
DeKalb Public Library Policy on Compliance with the Illinois Freedom of Information Act 

 

POLICY STATEMENT:  

The DeKalb Public Library recognizes the right of members of the public to have access to public records in 
accordance with the provisions of the Illinois Freedom of Information Act (“FOIA” or “the Act”), and affirms 
that it is the policy of the Library to comply with FOIA.  

The Board of Trustees has designated the Library Director and Business Manager as FOIA Officers.  The 
Library Director may designate additional employees of the Library to serve FOIA officers at their discretion, 
and shall develop and implement administrative procedures to effect compliance with the Act.  

Approved by the DeKalb Public Library Board of Trustees 06/2015.  Amended 05/2018 

DeKalb Public Library Illinois Freedom of Information Act Procedures 

PROCEDURES: 

The DeKalb Public Library retains records in accordance with directives from the Local Records Unit/Records 
Management Section/Illinois State Archives/Springfield, Illinois. Records of the DeKalb Public Library are kept 
at the Library, 309 Oak St., DeKalb, IL 60115, and are available by appointment for supervised public inspection 
during administrative business hours (Monday through Friday, 9:00 a.m. to 5:00 p.m., excluding holidays).  
 
A request for Library records must be made in writing. Requests must be dated and should include the 
requester’s name, address and/or email address, a phone number, and a description of the records being sought.  
Requests must also state whether the information is requested for a commercial purpose.   
 
Written requests for reproduction or inspection of Library records should be emailed to foia@dkpl.org or mailed 
to:  
 Freedom of Information Officer 

DeKalb Public Library 
309 Oak St. 
DeKalb, IL 60115 

The DeKalb Public Library will comply with or deny such written requests within five (5) business days [twenty-
one (21) days for requests for a commercial purpose] after receipt of the written request. Requests received after 
3 p.m. will be dated as being received on the next consecutive business day. In certain instances the Library may 
request an additional period of time to comply with the request—in such cases notice will be given within the 
initial reply period.  

The Illinois Freedom of Information Act allows the Library to recoup production costs incurred by supplying a 
response to requests.  Payment for reproduction or certification must be in cash or by certified check and must 
accompany the request for records, according to the following fee schedule: 

 Letter or legal size black and white photocopies: pages 1-50: free, pages 51+: $0.15 per page.  

 Color photocopies and copies sized other than legal or letter size: $0.15 per page. 

 Photocopies in public interest: $0.05 per page. 

 Records in electronic format (if available): free.  

mailto:foia@dkpl.org


 The cost of providing electronic records such as disks, diskettes, and tapes will be charged at the actual 
cost of the recording medium. 

 Certification: $1.00 each. 

Retrieval and reproduction of records will be done by Library personnel in order to preserve the integrity of the 
Library records. For requests of a record maintained in electronic format, the Library will furnish the copy in the 
requested format if feasible. If not feasible, then the copy will be provided in the electronic format in which it is 
maintained, or in paper format, at the option of the requester. If a copy is provided in electronic format no fee 
will be charged beyond the actual cost of the recoding medium. 

Any person who is denied access for reasons stated in the Illinois Freedom of Information Act may appeal to the 
Public Access Counselor at (217) 558-0486, or 500 S. Second St., Springfield, IL 62705.  
 


