
Rights & Responsibilities: 
The Rights of Requesters and the Responsibilities of  

J. Sargeant Reynolds Community College 
under the Virginia Freedom of Information Act  

 
 
The Virginia Freedom of Information Act (FOIA), located in § 2.2-3700 et seq. of the Code 
of Virginia, guarantees citizens of the Commonwealth and representatives of the media 
access to public records held by public bodies, public officials, and public employees. 
 
A public record is any writing or recording—regardless of whether it is a paper record, an 
electronic file, an audio or video recording, or any other format—that is prepared or 
owned by, or in the possession of a public body or its officers, employees, or agents in 
the transaction of public business. All public records are presumed to be open, and may 
only be withheld if a specific, statutory exemption applies. 
 
The policy of FOIA states that the purpose of FOIA is to promote an increased awareness 
by all persons of governmental activities. In furthering this policy, FOIA requires that the 



o From a practical perspective, it may be helpful to both you and the person 
receiving your request to put your request in writing. This allows you to 
create a record of your request. It also gives us a clear statement of what 
records you are requesting, so that there is no misunderstanding over a 
verbal request. However, we cannot refuse to respond to your FOIA 
request if you elect to not put it in writing. 

 
• Your request must identify the records you are seeking with "reasonable 

specificity." This is a common-sense standard. It does not refer to or limit the 
volume or number of records that you are requesting; instead, it requires that you 
be specific enough so that we can identify and locate the records that you are 
seeking. 

 
• Your request must ask for existing records or documents. FOIA gives you a right 

to inspect or copy records; it does not apply to a situation where you are asking 



investigative or enforcement agency.  The Council may be contacted by email at 
foiacouncil@dls.virginia.gov, or by phone at (804) 698-1810 or toll-free at 1-866-448-
4100. 
 
 
J. Sargeant Reynolds Community College's Responsibilities in 
Responding to Your Request 
 
• J. Sargeant Reynolds Community College must respond to your request within five 

working days of receiving it. "Day One" is considered the day after your request is 
received. The five-day period does not include weekends, holidays or other days 
when J. Sargeant Reynolds is closed for business. 
 
• The reason behind your request for public records from J. Sargeant Reynolds 

Community College is irrelevant, and you do not have to state why you want the 
records before we respond to your request. FOIA does, however, allow J. 
Sargeant Reynolds Community College to require you to provide your name and 



writing, explaining the conditions that make the response impossible. This 
will allow us an additional seven working days to respond to your request, 
giving us a total of 12 working days to respond to your request. In the case 
of criminal investigative files requested pursuant to § 2.2-3706.1 of the 
Code of Virginia, we are allowed an additional 60 working days to 
respond to your request, giving us a total of 65 working days to respond to 
your request. 

 
• If you make a request for a very large number of records, and we feel that we 

cannot provide the records to you within 12 working days without disrupting our 
other organizational responsibilities, we may petition the court for additional time 
to respond to your request. However, FOIA requires that we make a reasonable 
effort to reach an agreement with you concerning the production of the records 
before we go to court to ask for more time. 
 

Charges 




