HOW TO FILL OUT THE F.O.I. APPLICATION FORM

(Access/Correction Request)

Did you…

· Fill in your date of birth?

· Fill in your full name, address and phone number?

· Did you clearly describe what you are asking for? 

You must be specific and tell us what you want. Do you want a copy of a report? If so, write it down, don’t just describe an incident. List all particulars, i.e. date, time, occurrence number, officer’s name & badge number, name of other individuals involved, etc. 

· Did you read the section starting with “Please read”?  And did you answer the two questions?

(See reverse side highlighted in yellow)

· Sign the form

· Pay your $5 application fee for each request?

(If you are making more than one request, you must fill out a separate application form for each one.)

Remember, incomplete details on the form or insufficient funds will result in a delay in your request being processed. 

Once the application is received, you will hear from the FOI Unit within 30 days. Personal information must be picked up at Headquarters, with proper identification.  A further fee may apply at this time.  This time frame is legislated by the Municipal Freedom of Information and Protection of Privacy Act. 

