Danville Community College
Virginia FOIA Fee Schedule 
In accordance with the Virginia Freedom of Information Act (§ 2.2-3704), Danville Community College may charge the actual cost incurred in accessing, duplicating, supplying, or searching for requested records. No charge shall include overhead or unrelated administrative expenses.
1. Search & Retrieval Time
	Employee Type
	Rate Charged (Hourly)
	Description

	Administrative Staff
	$25/hr
	Locating emails, files, shared drives, archives

	IT Personnel
	$45/hr
	Server searches, email exports, backups, database queries

	Supervisory/Director Level Review
	$55/hr
	Determining record scope, complex filtering

	Legal/Compliance Review
	$85/hr
	Exemption review, privilege review, redaction determination


Billing increments: Charged in 15-minute increments
Minimum charge: None,  actual time only

2. Redaction & Preparation
	Task
	Rate

	Digital redaction (PDF/email)
	$40/hr

	Complex redaction requiring legal review
	$85/hr

	Data compilation (custom reports)
	$60/hr





3. Copies & Production
	Format
	Cost

	Black & White paper copies
	$0.10 per page

	Color copies
	$0.25 per page

	Scanned to PDF
	$0.05 per page

	USB drive
	$10 per device

	CD/DVD
	$5 per disc

	Large file electronic transfer (cloud prep)
	$15 flat fee



4. Email & Electronic Records
	Service
	Cost

	Standard email export (.pst/.mbox)
	$30 setup fee + staff time

	Archived email retrieval
	IT hourly rate

	Metadata/header extraction
	IT hourly rate



5. Deposits 
DCC may require a deposit when estimated costs exceed $200.
	Estimated Cost
	Deposit Required

	$0–$199
	No deposit

	$200–$499
	50% deposit

	$500+
	100% deposit before work begins


Processing pauses until deposit is received.

6. Billing Rules
· Charges reflect actual time spent
· Requester will receive an estimate before work begins
· Work may be narrowed to reduce cost
· Final invoice must be paid before records are released
· Unpaid FOIA invoices may result in denial of future requests until settled (§2.2-3704)

