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Welcome to DelaFile, the Delaware Public 
Service Commission’s automated electronic 
filing and information system.    

Submitting a Request for 
Public Records/ Freedom of 

Information Act (FOIA) 
Request  



 
W I L L  I N S E R T  TA B L E  O F  C O N T E N T S  
TO N I G H T  
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E-FILING-REQUEST FOR PUBLIC RECORDS (FOIA) 

 
 The DelaFile application offers a link for the general public/external users to file 

a FOIA request.   
 
 
 The online filer will receive confirmation of their submission with a system 

assigned FOIA Request number.  
 

 Registration is not necessary for external users to submit a FOIA request 
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E-FILING-FOIA REQUEST 
  From the DelaFile Home 

Page click Public Links   

 Click “Request for Public 

Records (FOIA)” link 

 The user will be 

navigated to the FOIA 

form 
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 E-FILING-FOIA FORM 

 

 
 

 
 
 
 

 
 

 Enter mandatory 

details  

 Click the “Submit 

Request” button 
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E-FILING-FOIA SUBMISSION 

 

 
 
 
 
 
 

 
 

 Upon submission, the system will display the “Request for Public Records 

(FOIA) Successful Submission screen.” 

 The system will display a “Confirmation Message“ along with the “FOIA 

request #” 
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E-FILING-PRINT FOIA REQUEST FORM 
 
  Click “Print a Copy of your 

Request” link,  

 A PDF  version of form 

submitted will be 

displayed 

 Form can be 

printed/saved 
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 E-FILING-CONFIRMATION EMAIL  

 Click “OK” button to 

return to the DelaFile 

Login Page 

 The system will send 

an email notification to 

the FOIA requestor. 
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 E-FILING-AUTOMATED ROUTING OF FOIA REQUEST 

 Upon successful submission, your request is routed to Commission 

Staff  

 Staff reviews the request and gathers the requested documents  

 Staff then calculates the charges to fulfill the request and sends the 

FOIA invoice to you 

 Upon receipt of payment for the FOIA invoice, Staff sends the requested 

documents  
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Thank You 
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