

	











Request for Public Records
Virginia Freedom of Information Act (§ 2.2-3700 et seq. of the Code of Virginia)
Using this form is optional. GCC must respond within five working days of receiving your request, whether or not you use this form. For more information about requesting records, your rights under FOIA, and GCC’s fees, visit GCC’s Freedom of Information Act webpage.
Section 1: Requester Information
	Full name *
	

	Legal address *
	



	Phone
	

	Email
	

	Organization or media outlet (if applicable)
	


* GCC may ask for your name and legal address (§ 2.2-3704(A) of the Code of Virginia). Other contact information is optional but helps us reach you if we have questions. You do not need to tell us why you want the records.
Section 2: Records Requested
Please describe the records you are seeking as specifically as you can. Include, where known, date ranges, offices or departments, names, subjects, and keywords.
	Description of records
	







	Date range
	

	Office(s) or department(s)
	

	Keywords or other details
	



Section 3: How You Would Like to Receive the Records
	I would like to
	☐ Inspect the records     ☐ Receive copies     ☐ Both

	Preferred format
	☐ Electronic     ☐ Paper copies

	Delivery method
	☐ Email     ☐ U.S. Mail     ☐ Flash drive or other media
☐ Pick up at campus: ____________________



Section 4: Costs
GCC may charge for the actual cost of responding to your request. Current fees are listed under Policy Regarding Fees on GCC’s Freedom of Information Act webpage.
	Cost estimate
	☐ Yes, please send me a cost estimate first.
☐ No, a cost estimate is not needed.
☐ Please contact me before charges exceed $__________.


If you ask for a cost estimate, the time GCC has to respond is paused until you reply to the estimate.
	Signature (optional)
	
	Date
	



Submit Your Request
Submit your completed form by email or mail:
Email: foiarequest@germanna.edu
Germanna Community College
Attn: FOIA Officer
P.O. Box 1430
Locust Grove, VA 22508
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