
HENIKA DISTRICT LIBRARY 

WRITTEN PUBLIC SUMMARY OF THE 

FREEDOM OF INFORMATION ACT PROCEDURES AND GUIDELINES 

The Henika District Library ("Library") adopts this written public summary pursuant to the 
requirements of Section 4(4) of the Michigan Freedom of Information Act, 1976 PA 442 
("FOIA") so that the public will understand the Library's Procedures and Guidelines for 
processing FOIA requests. This is a summary of the Procedures and Guidelines. A complete 
copy of the Procedures and Guidelines is available at the Library located at 149 South Main 
Street, Wayland, Michigan 49348 or on the website at www.henikalibrary.com. 

A. How Can I Request a Public Record?

• A person ( except those persons incarcerated m state, county or federal correctional
facilities), may request public records.

• The requestor must send a written request for the public record to the Library. A request
can be made through a letter, in person, or sent by electronic transmission. The requests
should be directed to the FOIA Coordinator. The contact information is as follows:

Henika District Library 
Attn: FOIA Coordinator 
149 South Main Street 
Wayland, Michigan 49348 
E-Mail: cierra@henikalibrary.org 

• A request from a person must include (unless the request is from an individual who
qualifies as indigent) the person's complete name, address (in compliance with United
State Postal Service standards), and contact information, and if made by a person other
than an individual, the complete name, address, and contact information of the person's
agent who is an individual. Contact information must include a valid telephone number or
electronic mail address.

• The requestor will not be required to use a specific f01m or format, but requests must
identify the public record sufficiently to allow the Library to find the requested record.

• The Library may, but is not required to, respond to a verbal request. However, if the
Library believes the information is available on its website, the Library will inform the
requestor of the website location where practicable and to the best of his or her
knowledge.

B. When Can I Expect a Response?

• Unless otherwise agreed to in writing, the Library will respond or seek a deposit within 5
business days after it receives the request. However, the Library may extend that time
period by 10 business days.












