOMAS C. WHITE ADMINISTRATION BUILDING: Office hours are as follows: 

Monday through Friday 8:30 a.m. to 4:30 p.m. 
Saturday and Sunday Closed 

(All FOIA requests must go through the Executive Director's Office at the 
Administration Building) 

L. REQUESTS FOR COMMERCIAL PURPOSES 

1. 	 "Commercial purpose" means the use of any part of a public record or records, or 
information derived from public records, in any form for sale, resale, or solicitation or 
advertisement for sales or academic organizations shall not be considered to be 
made by news media and non-profit, scientific, or academic organizations shall not 
be considered to be made for a "commercial purpose" when the principal purpose of 
the request is (i) to access and disseminate information concerning news and 
current or passing events, (ii) for articles of opinion or features of interest to the 
public, or (iii) for the purpose of academic, scientific, or public research or education. 

2. 	 A public body shall respond to a request for records to be used for a commercial 
purpose within twenty-one (21) working days after receipt. The response shall (i) 
provide to the requester an estimate of the time required by the public body to 
provide the records requested and an estimate of the fees to be charged, which the 
public body may require the person to pay in full before copying the requested 
documents; (ii) deny the request pursuant to one or more of the exemption set out in 
the FOI Act; (iii) notify the requester that the request is unduly burdensome and 
extend an opportunity to the requester to attempt to reduce the request to 
manageable proportions; or (iv) provide the records requested. (5 ILCS 140/3.1) 

3. 	 Unless the records are exempt from disclosure, a public body shall comply with a 
request within a reasonable period considering the size and complexity of the 
request, and giving priority to records requested for non-commercial purposes. 

4. 	 It is a violation of the FOI Act for a person to knowingly obtain a public record for a 
commercial purpose without disclosing that it is for a commercial purpose, if 
requested to do so by the public body. 

mailto:rfletcher@bartlettparks.org
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M. OTHER INFORMATION REQUESTS 
For information or questions related to facility rentals, program dates and times, 
brochure questions, instructor questions, program registrations and payments, the 
individual should call or visit the Registration Counter in the main lobby of the Bartlett 
Community Center. 

Bartlett Community Center 

700 South Bartlett Road 


Bartlett, IL 60103 

Phone: 630-540-4800 


Fax: 630-540-4870 


RECREATION OFFICE hours are as follows: 

Monday through Friday 8:30 a.m. to 7:00 p.m. 

Saturday 9:00 a.m. to 1 :00 p.m. 

Sunday, Holidays Closed 


N. FEE SCHEDULE FOR PUBLIC RECORDS 
When a person requests a copy of a record maintained in an electronic format, the 
District shall furnish it in the electronic format specified by the requestor, if feasible. If it 
is not feasible to furnish the public records in the specified electronic format, then the 
District shall furnish it in the format in which it is maintained by the District. 

1. Paper Format: 

The fee schedule for duplication of public records is as follows: 

The first fifty (50) pages for black & white, letter or legal-sized copies shall be 
provided free of charge. 

The charge for any additional black and white, letter or legal-sized pages shall be 
$0.15 per page. 

2. Other paper sizes I finishes 
The charge for copies in color, or in a size other than letter or legal, will be the Park 
District's actual cost for reproducing said colored or oversized records. Currently the 
cost is as follows: 

Ledger-size copies; black & white only (11 "x17") $0.25 per page 
Letter-sized Color copies $0.25 per page 
Legal-sized Color copies $0.25 per page 

Plat copies up to 36"x48" - B&W only 	 Actual cost of duplicating 
(Needs at least 2 business days notice) 	 from FedExlKinko's 

(Approximately $15.00 per 
sheet) 



1125 - Municipal Directory (FOIA Requests) District-Wide Procedures - General 	 Page 7 

Plat copies up to 60"x60" 	 Actual cost of duplicating 
(Needs at least 2 business days notice) 	 from FedExlKinko's 

(Approximately $200.00 per 
sheet) 

3. 	 Recorded Format: 
The charge for recorded formats on computer disks or audio tapes will be at the 
Park District's actual cost of said disk or tape. 

4. 	 Certification I Notarizing Documents 
The charge for certifying or notarizing records shall be $1.00 per item, which is in 
addition to the copying fee. 

5. 	 Inspection of Records 

There will be no fees charged for the visual inspection of records. 


O. CATEGORIES OF RECORDS AVAILABLE 

1. 	 Definitions, as used in the FOI Act (Section 2): 

a. 	 "Public body" means all legislative, executive, administrative, or advisory 
bodies of the State, state universities and colleges, counties, townships, cities, 
villages, incorporated towns, school districts and all other municipal corporations, 
boards, bureaus, committees, or commissions of the State of Illinois, any 
subsidiary bodies of any of the foregoing including but not limited to committees 
and subcommittees thereof, and a School Finance Authority created under 
Article 1 E of the School Cote. "Public body" does not include a child death 
review team or the Illinois Child Death Review Teams Executive Council 
established under the Child Death Review Team Act. 

b. 	 "Person" means any individual, corporation, partnership, firm, organization or 
association, acting individually or as a group. 

c. 	 "Public records" means all records, reports, forms, writings, letters, 
memoranda, books, papers, maps, photographs, microfilms, cards, tapes, 
recordings, electronic data processing records, electronic communications, 
recorded information and all other documentary materials pertaining to the 
transaction of public business, regardless of physical form or characteristics, 
having been prepared by or for, or having been or being used by, received by, in 
the possession of, or under the control of any public body. 

d. 	 "Private information" means unique identifiers, including a person's social 
security number, driver's license number, employee identification number, 
biometric identifiers, personal financial information, passwords or other access 
codes, medical records, home or personal telephone numbers, and personal 
email addresses. Private information also includes home addresses and 
personal license plates, except as otherwise provided by law or when compiled 
without possibility of attribution to any person. 
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e. 	 "Commercial purpose" means the use of any part of a public record or records, 
or information derived from public records, in any form for sale, resale, or 
solicitation or advertisement for sales or academic organizations shall not be 
considered to be made by news media and non-profit, scientific, or academic 
organizations shall not be considered to be made for a "commercial purpose" 
when the principal purpose of the request is (i) to access and disseminate 
information concerning news and current or passing events, (ii) for articles of 
opinion or features of interest to the public, or (iii) for the purpose of academic, 
scientific, or public research or education. 

f. 	 "Copying" means the reproduction of any public record by means of any 
photographic, electronic, mechanical or other process, device or means now 
known or hereafter developed and available to the public body. 

g. 	 "Head of the public body" means the president, mayor, chairman, presiding 
officer, director, superintendent, manager, supervisor or individual otherwise 
holding primary executive and administrative authority for the public body, or 
such person's duly authorized designee. 

h. 	 "News media" means a newspaper or other periodical issued at regular 
intervals whether in print or electronic format, a news service whether in print or 
electronic format, a radio station, a television station, a television network, a 
community antenna television service, or a person or corporation engaged in 
making news reels or other motion picture news for public showing. 

2. 	 Information Available Through the Freedom of Information Act 

a. 	 All records in the custody or possession of a public body are presumed to be 
open to inspection or copying. Any public body that asserts that a record is 
exempt from disclosure has the burden of proving by clear and convincing 
evidence that it is exempt. 

b. 	 Records of funds. All records relating to the obligation, receipt and use of public 
funds of the State, units of local government, and school districts are public 
records subject to inspection and copying by the public. 

c. 	 Payrolls. Certified payroll records submitted to a public body under Section 
5(a)(2) of the Prevailing Wage Act are public records subject to inspection and 
copying in accordance with the provisions of the FOI Act; except that contractors' 
employee' addresses, telephone numbers, and social security numbers must be 
redacted prior to disclosure. 

d. 	 Settlement agreements. All settlement agreements entered into by or on behalf 
of a public body are public records subject to inspection and copying by the 
public, provided that information exempt from disclosure under Section 7 of the 
FOI Act may be redacted. 
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Examples of Information Available through the FOIA 

• Administrative Manuals 
• Annual Treasurer's Receipts and Disbursement Reports 
• Application for Use of Park District Facilities/Equipment 
• Bids for Equipment or Services 
• Canceled Checks, Bank Statements, Deposit Slips 
• Cash Receipts 
• Cash Receipts Control 
• Check Stubs and Copies 
• Class Lists 
• Class Registrations 
• Contracts for Construction Projects 
• Credit Memoranda 
• Employee Manuals 
• General Ledger and Journals 
• Insurance Policies 
• Insurance Waivers 
• Minutes of Board Meetings 
• Minutes of Committee Meetings 
• Miscellaneous Correspondence 
• Monthly Financial Statements 
• Ordinances 
• Outside Audit Reports 
• Paid Bills and Invoices 
• Permission Slips 
• Plats of Survey for Parks 
• Policies 
• Procedures 
• Program Brochures 
• Resolutions 
• Safety Manuals 
• Time Sheets 

The above list is merely a listing of the most commonly requested documents. It is not 
to be construed as exhaustive or limiting. 
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P. EXEMPTIONS (Section 7): 

There are a number of exemptions from inspection and copying provided through 
Section 7 of the FOI Act. 

The following list contains some of the more significant exemptions: 

1. 	 When a request is made to inspect or copy a public record that contains information 
that is exempt from disclosure under Section 7 of the FOI Act, but also contains 
information that is not exempt from disclosure, the public body may elect to redact 
the information that is exempt. The public body shall make the remaining 
information available for inspection and copying. Subject to this requirement, the 
following shall be exempt from inspection and copying: 

a. 	 Information specifically prohibited from disclosure by federal or State law or rules 
and regulations implementing federal or State law. 

b. 	 Private information, unless disclosure is required by another provision of the FOI 
Act, a State or federal law or a court order. 

c. 	 Personal information contained within public records, the disclosure of which 
would constitute a clearly unwarranted invasion of personal privacy, unless the 
disclosure is consented to in writing by the individual subjects of the information. 
"Unwarranted invasion of personal privacy" means the disclosure of information 
that is highly personal or objectionable to a reasonable person and in which the 
subject's right to privacy outweighs any legitimate public interest in obtaining the 
information. The disclosure of information that bears on the public duties of 
public employees and officials shall not be considered an invasion of personal 
privacy. 

d. 	 Records in the possession of any public body created in the course of 
administrative enforcement proceedings, and any law enforcement or 
correctional agency for law enforcement purposes, but only to the extent that 
disclosure would: 

(1) Interfere 	 with pending or actually and reasonably contemplated law 
enforcement proceedings conducted by any law enforcement or correctional 
agency that is the recipient of the request; 

(2) Interfere with active administrative enforcement proceedings conducted 	by 
the public body that is the recipient of the request; 

(3) Create a substantial likelihood that a person will 	be deprived of a fair trial or 
an impartial hearing; 

(4) 	Unavoidably disclose the identity of a confidential source, confidential 
information furnished only by the confidential source, or persons who file 
complaints with or provide information to administrative, investigative, law 
enforcement, or penal agencies; except that the identities of witnesses to 
traffic accidents, traffic accident reports, and rescue reports shall be provided 
by agencies of local government, except when disclosure would interfere with 
an active criminal investigation conducted by the agency that is the recipient 
of the request; 
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(5) 	Disclose unique or specialized investigative techniques other than those 
generally used and known or disclose internal documents of correctional 
agencies related to detection, observation or investigation of incidents of 
crime or misconduct, and disclosure would result in demonstrable harm to 
the agency or public body that is the recipient of the request; 

(6) 	Endanger the life or physical safety of law enforcement personnel or any 
other person; or 

(7) 	Obstruct an ongoing criminal investigation by the agency that is the recipient 
of the req uest. 

e. 	 Records that relate to or affect the security of correctional institutions and 
detention facilities. 

f. 	 Preliminary drafts, notes, recommendations, memoranda and any other records 
in which opinions are expressed, or policies or actions are formulated, except 
that a specific record or relevant portion of a record shall not be exempt when 
the record is publicly cited and identified by the head of the public body. The 
exemption provided in this paragraph extends to all those records of officers and 
agencies of the General Assembly that pertain to the preparation of legislative 
documents. 

g. 	 All trade secrets and commercial or financial information obtained by a public 
body, including a public pension fund, from a private equity fund or a privately 
held company within the investment portfolio of a private equity fund as a result 
of either investing or evaluating a potential investment of public funds in a private 
equity fund. The exemption contained in this item does not apply to the 
aggregate financial performance information of a private equity fund, nor to the 
identity of the fund's managers or general partners. The exemption contained in 
this item does not apply to the identity of a privately held company within the 
investment portfolio of a private equity fund, unless the disclosure of the identity 
of a privately held company may cause competitive harm. Nothing contained in 
this paragraph shall be construed to prevent a person or business from 
consenting to disclosure. 

h. 	 Proposals and bids for any contract, grant, or agreement, including information 
which if it were disclosed would frustrate procurement or give an advantage to 
any person proposing to enter into a contractor agreement with the body, until an 
award of final selection is made. Information prepared by or for the body in 
preparation of a bid solicitation shall be exempt until an award or final selection is 
made. 

i. 	 Valuable formulae, computer geographic systems, designs, drawings and 
research data obtained or produced by any public body when disclosure could 
reasonably be expected to produce private gain or public loss. The exemption 
for "computer geographic system" provided in this paragraph does not extend to 
requests made by news media as defined in Section 2 of the FOI Act when the 
requested information is not otherwise exempt and the only purpose of the 
request is to access and disseminate information regarding the health, safety, 
welfare, or legal rights of the general public. 
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j. Architects' plans, and engineers' technical submissions, and other construction 
related technical documents for projects not constructed or developed with public 
funds, including but not limited to power generating and distribution stations and 
other transmission and distribution facilities, water treatment facilities, airport 
facilities, sport stadiums, convention centers, and all government owned, 
operated, or occupied buildings, but only to the extent that disclosure would 
compromise security. 

k. Minutes of meetings of public bodies closed to the public as provided in the 
Open Meetings Act, until the public body makes the minutes available to the 
public under Section 2.06 of the Open Meetings Act. 

I. 	 Communications between a public body and an attorney or auditor representing 
the public body that would not be subject to discovery in litigation, and materials 
prepared or compiled by or for a public body in anticipation of a criminal, civil or 
administrative proceeding upon the request of an attorney advising the public 
body, and materials prepared or compiled with respect to internal audits of public 
bodies. 

m. 	 Records relating to a public body's adjudication of employee grievances or 
disciplinary cases; however, this exemption shall not extend to the final outcome 
of cases in which discipline is imposed. 

n. 	 Administrative or technical information associated with automated data 
processing operations, including but not limited to software, operating protocols, 
computer program abstracts, file layouts, source listings, object modules, load 
modules, user guides, documentation pertaining to all logical and physical deSign 
of computerized systems, employee manuals, and any other information that, if 
disclosed, would jeopardize the security of the system or its data or the security 
of materials exempt under this Section. 

o. 	 Records relating to collective negotiating matters between public bodies and 
their employees or representatives, except that any final contract or agreement 
shall be subject to inspection and copying. 

p. 	 The records, documents and information relating to real estate purchase 
negotiations until those negotiations have been completed or otherwise 
terminated. With regard to a parcel involved in a pending or actually and 
reasonably contemplated eminent domain proceeding under the Eminent 
Domain Act, records, documents and information relating to that parcel shall be 
exempt except as may be allowed under discovery rules adopted by the Illinois 
Supreme Court. The records, documents and information relating to a real 
estate sale shall be exempt until a sale is consummated. 
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q. 	 Any and all proprietary information and records related to the operation of an 
intergovernmental risk management association or self-insurance pool or jointly 
self-administered health and accident cooperative or pool. Insurance or self­
insurance (including any intergovernmental risk management association or self 
insurance pool) claims, loss or risk management information, records, data, 
advice or communications. 

r. 	 Information contained in or related to examination, operating, or condition reports 
prepared by, on behalf of, or for the use of a public body responsible for the 
regulation or supervision of financial institutions or insurance companies, unless 
disclosure is otherwise required by State law. 

s. 	 Vulnerability assessments, security measures, and response pOlicies or plans 
that are designed to identify, prevent, or respond to potential attacks upon a 
community's population or systems, facilities, or installations, the destruction or 
contamination of which would constitute a clear and present danger to the health 
or safety of the community, but only to the extent that disclosure could 
reasonably be expected to jeopardize the effectiveness of the measures or the 
safety of the personnel who implement the mobilization or deployment of 
personnel or equipment, to the operation of communication systems or 
protocols, or to tactical operations. 

2. 	 A public record that is not in the possession of a public body but is in the possession 
of a party with whom the agency has contracted to perform a governmental function 
on behalf of the public body, and that directly relates to the governmental function 
and is not otherwise exempt under the FOI Act, shall be considered a public record 
of the public body, for purposes of the Act. 

3. 	 This Section does not authorize withholding of information or limit the availability of 
records to the public, except as stated in this Section or otherwise provided in this 
Act. 

4. 	 Statutory Exemptions. To the extent provided for by the statutes referenced in the 
FOI Act, certain other documents shall be exempt from inspection and copying. 
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Q. TIMEFRAME FOR RESPONDING TO FOIA REQUESTS 

1. 	 Each public body shall, promptly, either comply with or deny a request for public 
records within five (5) business days after its receipt of the request, unless the time 
for response is properly extended under subsection Section 3 (e) of the Act. Denial 
shall be in writing as provided in Section 9 of the Act. Failure to comply with a 
written request, extend the time for response, or deny a request within five (5) 
business days after its receipt shall be considered a denial of the request. A public 
body that fails to respond to a request within the requisite periods in Section 3 but 
thereafter provides the requester with copies of the requested public records may 
not impose a fee for such copies. A public body that fails to respond to a request 
received may not treat the request as unduly burdensome under subsection (g) of 
Section 3. 

2. 	 The time for response under Section 3 may be extended by the public body for not 
more than five (5) business days from the original due date for any of the following 
reasons: 

a. The requested records are stored in whole or in part at other locations than the 
office having charge of the requested records; 

b. The request requires the collection of a substantial number of specified records; 
c. The request is couched in categorical terms and requires an extensive search for 

the records responsive to it; 
d. The requested records have not been located in the course of routine search 

and additional efforts are being made to locate them; 
e. The requested records require examination and evaluation by personnel having 

the necessary competence and discretion to determine if they are exempt from 
disclosure under Section 7 of the Act or should be revealed only with appropriate 
deletions; 

f. The request for records cannot be complied with by the public body within the 
time limits prescribed by paragraph 3 under "Request for Public Records" above 
without unduly burdening or interfering with the operations of the public body; 

g. There is a need for consultation, which shall be conducted with all practicable 
speed, with another public body or among two or more components of a public 
body having a substantial interest in the determination or in the subject matter of 
the request. 

3. 	 The person making a request and the public body may agree in writing to extend the 
time for compliance for a period to be determined by the parties. If the requester 
and the public body agree to extend the period for compliance, a failure by the public 
body to comply with any previous deadlines shall not be treated as a denial of the 
request for the records. 

4. 	 When additional time is required for any of the above reasons, the public body shall, 
within five (5) business days after receipt of the request, notify the person making 
the request of the reasons for the extension and the date by which the response will 
be forthcoming. Failure to respond within the time permitted for extension shall be 
considered a denial of the request. A public body that fails to respond to a request 
within the time permitted for extension but thereafter provides the requester with 
copies of the requested public records may not impose a fee for those copies. A 
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public body that requests an extension and subsequently fails to respond to the 
request may not treat the request as unduly burdensome under subsection 5 below. 

5. 	 Requests calling for all records falling within a category shall be complied with 
unless compliance with the request would be unduly burdensome for the complying 
public body and there is no way to narrow the request and the burden on the public 
body outweighs the public interest in the information. Before invoking this 
exemption, the public body shall extend to the person making the request an 
opportunity to confer with it in an attempt to reduce the request to manageable 
proportions. If any public body responds to a categorical request by stating that 
compliance would unduly burden its operation and the conditions described above 
are met, it shall do so in writing, specifying the reasons why it would be unduly 
burdensome and the extent to which compliance will so burden the operations of the 
public body. Such a response shall be treated as a denial of the request for 
information. 

Repeated requests from the same person for the same records that are unchanged 
or identical to records previously provided or properly denied under the FOI Act shall 
be deemed unduly burdensome under this provision. 

6. 	 Each public body may promulgate rules and regulations in conformity with the 
provisions of Section 3 pertaining to the availability of records and procedures to be 
followed, including: 

a. 	 The times and places where such records will be made available; 
b. 	 The persons from whom such records may be obtained. 

7. 	 The time periods for compliance or denial of a request to inspect or copy records set 
out in Section 3 shall not apply to requests for records made for a commercial 
purpose. Such requests shall be subject to the provisions of Section 3.1 of the FOI 
Act. 

R. FORMS FOR REQUESTING PUBLIC RECORDS 
The following forms shall be used in compliance with the language within the Freedom 
of Information Act (FOI): 

1. 	 REQUEST FOR PUBLIC RECORDS #FOI-OG-1 

2. 	 APPROVAL OF REQUEST FOR 

PUBLIC RECORDS #FOI-06-2 


3. 	 PARTIAL APPROVAL OF REQUEST 

FOR PUBLIC RECORDS #FOI-06-3 


4. 	 DEFERRAL OF RESPONSE TO 

REQUEST FOR PUBLIC RECORDS #FOI-OG-4 


5. 	 DENIAL OF REQUEST FOR 

PUBLIC RECORDS #FOI-OG-5 
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1125.1 REQUEST FOR PUBLIC RECORDS 


TO: 	 Rita K. Fletcher, Executive Director 
FOIA Compliance Officer 
BARTLETT PARK DISTRICT 
T. C. White Administration Bldg. 
696 W. Stearns Road 
Bartlett, Illinois 60103-4504 
Office: (630) 540-4800 
Fax: (630) 837-6608 

DESCRIPTION OF REQUESTED RECORD(S): 

FROM: ___________________ 

(Please Print) 

Address ____________ 


City/State/Zip ___________ 


Phone No. ____________ 


Please indicate if you wish to inspect the above captioned records or wish a copy of them: 
__ Inspection __ Copy Both 

Do you wish to have copies certified? Yes No 
If so, which ones? __________________________ 

FOR OFFICE USE ONLY: 

Date Received Date Response Due 

FOI-06-1 Revised 03/09/2010 
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1125.2 APPROVAL OF REQUEST FOR PUBLIC RECORDS 

TO: FROM: 	 Rita K. Fletcher, 
Executive Director 
FOIA Compliance Officer 

Address: _____________ BARTLETT PARK DISTRICT 
T. C. White Administration Bldg. 

City/State/Zip: ___________ 696 W. Stearns Road 
Bartlett, Illinois 60103-4504 

Phone:______________ Office: (630) 540-4800 
Fax: (630)837-6608 

DESCRIPTION OF REQUESTED RECORD(S): 

Your request dated _________ for the above-captioned records has been 
approved. 

____ The documents you requested are enclosed. 

____ The documents will be made available to you upon payment of copying 
costs in 
the amount of $________ 

____ you may inspectthe records at _____________ 
_________ on the date of __________ 

Date Received Date Response Due 

FOI-06-2 Revised 03/09/2010 
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1125.3 PARTIAL APPROVAL OF 
REQUEST FOR PUBLIC RECORDS 

TO: FROM: Rita K. Fletcher, 
Executive Director 

Address: _____________ 
FOIA Compliance Officer 
BARTLETT PARK DISTRICT 

City/State/Zip: ____________ 
T. C. White Administration Bldg. 
696 W. Stearns Road 

Phone:______________ 
Bartlett, Illinois 60103-4504 
Office: (630) 540-4800 
Fax: (630) 837-6608 

DESCRIPTION OF REQUESTED RECORD(S): 

Your request dated for the above-captioned records has been 
partially approved. Those parts of your request which have been approved: 

____ are enclosed. 

____ will be made available to you upon payment of copying costs in 
the amount of $__________ 

____ may be inspected at ___________________ 
__________on the dateof ____________ 

The following portions of your request have been denied for the reasons cited: 

Requested Information: Reasons for Denial: 

The individuals who have reached the determination that the records you have requested are 
to be denied are: 

Name:___________________ Title: _____________________ 

Name:___________________ Title: _____________________ 

FOI-06-3 Revised 03/09/2010 
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1125.4 DEFERRAL OF RESPONSE TO 

REQUEST FOR PUBLIC RECORDS 


TO: FROM: 	 Rita K. Fletcher, 
Executive Director 
FOIA Compliance Officer 

Address: _____________ BARTLETT PARK DISTRICT 
T. C. White Administration Bldg.

City/State/Zip: ____________ 696 W. Stearns Road 
Bartlett, Illinois 60103-4504 

Phone:______________ Office: (630) 540-4800 
Fax: (630) 837-6608 

DESCRIPTION OF REQUESTED RECORD(S): 

The response to your request dated 	 for the above-captioned 
records must be delayed. The delay in responding to your request is for the following 
reason(s): (Provide reason for delay in accordance with Section 3 of the FOIA) 

You will be notified by the date of _________ as to the action taken on your 
request. 

Date Received Date Response Due 

FOI-OS-4 Revised 03/09/2010 
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1125.5 DENIAL OF REQUEST FOR PUBLIC RECORDS 
TO: FROM: 	 Rita K. Fletcher, 


Executive Director 

FOIA Compliance Officer 


Address: ______________ BARTLETT PARK DISTRICT 
T. C. White Administration Bldg. 

City/State/Zip: ____________ 696 W. Stearns Road 
Bartlett, Illinois 60103-4504 

Phone:_______________ Office: (630) 540-4800 
Fax: (630) 837-6608 

DESCRIPTION OF REQUESTED RECORD(S): 

Your request dated ________ for the above-captioned records has been denied 
because: 

_____ the request creates an undue burden on the public body in accordance 
with Section 3 of the Freedom of Information Act, and we were unable to 
negotiate a more reasonable request. 

_____ the materials requested are exempt under Section 7 of the Freedom of 
Information Act for the following reasons: 

The individuals who have reached the determination that the records you have requested are 
to be denied are: 

Name:_________________ Title:_____________ 

Name:_________________ Title:_____________ 

You have the right to appeal the denial of the records you have requested to the Executive 
Director at the above address, ATTN: FOIA APPEAL. 

In submitting your notice of appeal, you should include copies of your original request and 
this denial, and state any reasons why your appeal should be granted. 

Date Received 	 Date Response Due 

FOI-06-5 	 Revised 03/09/2010 


