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NOAA is responsible for protecting and restoring marine and coastal environments
impacted by spills and hazardous substance releases. The Office of Response and
Restoration (OR&R) is the focal point for NOAA's spill preparedness, emergency response,
and restoration programs. OR&R's Hazardous Materials Response Division and its
contingent of on-scene Scientific Support Coordinators have earned a wide reputation for
delivering scientifically valid solutions to the Federal On-Scene Coordinator (the U.s. Coast
Guard in the coastal zone, or EPA in inland areas).

OR&R's Coastal Protection and Restoration Division and Damage Assessment Center are
critical components of NOAA's natural resource trusteeship responsibilities. The CPR
Division works closely with the U.s. Environmental Protection Agency to redress the
environmental effects of hazardous waste sites across the United States. Coastal Resource
Coordinators prOVide site-specific technical expertise in ecological risk assessment and
coastal remediation issues. This expertise ranges from physical science to ecology, marine
biology, and oceanography. In their NOAA trusteeship role, CRCs assess the longer-term
risks to coastal resources (including threatened and endangered species) from Superfund
site contamination, support decision-making for site remedies and habitat restoration, and
negotiate protective remedies with the responSible parties to ensure that cleanup,
restoration, and recovery are appropriate and fully monitored.

While the HAZMAT and CPR divisions work to prevent and minimize injury to natural
resources during spill response and waste site remediation activities, the Damage
Assessment Center focuses on addressing the injury that remains after the cleanup or
response. DACs Rapid Assessment Program goes on-scene at oil or hazardous materials
releases to assess damages to NOAA trust resources, including National Marine Sanctuaries
and National Estuarine Research Reserves. DAC works with other trustees and NOAA's
Office of General Counsel in pursuing compensation from responsible parties to restore
injured resources. The compensation DAC receives is designed to benefit the natural
resources injured by the release.

The Regional Programs section actively engages local and regional communities in
integrating sound coastal resource management, oil spill prevention and response, and safe
and efficientmarine transportation. Administered collaboratively with the NOS Coastal
Services Center, Regional Projects serves as liaison between NOS scientific and technical
expertise and the needs of the maritime industry, port authorities, coastal resource
managers, and other NOAA clients in the coastal zone. Regional Programs matches specific
coastal-zone conditions and needs with tailored services, tools, and products from across
NOS, including physical oceanographic real-time systems, electronic chart systems, coastal
geographic information systems frameworks, photogrammetry, and digital hydrographic
surveys.
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u.s. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
National Ocean Service
Office of Response and Restoration
7600 Sand Point Way N.E. - Bin Cl5700
Seattle, Washington 98115

MEMORANDUM

May 8, 2002

To: FOIA Report Recipients

From: John Kaperick, OR&R FOIA Liaison

Re: Updated FOIA Report

Dear FOIA Professional:

1have updated the FOIA Report to include the new guidance from the Attorney General
and to incorporate up to date FOIA regulations and legislation. 1 revised Appendix J due to new
Homeland Security guidance regarding addresses. 1 added footer information regarding the date of
update of the pages for better version control. Please follow the list below to update your report.

Discard
Inside Cover and TOC
Report Pages I through 5
Appendix A Pages A-I through A-13
Appendix B Pages B-1 through B-43
Appendix G Pages G-I through G-6
Appendix 1Pages 1-1 through 1-23
Appendix J Pages J-I through J-4
Appendix K Pages K-I through K-7

Replace With
New Inside Cover and TOC
Report Pages I through 7
Pages A-I through A-14
Pages B-1 through B-30
Pages G-I through G-5
Pages 1-I through 1-30
Pages J-I through J-3
Pages K-I through K-5
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NOTICE

This report has been reviewed by the Nationai Ocean Service of the National Oceanic and
Atmospheric Administration (NOAA) and approved for pubiication. Such approval does not signify that
the contents of this report necessarily represent the official position of NOAA or of the Government of
the United States, nor does mention of trade names or commercial products constitute endorsement
or recommendation for their use.
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I. Introduction
The Freedom ofInformation Act (FOIA) is the public's main avenue for accessing
government information. Government agencies are required by law to respond to
FOIA requests within twenty working days ofreceipt of the request. There can be
serious consequences for not responding in a timely manner, including an appeal to
the U.S. Department ofCommerce Office ofGeneral Counsel (15 CFR 4.10)
and/or judicial review (5 USC§552(a)(6)(C». Requests must be processed in an
effective and timely manner in order to meet these deadlines. This report clarifies
issues related to responding to Freedom oflnformation Act requests and provides
answers that can be used in response to FOIA requests.

The Freedom of Information Act, 5 USC§552 and Electronic FOIA amendments,
is the legislation that governs these requests but those responding to them must
also be aware ofmany other related judgments and directions. The Privacy Act (5
USC§552a), Department of Commerce regulations (15 CFR Part 4), DOC DAO
205-12, NOAA National Accounting Office 205-14, a memo from the U.S.
Attorney General, and memos from the White House Council on Enviromnental

. Quality regarding FOIA must also guide the decision-making process. All of these
are included as appendices to this report.

NOAA's responsibility in responding to FOIA requests is to release the greatest
amount of information possible while safeguarding our agency's ability to achieve
its mission. It can sometimes be a complex balancing act and requires in-depth
research ofexemptions and coordination with the Office ofGeneral Counsel, the
NOAA FOIA Office, NOAA Ocean Service FOIA Officer, and/or the U.S.
Department ofJustice FOIA Hotline. All of these resources, as well as several
FOIA-related web sites, are included in the appendices to this report.

II. Receipt ofRequests
Freedom of Information Act requests are supposed to be addressed and sent to the
NOAA FOIA Office in Silver Spring, Maryland. It is extremely important to send
any request received directly or through any channel that did not include the
NOAA FOIA Office to them so that they can log the request into the system. They
will also assign a response due date, and track and route the request to the correct
NOAA office(s) for response. The NOAA FOIA Office sends the request, a copy
of the CD-244 Form (FOIA Request and Action Record), and any other pertinent
instructions to the "action office" (the office to which the request is assigned). It is
very important to note and keep track ofthe due date assigned to the request and to
respond on or before that date. A failure to respond by the due date can lead to
serious and unnecessary consequences, including the release ofrecords that could
have been protected. It is also very important that the completed CD-244 be
returned, along with a copy of the response letter, to the NOS FOIA Officer when
the request is completed.

I
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Once a properly routed request is received, the notification and/or polling process
begins. An e-mail message is generally the best way for initial contact regarding a
request being received and for determining which records exist in our offices. It is
also important to bring the Office of General Counsel into the loop as soon as
possible ifwe have records that we think may be exempt from disclosure or if the
information request is for a site that has OGC involvement.

III. Requester Classifications
Ifwe may have records responsive to the request, we need to determine which
category the requester falls into. The requester will be classified as a "commercial
use requester," an "educational and non-commercial scientific institution
requester," "representatives of the news media," or "all other requesters."
Depending upon the classification, a requester may be required to pay none, some,
()r all of the "search, review, and duplication" costs for a request.

A "Commercial use request" is " ... from or on behalfof a person who seeks
information for a use or purpose that furthers his or her commercial, trade, or profit
interests, which can include furthering those interests through litigation." (15 CFR
4.11(b)(1»

An "Educational institution" is " ...a preschool, a public or private elementary or
secondary school, an institution of undergraduate higher education, an institution
ofgraduate higher education, an institution ofprofessional education and an
institution ofvocational education, that operates a program or programs of
scholarly research." (15 CFR 4.1 I (b)(4»

A "Noncommercial scientific institution" is an " .. .institution that is not operated
on a "commercial" basis as that term is defined in paragraph (b)(I) ofthis section,
and that is operated solely for the purpose of conducting scientific research the
results ofwhich are not intended to promote any particular product or industry."
(IS CFR 4. II(b)(5»

A "Representative of the news media, or news media requester" is " ... any person
actively gathering news for an entity that is organized and operated to publish or
broadcast news to the public. The term "news" means information that is about
current events or that would be of current interest to the public" (15 CFR
4.1 I(b)(6». More information is contained in the CFR about this category.

The "all other requesters" category is any person or organization that does not fit
into one of these categories.
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After the records have been located and the requester has been classified, a
detennination is made regarding the estimated cost for the response (15 CFR
4. 11(c» and whether it exceeds $20. We ask the requester for payment before we
process the request and/or release any records. We also need to determine who will
be responsible for sending the official response to the requester. This person
should then become the main point of contact for the request.

IV. Point Person Responsibilities

It is very important to coordinate FOIA requests with the Office of General
Counsel. Often the request involves records that may be in the possession ofthe
General Counsel's office or that may be part of a case that is in settlement
negotiations. Depending on the region involved, points of contact will vary, as will
the approach to the response ofthe request. If the FOIA involves a current case,
we often will pass the point responsibility to the Office of General Counsel since
this type ofrequest often involves either a partial or full denial ofrecords.

The next step in the process is to detennine the volume of"potentially responsive
records" that we possess and the estimated level of effort to gather them, review
them, and duplicate them. It is easy to make this detennination ifthe person(s)
who possess the records answer the question, "If I stacked these dQcuments in one
stack, how high would that stack be?"

Using the comparison of a ream ofpaper (500 sheets) being two inches thick, an
estimate of the total volume is determined. Electronic mail (e-mail) messages are
also subject to FOIA requests. Ifthere are messages not included in the paper
"records," we determine how much time it would take to print out all of the e-mail
messages and what their volume would be. We then estimate the amount ofhours
to gather and review the records. With this information, and the classification of
the requester complete, a cost estimate can be prepared.

V. Cost Estimates
The cost estimate is prepared to determine the level of effort required to respond to
a FOIA request (15 CFR 4.1 I (c». If the cost is more than $20, the requester is to
be notified of the cost and required to pay of the full amount ofthe cost estimate
before the release of any records. The specifics ofwhat category pays for what are
included in a table at 15 CFR 4.II(c)(I).

"Commercial Use Requesters" Cost Estimate
This category is required to pay the full cost of search, review and duplication of
records. A "Manual search" is charged at the "Actual salary rate of employee
involved, plus 16 percent of salary rate" (15 CFR 4.II(c)(2)(i). A "Computerized
search" is charged at the "Actual direct cost, including operator time." (15 CFR
4.II(c)(2)(ii) "Review of records (including redaction)" is charged at the "Actual
salary rate of the employee conducting review, plus 16 percent of salary rate."

3
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The point person must get the hourly rates ofeach employee, including
himsel£'herself, who is either working on the request or has records responsive to
it. Each of these hourly figures is multiplied by 1.16 to get the hourly rate
chargeable under 15 CFR. These figures are multiplied by either the actual hours
spent on the request, ifknown, or the estimated hours of each employee. Any
costs accrued under the "Computerized search" category should be added to the
"Manual search" and "Review" totals to get the total cost for the search and
review. The sum ofthe page counts of all who hold responsive records is then
multiplied by $0.16 to get the paper copy duplication cost for the request. Any
costs accrued under the "Other reproduction" category are added to the paper copy
duplication cost to get the total duplication cost. The search and review totals are
then added to the duplication total to determine the cost estimate amount.

"Educational and Noncommercial scientific institution requesters" and
"Representatives of the news media" Cost Estimates

These categories are charged only for duplication costs after the first 100 pages, so
the total page count is adjusted down by 100 before being multiplied by $0.16.
Any costs accrued under the "Other reproduction" category are added to the paper
copy duplication cost to get the total duplication cost. This would be the total
amount for the cost estimate in these categories.

"All Other Requesters" Cost Estimates
This category is charged for search (after the first two hours) and duplication (after
the first 100 pages.) A "Manual search" is charged at the "Actual salary rate of
employee involved, plus 16 percent of salary rate" (15 CFR 4.11(c)(2)(i). A
"Computerized search" is charged at the "Actual direct cost, including operator
time." (15 CFR 4.1 1(c)(2)(ii) The point person must get the hourly rates of each
employee, including themselves, who is either working on the request or has
records responsive to it. Each ofthese hourly figures should be multiplied by 1.16
to get the hourly rate chargeable under 15 CFR. These figures are multiplied by
either the actual or the estimated hours of"Manual search" time only for each
employee. There is a two-hour deduction from the search time for this category of
requester.

Any costs accrued under the "Computerized search" category should be added to
the "Manual search" total to get the total cost for the search. This category is also
only charged for paper copy duplication costs after the first 100 pages, so the total
page count should be adjusted down by 100 before being multiplied by $0.16.
Any costs accrued under the "Other reproduction" category are added to the paper
copy duplication cost to get the total duplication cost. The search total is then
added to the duplication total to determine the cost estimate amount.

4
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VI. Response Letters and/or Requester Contact
The requester may need to be contacted regarding clarification of the request, to
attempt to narrow the scope of the request, to seek an extension of the due date on
the request, or to answer questions the requester may have regarding the request.
Any important information discussed with the requester should be memorialized
with a memo to the file, a letter to the requester, or both. Documentation ofall
conversations is essential if a FOIA is ever revisited or appealed at a later date.

The response letter to a FOIA request can be as simple as a cost estimate with a
request for payment ofthe total (15 CFR 4.11 (a». The request for payment should
include a due date for the requester to pay prior to the request being closed (sample
letter in Appendix J). The requester should also be ini:ormed that the check should
be made payable to the "Treasury of the United States" and sent directly to the
NOAA FOIA Office and reference the NOAA FOIA Number assigned to the
request. Ifthe requester does not respond with payment by the due date assigned,
the request is closed. The requester is only given the records requested without
payment of fees in cases where the fees do not exceed $20 or a fee waiver has been
granted.

A response stating that we have "no responsive records" is sent if the polling
process determines that our records do not fit within the scope ofthe request. This
response can be interpreted as an "adverse determination" and should be treated as
such, including the statement of the requester's right to appeal being included in
the response letter. As stated in 15 CFR, Part 4, Appendix B, the NOAA Ocean
Service Assistant Administrator or some other authorized party letter must sign the
letter. The letter should be drafted by the point person and sent forward
electronically to the NOS FOIA Officer to be printed and signed by the authorized
official and sent to the requester. It is important to also request a copy of this letter
for the file.

The other cases of"adverse determination" are responses with either a partial or
full denial of the records requested. This can be very complex and must be
coordinated with the Office ofGeneral Counsel, the NOAA FOIA Office, and the
NOS FOIA Officer. There needs to be a "sound legal basis" for withholding
records from a requester.

As stated by the Attorney General in his October 12,2001 FOIA Memorandum,
"Any discretionary decision by your agency to disclose information protected
under the FOIA should be made only after full and deliberate consideration of the
institutional, commercial, and personal privacy interests that could be implicated
by disclosure ofthe information."

5
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We should exercise good judgment in determining exemptions and accurately
describe what is withheld and under what exemption. We should also continue the
"discretionary disclosure" ofmarginally protected records whose release poses no
real harm to our agency or any other agencies or businesses. The point person may
be asked to draft the withholding letter citing the appeal procedures. The NOS
Assistant Administrator is the only person within NOS who has the authority to
sign such a letter.

VII. Possible Requestor Replies
The requestor can reply to our response in several different ways, including no
reply, reply by narrowing, reply with full payment, or reply by appeal.

A reply where the scope of the request is narrowed is another possible response.
Often, the requester is looking for something specific and will accept that in
exchange for not having to pay the full cost estimate. This may require telephone
contact and negotiation with the requester. It also requires a letter memorializing
the conversation for both the requester and the file.

A reply with full payment puts the request back to active status. We then must
coordinate the search, review, and duplication ofpotentially responsive records
and coordinate with the Office ofGeneral Counsel on the responsiveness and
privilege review of the records. We can make recommendations in this process but
the final determination rests with the Office of General Counsel.

A reply by appeal elevates the request to the Department of Commerce Office of
General Counsel. We must then coordinate with them and provide whatever
assistance they require of us. It is very important that we have a well-documented
file on all requests to assure our best chance ofpositive results of the appeal.

VIII. PartiallFull Denials
Partial and full denials should always be coordinated with the Office of General
Counsel. Ifthis is not possible, the Department ofJustice FOIA Hotline and the
NOAA FOIA Office can also provide assistance. Ultimately, if a FOIA request
goes to court, it is the Department of Justice attorneys that would defend us.
Partial and full denials can only be signed by the NOS Assistant Administrator or
the General Counsel for NOAA, or others listed in 15 CFR, Part 4, Appendix B.

6
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IX. Summary
FOIA requests are received by Federal agencies, routed through the NOAA FOIA
Office, the line office, and the action office. The action office is responsible for
detennining whether they have records described in the request, how many there
are, how long it might take to find them, reviewing them for responsiveness and'
privileged content, and duplicating them.

The action office chooses a point person to coordinate the response, elicit the
assistance ofOGe if necessary, and respond to the requester. The most important
element ofproper FOIA response is documentation. It is critical to document all
the steps taken and their result for any future questions or appeals.

7
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The Freedom of Information Act (5 USC § 552)

As Amended



5 U.S.C. § 552

THE FREEDOM OF INFORMATION ACT

TITLE 5--GOVERNMENT ORGANIZATION AND EMPLOYEES

PART I--THE AGENCIES GENERALLY

CHAPTER 5--ADMINISTRATIVE PROCEDURE

SUBCHAPTER II--ADMINISTRATIVE PROCEDURE

Sec. 552. Public information; agency rules, opinions, orders,
records, and proceedings

(a) Each agency shall make available to the public
information as follows:

(1) Each agency shall separately state and currently publish
in the Federal Register for the guidance of the public--

(A) descriptions of its central and field organization and
the established places at which, the employees (and
in the case of a uniformed service, the members) from
whom, and the methods whereby, the public may obtain
information, make submittals or requests, or obtain
decisions;

(B) statements of the general course and method by which
its functions are channeled and determined, including
the nature and requirements of all formal and informal
procedures available;

(C) rules of procedure, descriptions of forms available or
the places at which forms may be obtained, and
instructions as to the scope and contents of all
papers, reports, or examinations;

(D) substantive rules of general applicability adopted as
authorized by law, and statements of general policy or
interpretations of general applicability formulated·
and adopted by the agency; and

(E) each amendment, revision, or repeal of the foregoing.

Except to the extent that a person has actual and timely notice of
the terms thereof, a person may not in any manner be required to
resort to, or be adversely affected by, a matter required to be
published in the Federal Register and not so published. For the
purpose of this paragraph, matter reasonably available to the
class of persons affected thereby is deemed published in the
Federal Register when incorporated by reference therein with the
app~oval of the Director of the Federal Register.

Laws in effect as 00anuary 2, 200I
A-I
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5 U.S.C. § 552

(2) Each agency, in accordance with published rules, shall
make available for public inspection and copying--

(A) final opinions, including concurring and dissenting
opinions, as well as orders, made in the adjudication
of cases;

(B) those statements of policy and interpretations which
have been adopted by the agency and are not published
in the Federal Register;

(e) administrative staff manuals and instructions to staff
that affect a member of the public,

(D) copies of all records, regardless of form or format,
which have been released to any person under paragraph
(3) and which, because of the nature of their subject
matter, the agency determines have become or are
likely to become the subject of subsequent requests
for substantially the same records, and

(E) a general index of the records referred to under
subparagraph (D), unless the materials are promptly
published and copies offered for sale. For records
created on or after November 1, 1996, within one year
after such date, each agency shall make such records
available, including by computer telecommunications
or, if computer telecommunications means have not been
established by the agency, by other electronic means.
To the extent required to prevent a clearly
unwarranted invasion of personal privacy, an agency
may delete identifying details when it makes available
or publishes an opinion, statement of policy,
interpretation, staff manual, instruction, or copies
of records referred to in subparagraph CD). However,
in each case the justification for the deletion shall
be explained fully in writing, and the extent of such
deletion shall be indicated on the portion of the
record which is made available or published, unless
including that indication would harm an interest
protected by the exemption in subsection (b) under
which the deletion is made. If technically feasible,
the extent of the deletion shall be indicated at the
place in the record where the deletion was made. Each
agency shall also maintain and make available for
public inspection and copying current indexes
providing identifying information for the public as to
any matter issued, adopted, or promulgated after July
4, 1967, and required by this paragraph to be made
available or published. Each agency shall promptly
publish, quarterly or more frequently, and distribute
(by sale or otherwise) copies of each index or
supplements thereto unless it determines by order
published in the Federal Register that the publication
would be unnecessary and impracticable, in which case
the agency shall nonetheless provide copies of such

Laws in effect as ofJanuary 2, 2001
A-2
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5 U.S.C. § 552

index on request at a cost not to exceed the direct
cost of dupl~cation. Each agency shall make the index
referred to in subparagraph (E) available by computer
telecommunications by December 31, 1999. A final
order, opinion, statement of policy, interpretation,
or staff manual or instruction that affects a member
of the public may be relied on, used, or cited as
precedent by an agency against a party other than an
agency only if--

(i) it has been indexed and either made available
or published as provided by this paragraph; or

(ii) the party has actual and timely notice of the
terms thereof.

(3) (A) Except with respect to the records made available under
paragraphs (1) and (2) of this subsection, each agency,
upon any request for records which (i) reasonably
describes such records and (ii) is made in accordance
with published rules stating the time, place, fees (if
any), and procedures to be followed, shall make the
records promptly available to any person.

(B) In making any record available to a person under this
paragraph, an agency shall provide the record in any
form or format requested by the person if the record is
readily reproducible by the agency in that form or
format. Each agency shall make' reasonable efforts to
maintain its records in forms or formats that are
reproducible for purposes of this sec~ion.

(C) In responding under this paragraph to a request for
records, an agency shall make reasonable efforts to
search for the records in electronic form or format,
except when such efforts would significantly interfere
with the operation of the agency's automated
information system.

(D) For purposes of this paragraph, the term "search"
means to review, manually or by automated means, agency
records for the purpose of locating those records which
are responsive to a request.

(4) (A) (i) In order to carry out the provisions of this
section, each agency shall promulgate regulations,
pursuant to notice and receipt of public comment,
specifying the schedule of fees applicable to the
processing of requests under this section and
establishing procedures and guidelines for
determining when such fees should be waived or
reduced. Such schedule shall conform to the
guidelines which shall, be promulgated, pursuant to
notice and receipt of public comment, by the
Director of the Office of Management and Budget and
which shall provide for a uniform schedule of fees

Laws in effect as ofJanuary 2, 2001
A-3
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5 U.s.C. § 552

for all agencies.

(ii) Such agency regulations shall provide that--

(I) fees shall be limited to reasonable standard
charges for document search, duplication, and
review, when records are requested for
commercial use;

(II) fees shall be limited to reasonable standard
charges for document duplication when records
are not sought for commercial use and the
request is made by an educational or
noncommercial scientific institution, whose
purpose is scholarly or scientific research; or
a representative of the news -media; and

(III) for any request not described in (I) or (II).
fees shall be limited to reasonable standard
charges for document search and duplication.

(iii) Documents shall be furnished without any charge or
at a charge reduced below the fees established under
clause (ii) if disclosure of the information is in
the public interest because it is likely to
contribute significantly to public understanding of
the operations or activities of the government and
is not primarily in the commercial interest of the
requester.

(iv) Fee schedules shall provide for the recovery of only
the direct costs of search, duplication, or review.
Review costs shall include only the direct costs
incurred during the initial examination of a
document for the purposes of determining whether the
documents must be disclosed under this section and
for the purposes of withholding any portions exempt
from disclosure under this section. Review costs may
not include any costs incurred in resolving issues
of law or policy that may be raised in the course of
processing a request under this section. No fee may
be charged by any agency under this section--

(I) if the costs of routine collection and
processing of the fee are likely to equal
or exceed the amount of the fee; or

(II) for any request described in clause (i~)

(II) or (III) of this subparagraph for the
first two hours of search time or for the
first one hundred pages of duplication.

(v) No agency may require advance payment of any fee
unless the requester has previously failed to pay
fees in a timely fashion, or the agency has
determined that the fee will exceed $250.

Laws in effect as ofJanuary 2,2001
A-4
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(vi) Nothing in this subparagraph shall supersede fees
chargeable under a statute specifically providing
for setting the level of fees for particular types
of records.

(vii) In any action by a requester regarding the waiver of
fees under this section, the court shall determine
the matter de novo: Provided, That the CQurtls
review of the matter shall be limited to the record
before the agency.

(B) On complaint, the district court of the United States
in the district in which the complainant resides, or has
his principal place of business, or in which the agency
records are situated, or in the District of Columbia,
has jurisdiction to enjoin the agency from withholding
agency records and to order the production of any agency
records improperly withheld from the complainant. In
such a case the court shall determine the matter de
novo, and may examine the contents of such agency
records in camera to determine whether such records or
any part thereof shall be withheld under any of the
exemptions set forth in subsection (b) of this section,
and the burden is on the agency to sustain its action.
In addition to any other matters to which a court
accords substantial weight, a court shall accord
substantial weight to an affidavit of an agency
concerning the agency's determination as to technical
feasibility under paragraph (2) (C) and subsection (b)
and reproducibility under paragraph (3) (B) .

(C) Notwithstanding any other provision of law, the
defendant shall serve an answer or otherwise plead to
any complaint made under this subsection within thirty
days after service upon the defendant of the pleading in
which such complaint is made, unless the court otherwise
directs for good cause shown.

[(D) Repealed. Pub. L. 98-620, title IV, Sec. 402(2), Nov.
8, 1984, 98 Stat. 3357.]

(El The court may assess against the United States
reasonable attorney fees and other litigation costs
reasonably incurred in any case under this section in
which the complainant has substantially prevailed.

(F) Whenever the court orders the production of any agency
records improperly withheld from the complainant and
assesses against the United States reasonable attorney
fees and other litigation costs, and the court
additionally issues a written finding that the
circumstances surrounding the withholding raise
questions whether agency personnel acted arbitrarily or
capriciously with respect to the withholding, the
Special Counsel shall promptly initiate a proceeding to
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determine whether disciplinary action is warranted
against the officer or employee who was primarily
responsible for the withholding. The Special Counsel,
after investigation and consideration of the evidence
submitted, shall submit his findings and recommendations
to the administrative authority of the agency concerned
and shall send copies of the findings and
recommendations to the officer or employee or his
representative. The administrative authority shall take
the corrective action that the Special Counsel
recommends.

(G) In the event of noncompliance with the order of the
court, the district court may punish for contempt the
responsible employee, and in the case of a uniformed
service, the responsible member.

(5) Each agency having more than one member shall maintain and
make available for public inspection a record of the final
votes of each member in every agency proceeding.

(6) (A) Each agency, upon any request for records made under
paragraph (1), (2), or (3) of this subsection, shall--

(i) determine within 20 days (excepting Saturdays,
Sundays, and legal public holidays) after the
receipt of any such request whether to comply with
such request and shall immediately notify the
person making such request of such determination
and the reasons therefor, and of the right of such
person to appeal to the head of the agency any
adverse determination; and

(ii) make a determination with respect to any appeal
within twenty days (excepting Saturdays, Sundays,
and legal public holidays) after the receipt of
such appeal. If on the denial of the request for
records is in whole or in part upheld, the agency
shall notify the person making such request of the
provisions for judicial review of that
determination under paragraph (4) of this
subsection.

(B) (i) In unusual circumstances as specified in this
subparagraph, the time limits prescribed in either
clause (i) or clause (ii) of subparagraph (A) may be
extended by written notice to the person making such
request setting forth the unusual circumstances for
such extension and the date on which a determination
is expected to be dispatched. No such notice shall
specify a date that would result in an extension for
more than ten working days, ·except as provided in
clause (ii) of this subparagraph.

(ii) with respect to a request for which a written notice
under clause (i) extends the time limits prescribed
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under clause (i) of subparagraph (A), the agency
shall notify the person making the request if the
request cannot be processed within the time limit
specified in that clause and shall provide the
person an opportunity to limit the scope of the
request so that it may be processed within that time
limit or an opportunity to arrange with the agency
an alternative time frame for processing the request
or a modified request. Refusal by the person to
reasonably modify the request or arrange such an
alternative time frame shall be considered as a
factor in determining whether exceptional
circumstances exist for

(iii) As used in this subparagraph, "unusual
circumstances" means, but only to the extent
reasonably necessary to the proper processing of the
particular requests--

(I) the need to search for and collect the
requested records from field facilities or
other establishments that are separate from
the office processing the request;

(II) the need to search for, collect, and
appropriately examine a voluminous amount of
separate and distinct records which are
demanded in a single request; or

(III) the need for consultation, which shall be
conducted with all practicable speed, with
another agency having a substantial interest
in the determination of the request or among
two or more components of the agency having
substantial subject-matter interest therein.

(iv) Each agency may promulgate regulations, pursuant to
notice and receipt of public comment, providing for
the aggregation of certain requests by the same
requestor, or by a group of requestors acting in
concert, if the agency reasonably believes that such
requests actually constitute a single request, which
would otherwise satisfy the unusual circumstances
specified in this subparagraph, and the requests
involve clearly related matters. Multiple requests
involving unrelated matters shall not be aggregated.

(C) (i) Any person making a request to any agency for
records under paragraph (1), (2), or (3) of this
subsection shall be deemed to have exhausted his
administrative remedies with respect to such request
if the agency fails to comply with the applicable
time limit provisions of this paragraph. If the
Government can show exceptional circumstances exist
and that the agency is exercising due diligence in
responding to the request, the cour~ may retain
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jurisdiction and allow the agency additional time to
complete its review of the records ..Upon any
determination by an agency to comply with a request
for records, the records shall be made promptly
available to such person making such request. Any
notification of denial of any request for records
under this subsection shall set forth the names and
titles or positions of each person responsible for
the denial of such request.

(ii)

(iii)

(D) (i)

For purposes of this subparagraph, the term
"exceptional circumstances' I does not include a
delay that results from a predictable agency
workload of requests under this section, unless the
agency demonstrates reasonable progress in reducing
its backlog of pending requests.

Refusal by a person to reasonably modify the scope
of a request or arrange an alternative time frame
for processing a request(or a modified request)
under clause (ii) after being given an opportunity
to do so by the agency to whom the person made the
request shall be considered as a factor in
determining whether exceptional circumstances exist
for purposes of this subparagraph.

Each agency may promulgate regulations, pursuant to
notice and receipt of public comment, providing for
multitrack processing of requests for records based
on the amount of work or time (or both) involved in
processing requests.

(ii) Regulations under this subparagraph may provide a
person making a request that does not qualify for
the fastest multitrack processing an opportunity to
limit the scope of the request in order to qualify
for faster processing.

(iii)

(El (i)

This subparagraph shall not be considered to affect
the requirement under subparagraph (el to exercise
due diligence.

Each agency shall promulgate regulations, pursuant
to notice and receipt of public comment, providing
for expedited processing of requests for records--

(I) in cases in which the person requesting the
records demonstrates a compelling need; and

(II) in ·other cases determined by the agency.

(ii) Notwithstanding clause (i), regulations under this
subparagraph must ensure--

(I) that a determination of whether to provide
expedited processing shall be made, and
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notice of the determination shall be provided
to the person making the request, within 10
days after the date of the request; and

(II) expeditious consideration of administrative
appeals of such determinations of whether to
provide expedited processing.

(iii) . An agency shall process as soon as practicable any
request for records to which the agency has granted
expedited processing under this subparagraph. Agency
action to deny or affirm denial of a request for
expedited processing pursuant to this subparagraph,
and failure by an agency to respond in a timely
manner to such a request shall be subject to
judicial review under paragraph (4), except that the
judicial review shall be based on the record before
the agency at the time of the determination.

(iv) A district court of the United States shall not have
jurisdiction to review an agency denial of expedited
processing of a request for records after the agency
has provided a complete response to the request.

(v) For purposes of this subparagraph, the term
"compelling need' I means--

(I) that a failure to obtain requested records on
an expedited basis under this paragraph could
reasonably be expected to pose an imminent
threat to t~e life or physical safety of an
individual; or

(II) with respect to a request made by a person
primarily engaged in disseminating
information, urgency to inform the public
concerning actual or alleged Federal
Government activity.

(vi) A demonstration of a compelling need by a person
making a request for expedited processing shall be
made by a statement certified by such person to be
true and correct to the best of such person's
knowledge and belief.

(F) In denying a request for records, in whole or in part,
an agency shall make a reasonable effort to estimate the
volume of any requested matter the provision of which is
denied, and shall provide any such estimate to the
person making the request, unless providing such
estimate would harm an interest protected by the
exemption in subsection (b) pursuant to which the denial
is made.

(b) This section does not apply to matters that are--
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(l) (A) specifically authorized under criteria established
by an Executive order to be kept secret in the
interest of national defense or foreign policy and
(B) are in fact properly classified pursuant to

·such Executive order;

(2) related solely to the interrial personnel rules and
practices of an agency;

(3) specifically exempted from disclosure by statute
(other than section 552b of this title), provided that
such statute (A) requires that the matters be withheld
from the public in such a manner as to leave no
discretion on the issue, or (B) establishes particular
criteria for withholding or refers to particular types
of matters to be withheld;

(4) trade secrets and commercial or financial information
obtained from a person and privileged or confidential;

(5) inter-agency or intra-agency memorandums or letters
which would not be available by law to a party other
than an agency in litigation with the agency;

(6) personnel and.medical files and similar files the
disclosure of which would constitute a clearly
unwarranted invasion of personal privacy;

(7) records or information compiled for law enforcement
purposes, but only to the extent that the production
of such law enforcement records or information (A)
could reasonably be expected to interfere with
enforcement proceedings, (B) would deprive a person of
a right to a fair trial or an impartial adjudication,
(e) could reasonably be expected to constitute an
unwarranted invasion of personal privacy, (D) could
reasonably be expected to disclose the identity of a
confidential source, including a state, local, or
foreign agency or authority or any private institution
which furnished information on a confidential basis,
and, in the case of a record or information compiled
by criminal law enforcement authority in the course of
a criminal investigation or by an agency conducting a
lawful national security intelligence investigation,
information furnished by a confidential source, (E)
would disclose techniques and procedures for law
enforcement investigations or prosecutions, or would
disclose guidelines for law enforcement investigations
or prosecutions if such disclosure could reasonably be
expected to risk circumvention of the law, or (F)
could reasonably be expected to endanger the life or
physical safety of any individual;

(8) contained in· or related to examination, operating, or
condition reports prepared by, on behalf of, or for
the use of an agency responsible for the regulation or
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supervision of financial institutions; or

(9) geological and geophysical information and data,
including maps, concerning wells.

Any reasonably segregable portion of a record shall be provided to
any person requesting such record after deletion of the portions
which are exempt under this subsection. The amount of information
deleted shall be indicated on the released portion of the record,
unless including that indication would harm an interest protected
by the exemption in this subsection under which the deletion is
made. If technically feasible, the amount of the information
deleted shall be indicated at the place in the record where such
deletion is made.

(e) (1) Whenever a request is made· which involves access to
records described in subsection (b) (7) (A) and--

(A) the investigation or proceeding involves a
possible violation of criminal law; and

(B) there is reason to believe that (i) the subject of
the investigation or proceeding is not aware of
its pendency, and (ii) disclosure of the existence
of the records could reasonably be expected to
interfere with enforcement proceedings, the agency
may, during only such time as that circumstance
continues, treat the records as not subJect to the
requirements of this section.

(2) Whenever informant records maintained by a criminal law
enforcement agency under an informant's name or personal
identifier are requested by a third party according to
the informant's name or personal identifier, the agency
may treat the records as not subject to the requirements
of this section unless the informant1s status as an
informant has been officially confirmed.

(3) Whenever a request is made which involves access to
records maintained by the Federal Bureau of Investigation
pertaining to foreign intelligence or
counterintelligence, or international terrorism, and the
existence of the records is classified information as
provided in subsection (b) (1), the Bureau may, as long as
the existence of the records remains classified
information, treat the records as not subject to the
requirements of this section.

(d) This section does not authorize withholding of information
or limit the availability of records to the public, except
as specifically stated in this section. This section is not
authority to withhold information from Congress.

(e) (1) On or before February 1 of each year, each agency shall
submit to the Attorney General of the United States a
report which shall cover the preceding fiscal year and
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which shall include--

(A) the number of determinations made by the agency
not to comply with requests for records made to
such agency under subsection (a) and the reasons
for each such determination;

c)

(B) (i) the number of appeals made by persons under
subsection (a) (6), the result of such appeals, and
the reason for the action upon each appeal that
results in a denial of information; and

(ii) a complete list of all statutes that the agency
relies upon to authorize the agency to withhold
information under subsection (b) (3), a description
of whether a court has upheld the decision of the
agency to withhold information under each such
statute, and a concise description of the scope of
any information withheld;

(C) the number of requests for records pending before
the agency as of September 30 of the preceding
year, and the median number of days that such
requests had been pending before the agency as of
that date;

(D) the number of requests for records received by the
agency and the number of requests which the agency
processed;

(E) the median number of days taken by. the agency to
process different types of requests;

(F) the total amount of fees collected by the agency
for processing requests; and

(G) the number of full-time staff of the agency
devoted to processing requests for records under
this section, and the total amount expended by the
agency for processing such requests.

(2) Each agency shall make each such report available to the
p~blic including by computer telecommunications, or if
computer telecommunications means have not been
established by the agency, by other electronic means.

(3) The Attorney General of the United States shall make
each report which has been made available by electronic
means available at a single electronic access point. The
Attorney General of the United States shall notify the
Chairman and ranking minority member of the Committee on
Government Reform and Oversight of the House of
Representatives and the Chairman and ranking minority
member of the committees on Governmental Affairs and the
Judiciary of the Senate, no later than April 1 of the
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year in which each such report is issued, that such
reports are available by electronic means.

(4) The Attorney General of the United States, in
consultation with the Director of the Office of
Management and Budget, shall develop reporting and
performance guidelines in connection with reports
required by this subsection by October 1, 1997, and may
establish additional requirements for such reports as
the Attorney General determines may be useful.

(5) The Attorney. General of the United States shall submit
an annual report on or before April 1 of each calendar
year which shall include for the prior calendar year a
listing of the number of cases arising 'under this
section, the exemption involved in each case, the
disposition of such case, and the cost, fees, and
penalties assessed under subparagraphs (E), (F), and (G)
of subsection (a) (4). Such report shall also include a
description of the efforts undertaken by the Department
of Justice to encourage agency compliance with this
section.

(f) For purposes of this section, the term--

(1) "agency" as defined in section 551(1) of this title
includes any executive department, military
department, Government corporation, Government
controlled corporation, or other establishment in the
executive branch of the Government (including the
Executive Office of the President), or any independent
regulatory agency; and

(2) "record' I and any other term used in this section in
reference to information includes any information that
would be an agency record subject to the requirements
of this section when maintained by an agency in any
format, including an electronic format.

(g) The head of each agency shall prepare and make publicly
available upon request, reference material or a guide for
requesting records or information from the agency, subject
to the exemptions in subsection (b), including--

(1) an index of all major information systems of the
agency;

(2) a description of major information and record
locator systems maintained by the agency; and

(3) a handbook for obtaining various types and
categories of public information from the agency
pursuant to chapter 35 of title 44, and under this
section.

Laws in effect as ofJanuary 2, 2001
A-13

April 2002 Update



5 U.S.C. § 552

(Pub. L. 89-554, Sept. 6, 1966, 80 Stat. 383; Pub. L. 90-23, Sec.
1, June 5, 1967, 81 Stat. 54; Pub. L. 93-502, Sees. 1-3, Nov. 21,
1974, 88 Stat. 1561-1564; Pub. L. 94-409, Sec. 5(b), Sept. 13,
1976, 90 Stat. 1247; Pub. L. 95-454, title IX, Sec. 906(a) (10),
Oct. 13, 1978, 92 Stat. 1225; Pub. L. 98-620, title IV, Sec.
402(2), Nov. 8, 1984, 98 Stat. 3357; Pub. L. 99-570, title I,
Sees. 1802; 1803, Oct. 27, 1986, 100 Stat. 3207-48, 3207-49; Pub.
L. 104-231, Sees. 3-11, Oct. 2, 1996, 110 Stat. 3049-3054.)
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§4.1

Department of Commerce Freedom of Information Act Regulations

15 cFR Subtille A (1-1-02 Ednion)

SoURCE: 66 FR 65632. Dec. 20, 2001. unless
otherwise Doted.

Subpart A-Freedom of
Information Act,

§ 4.1 General.
(a) The lnfonnatlon in this part Is

fUrnished for the guidance of tl1e public
and in compliance with the require
ments of the Freedom of Infonnatlon
Act (FOIA), as amended (5 U .S.C. 552).
This part sets forth the procedures the
Department of Commerce (Depart
ment) and its components follow to
make publ1cly available the materials
and indices speclfled in 5 U.S.C.
552(a)(2) and records requested under 5
U.S.C. 552(a)(3). Information routinely
proVided to the public as part of a reg
ular Department activity (for example,
preSS releases issued by the Offlce of
Public Affairs) may be provided to the
pubUc without following this part.

(b) As used in this SUbpart, component
means any office, division, bureau or
other unit of the Department listed in
Appendix A to this part (except that a
regional office of a larger office or
other unit does not constitute a sepa
rate component).

§ 4.2 Public reference facilities.
(a) The Department maintains public

reference facilities (listed in Appendix
A to this part) that contain the records
the FOIA requires to be made regularly
available for public inspection and
copying; furnishes information; re
ceives and processes requests for
records under the FOIA; and otherwise
assists the public concerning Depart
ment operations under tIie FOIA.

(b) Each component of the Depart
ment shall detennine which of its
records are required to be made avail
able for public inspection and copying,
and make those records available ei
ther in its own public reference facility
or in the Department's Central Ref
erence and Records Inspection Facility.
Each component shall maintain and
make available for public inspection
and copying a current subject-matter
index of its public inspection facllity
records. Each index shall be updated
regularly, at least quarterly, with re
spect to newly included records. In ac
cordance with 5 U.S.C. 552(a)(2), the De-
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partment has determined that it is un
necessary and impracticable to publish
quarterly or more frequently and dis
tribute copies of the index and supple
ments thereto.

(c) Each component shall make pub
lic inspection facility records created
on or after November I, 1996 available
electronically through the Depart
ment's "FOIA Home Page" link found
at the Department's World Wide Web
site (http://www.doc.gov). Information
available at the site shall include:

(1) Each component's index' of its
public inspection facUity records.
which indicates which records are
avaUable electronically; and

(2) The general index referred to in
paragraph (d)(3) of this section.

(d) The Department shall maintain
and make available for public inspec
tion and copying:

(1) A current index providing identi
fying information for the public as to
any matter that is issued. adopted. or
promulgated after July 4. 1997, and that
is retained as a record and is required
to be made available or pUblished. Cop
ies of the index are available upon re
quest after payment of the direct cost
of duplication;

(2) Copies of records that have been
released and that the component that
maintains them determines, becaus'e of
their subject matter. have become or
are likely to become the subject of sub
sequent requests for substantially the
same records;

(3) A general index of the records de
scribed in paragraph (d)(2) of this sec
tion;

(4) Final opinions and orders. includ
ing concurring and dissenting opinions
made in the adjudication of cases;

(5) Those statements of policy and in
terpretations that have been adopted
by a component and are not published
in the FEDERAL REGISTER; and

(6) Administrative staff manuals and
instructions to staff that affect a mem
ber of the public.

§4.3 Records under the FOIA.
(a) Records under the FOIA include

all Government records. regardless of
format. medium or physical character
istics, and include electronic records
and information, audiotapes, video
tapes, and photographs.
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(b) Under the FOJA, the Department
bas no obl1gatlon to create, compile, or
obtain from outside the Department a
record to satisfy a request. In com
plying with a request for electronic
data, whether the Department creates
or compiles records (as by undertaking
significant programming work) or
merely extracts them from an existing
database may be unclear. The Depart
ment shall in any case undertake rea
sonable efforts to search for the infor
mation in electronic format.

(0) Department officials may. upon
request, create and proVide new records
pursuant to user fee statutes. such as
the first paragraph of 15 U .S.C. 1525, or
1n accordance with authority otherwise
proVided by law. Such creation and
proVision of records 1s outside the
scope of the FOIA.

(d) Components shall preserve all
cOlTespondence pertaining to the re
quests they receive under this subpart.
as well as copies of all requested
records. until disposition or destruc
tion is authorized by Title 44 of the
United States Code or the National Ar
chives and Records Administration's
General Records Schedule 14. Compo
nents shall not dispose of records while
they are the subject of a pending re
quest, appeal, or lawsuit under the
FOlA.

§ 4.4 Requirements for making re
quests.

(a) A request for records of the De
partment which are not customarily
made available to the public as part of
the Department's regular informa
tional services must be in writing (and
may be sent by mail, facsimUe. or E
mail), and shall be processed under the
FOIA. regardless whether the FOIA is
mentioned in the request. Requests
should be mailed to the Department
component identified in Appendix A to
this part that maintains those records,
or may be sent by facsimile or E-mail
to the numbers or addresses, respec
tively, l1sted at the Department's
"FOlA Home Page" l1nk found at the
Department's World Wide Web site
(http://www.doc.goV).l If the proper com-

IThe United States Patent and Trademark
Office (USPTO), which is established as an
agency of the United States within the De-
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panent cannot be determined. the re
quest should be sent to the central fa
clllty Identified In Appendix A to this
part. The central facility will forward
the request to the component(s) it be
l1eves most likely to have the re
quested records. For the quickest han
dling, the request (and envelope, if the
request is maned) should be marked
"Freedom of Information Act Re
quest."

(b) For requests for records about
oneself, §4.24 contains additional re
quirements. For requests for records
about another individual. either a writ
ten authorization signed by the indi
Vidual permitting disclosure of his or
her records to the requester or proof
that the indiVidual is deceased (for ex
ample, a copy of a death certificate or
an obituary) facilitates processing the
request.

(C) The records requested must be de
scribed in enough detail to enable De
partment personnel to locate them
with a reasonable amount of effort. If
possible, a request should include spe
cific information about each record
sought, such as the date, title or name.
author, reCipient. and subject matter
of the record, and the name and loca
tion of the office where the record is lo
cated. Also. if records about a court
case are sought. the title of the case.
the court in which the case was filed,
and the nature of the case should be in
cluded. If known, any file designations
or descriptions of the requested records
should be included. In general, the
more specifically the request describes
the records sought. the greater the
l1kel1hood that the Department will be
able to locate those records. If a com
ponent determines that a request does
not reasonably describe records, 1t
shall inform the requester what addi
tionalinformation is needed or how the
request is otherwise insufficient. to en
able the requester to mOdifY the re
quest to meet· the requirements of this
section.

partment of Commerce, operates under its
own FOIA regulations at 37 CFR part 102,
subpart A. Accordingly, requests for USPTO
records should be sent directly to the
USPTO.
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Department of Conunerce Freedom of Information Act Regulations

15 CFR Subtitle A (1-1-02 Ednion)

§ 4.5 Responsibility for responding to
requests.

(a) In general. Except as stated in
paragraph (b) of this section, the prop
er component of the Department to re
spond to a request for records Is the
component that first receives the re
Quest and has responsive records, or
the component to which the Depart
mental Freedom of Information Officer
assigns lead responsibility for respond
Ing to the request. Records responsive
to a request shall include only those
records within the Department's pos
session and control as of the date the
proper component receives the request.

(b) Consultations and referrals. If a
component receives a request for a
record in its possession in which an
other Federal agency subject to the
FOIA has the primary interest. the
component shall refer the record to
that agency for direct response to the
requester. Ordinarlly. the agency that
originated a record wlll be presumed to
have the primary interest in it. A com
ponent shall consult with another Fed
eral agency before responding to a re
quester if the component receives a re
quest for a record in which another
Federal agency subject to the FOIA has
a signif1cant interest, but not the pri
mary interest: or another Federal
agency not subject to the FOIA has the
primary interest or a significant inter
est (see §4.8 for add1tional information
about referrals of classified informa
tion).

(C) Notice of referral. Whenever a com
ponent refers a document to another
Federal agency for direct response to
the requester, it ordinarlly shall notify
the requester in writing of the referral
and inform the requester of the name
of the agency to which the document
was referred.

(d) Timing of responses to consultations
and referrals. All consultations and re
ferrals shall be handled in chrono
logical order, based on when the FOIA
request was received by the first Fed
eral agency.

(e) Agreements regarding consultations
and referrals. Components may make
agreements with other Federal agen
cies to el1m1nate the need for consulta
tions or referrals for particular types
of records.

§4.6 Time limits and expedited proc
essing.

(a) In general. Components ordinarlly
shall respond to requests according to
their order of receipt.

(b) Initial response and appeal. SUbject
to paragraph (c)(1) of this section. an
initial response shall be made within 20
working daYS (1.e., excluding Satur
days, Sundays, and legal publ1c hol1
days) of the receipt of a request for a
record under this part by the proper
component identified in accordance
with §4.5(a), and an appeal shall be de
cided within :?D working days of its re
ceipt by the Office of the General Coun
sel.

(c) Unusual circumstances. (1) In un
usual circumstances as specified in
paragraph (c)(2) of this section, an offi
cial l1sted in AppendiX B to this part
may extend the time l1mits in para
graph (b) of this section by notifying
the requester in wri ting as soon as
practicable of the unusual cir
cumstances and of the date by which
processing of the request is expected to
be completed. If the extension is for
more than ten working days. the com
ponent shall provide the requester an
opportunity either to modify the re
quest so that it may be processed with
in the appllcable time l1m1t. or to ar
Tange an alternative time frame for
processing the request or a modif1ed re
quest.

(2) As used in this section, unusual
circumstances means, but only to the
extent reasonably necessary to prop
erly process the particular request:

(1) The need to search for and collect
the requested records from field fac1l1
ties or other establishments separate
from the office processing the request;

(11) The need to search for, collect,
and approprIately exam1ne a volumi
nous amount of separate and distinct
records that are the subject of a single
request; or

(i11) The need for consultation, which
. shall be conducted with all practicable
speed, with another component or Fed
eral agency haVing a substantial inter
est in the determination of the request.

(3) If. a component reasonably be
Heves that multiple requests submitted
by a requester, or by a group of re
questers acting in concert. constitute a
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single request that would otherwise in
volve unusual circumstances. and the
requests involve clearly related mat
ters, the component may aggregate
them. Multiple requests involving un
related matters Will not be aggregated.

(d) Multitrack processing. (1) A compo
nent may use two or more processing
tracks by distinguishing between sim
ple and more complex requests based
on the number of pages involved, or
some other measure of the amount of
work andlor time needed to process the
request, and whether the request qual1
fles for expedited processing as de
scribed in paragraph (8) of this section.

(2) A component using mUltitrack
processing may provide requesters in
its slower track(s) witb an opportUnity
to limit the scope of their requests in
order to qualifY for faster processing. A
component doing so shall contact the
requester by telephone, E-mail, or let
ter, whichever is most efficient in each
case.

(e) Expedited processing. (1) Requests
and appeals shall be taken out of order
and given expedited treatment when
ever it is determined that they involve:

(1) Circumstances in which the lack
. of expedited treatment could reason
ably be expected to pose an imminent
threat to the life or physical safety of
an individual;

(11) The loss of substantial due proc
ess rights;

(i11) A matter of widespread and ex
ceptional media interest involVing
questions about the Government's in
tegrity which affect public confidence;
or

(tV) An urgency to inform the public
about an actual or alleged Federal Gov
ernment actiVity, if made by a person
primarlly engaged in disseminating in
formation.

(2) A request for expedited processing
may be made ~t the time of the initial
request for records or at any later
time. For a prompt determination, a
request for expedited processing should
be sent to the component listed in Ap
pendix A to this part that maintains
the records requested.

(3) A requester who seeks expedited
processing must submit a statement,
certified to be true and correct to the
best of that person's lmowledge and be
Uef. explaining in detail :the basis for
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requesting expedited processing. For
example, a requester within the cat
egory descrtbed tn paragrapb (e)(l)(lv)
of this section, if not a fUll-time mem
ber of the news media, must establish
that he or she is a person whose main
professional actiVity or occupation is
Infonnation dissemination, though it
need not be his or her sole occupation.
A requester Within the category de
scrtbed tn paragrapb (e)(l)(lv) of tbts
section must also establish a particular
urgency to inform the public about the
Government actiVity involved in the
request. beyond the pUblic's right to
know about Government actiVity gen
erally.

(4) Within ten calendar days of its re
ceipt of a request for expedited proc
eSSing, the proper component shall de
cide whether to grant it and shall no
tify the requester of the decision. Sole
ly for purposes of calculating the fore
going time limit, any request for expe
dited processing shall always be consid
ered received on the actual date of re
ceipt by the proper component. If a re
quest for expedited processing is grant
ed, the request shall be given priority
and processed as soon as practicable.
subject to §4.11(1). If a request for expe
dited processing is denied, any appeal
of that decision shall be acted on expe
ditiously.

§ 4.7 Responses to requests.
(a) Grants of requests. If a component

makes a deteTIIlination to grant a re
quest in whole or in part, it shall no
tify the requester in writing. The com
ponent shall inform the requester in
the notice of any fee to be charged
under §4.1l and disclose records to the
requester promptly upon payment of
any applicable fee. Records disclosed in
part shall be marked or annotated to
show the applicable FOlA exemption(s)
and the amount of information deleted,
unless doing so would harm an interest
protected by an applicable exemption.
The location of the information deleted
shall also be indicated on the record, if
feasible.

(b) Adverse determinations of requests.
If a component makes an adverse de
termination regarding a request. it
shall notifY the requester of that deter
mination in writing. An adverse deter
mination is a denial of a request in any
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respect, namely: a detennination to
withhold any requested record 1n whole
or in part; a deternunation that a re
quested record does not exist or cannot
be located; a determ.1nation that a
record is not readlly reproducible in
the form or format sought by the re
quester; a detennination that what has
been requested is not a record subject
to the FOIA (except that a determina
tion under §4.11(j) that records are to
be made avallable under a fee statute
other than the FOIA is not an adverse
determination); a determmation
against the requester on any disputed
fee matter, including a denial of a re
quest for a reduction or waiver of fees;
or a denial of a request for expedited
processing. Each denial letter shall be
signed bY an official listed in Appendix
B to this part, and shall include:

(1) The name and title or position of
the denying official;

(2) A brief statement of the reason(s)
for the denial, including applicable
FOlA exemption(s);

(3) An estimate of the volume of
records or information withheld, in
number of pages or some other reason
able form of estimation. This estimate
need not be provided if the volume is
otherwise indicated through deletions
on records disclosed in part, or if pro
viding an estimate would harm an in
terest protected by an applicable FOlA
exemption; and

(4) A statement that the denial may
be appealed, and a list of the require
ments for fiUng an appeal under
§4.10(b).

§ 4.8 Classified Information.
In processing a request for informa

tion classified under Executive Order
12958 or any other executive order con
cerning the classification of records.
the information shall be reviewed to
determine whether it shoUld remain
classified. Ordinarlly the component or
other Federal agency that classified
the information should conduct the re
View, except that if a record contains
infonnation that has been derivativelY
classified by a component because it
contains information classified by an
other component or agency, the compo
nent shall refer the responsibllity for
responding to the request to the com
ponent or agency that classified the
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underlying information. Information
determined to no longer require classi
fication shall -not be withheld on the
basIs of FOlA exemptIon (b)(l) (5 U.S.C.
552(b)(1», but should be revtewed to as
sess whether any other FOrA exemp
tions should be invoked. Appeals in
volving classified information shall be
processed in accordance with §4.10(c).

§4.9 Business Information.
(a) In general. Business information

obtained by the Department from a
submitter wtll be disclosed under the
FOrA only under this sectton.

(b) Definitions. For the purposes of
this section:

(1) Business information means com
mercial or financial information, ob
tained by the Department from a sub
mitter, which may be protected from
disclosure under FOIA exemption (b){4)
(5 U.S.C. 552(b)(4).

(2) Submitter means any person or en
tity outside the Federal Government
from - which the Department obtains
business information, directly or indi
rectly. The term includes corporations;
state, local and tribal governments;
and foreign governments.

(c) Designation of business information.
A submitter of business information
should designate by appropriate mark
ings, either at the time of submission
or at a reasonable time thereafter. any
polltions of its submission that it con
siders protected from disclosure under
FOIA exemption (b)(4). These designa
tions will expire ten years after the
date of the submission unless the sub
mitter requests, and proVides justifica
tion for. a longer period.

(d) Notice to submitters. A component
shall provide a submitter with prompt
written notice of a FOIA request or ad
ministrative appeal that seeks its busi
ness information whenever required
under paragraph (e) of this section, ex
cept as proVided in paragraph (h) of
this section, in order to give the sub
mitter.an opportunity under paragraph
(0 of this sect10n to object to disclo
sure of any specified portion of that in
formation. Such written notice shall be
sent via cert1fied mall, return receipt
requested. or similar means. The notice
shall either describe the business infor
mation requested or include copies of
the requested records containing the
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Infonnatlon. If notification of a large
number of submttters 1s required, not1
l1catlon may be made by postIng or
publ1shlng the notice 1n a place reason
ably l1kely to accomplish notlf1cat1on.

(e) When notice is required. Notice
. shall be given to the submitter when
ever:

(1) The sUbmitter has designated the
1nfonnatlon in good faith as protected
from disclosure under FOrA exemption
(b)(4); or-

(2) The component has reason to be
l1eve that the information may be pro
tected from disclosure under FOIA ex
emptton (b)(4).

(f) Opportunity to object to disclosure.
.A component shall allow a sUbrnttter
seven working days (1.e., excluding Sat
urdays, Sundays, and legal pubI1c hol1
dayS) from the date of receipt of the
wrl tten notice described in paragraph
(d) of this section to proVide the com
ponent with a statement of any objec
tion to disclosure. The statement must
identify any portions, of the infonna
tion the subm1tter requests to be with
held under FOIA exemption (b)(4), and
describe how each qualifies for protec
tion under the exemption: that is, Why
the infonnation is a trade secret, or
commercial or financial information
that is priVileged or confidential. If a'
submitter fails to respond to the notice
within the time specified, the sub
mitter will be considered to have no
objection to disclosure of the informa
tion. Information a submitter provides
under this paragraph may itself be sub
ject to disclosure under the FOIA.

(g) Notice of intent to disclose. A com
'ponent shall consider a submitter's ob
jections and specific grounds under the
FOIA for non~isclosure in deciding
whether to disclose business informa
tion. If a component decides to disclose
business infonnation over a submit
ter's objection, the component shall
give the submitter written notice via
certified mail, return receipt re
quested, or sim1lar means, which shall
include:

(1) A statement of reason(s) why the
SUbmitter's objections to disclosure
were not sustained;

(2) A description of the business in
formation to be disclosed; and

(3) A statement that the component
intends to disclose the information
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seven working days from the date the
submitter receives the notice.

(b) Exceptions to notice requirements.
The notice requirements of paragraphs
(d) and (g) of this section shall not
apply If:

(1) The component determines that
the information should not be dis
closed;

(2) The information has been lawfUlly
published or has been offlcially made
avallable to the public;

(3) Disclosure of the information is
required by statute (other than the
FOIA) or by a regulation issued in ac
cordance with Executive Order 12600;' or

(4) The designation made by the sub
mitter under paragraph (c) of this sec
tion appears obviously frivolous, in
which case the component shall pro
Vide the submitter written notice of
any 11nal decision to disclose the infor
mation seven working days from the
date the submitter receives the notice.

(1) Notice to submitter of FOIA lawsuit.
Whenever a requester files a lawsuit
seeking to compel the disclosure of
business information, the component
shall promptly notify the submitter.

(j) Corresponding notice to requester.
Whenever a component provides a sub
mitter with notice and an opportunity
to object to disclosure under paragraph
(d) of this section, the component shall
also notify the requester. Whenever a
SUbmitter fHes a lawsuit seeking to
prevent the disclosure of business in
formation, the component shall notify
the requester.

§4.1O Appeals from initial determina
tiODS or untimely delays.

(a) If a request for records is initially
denied in whole or in part, or has not
been timely determined, or if a re
quester receives an adverse iniiial de
termination regarding any other mat
ter under this subpart (as described in
§4.7(b», the requester may nIe a writ
ten appeal, which must be received by
the Office of General Counsel within
thirty calendar days of the date of the
written denial or, if there has been no
determination, may be submi tted any
time after the due date, including the
last extension under §4.6(c), of the de
termination.
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(b) APpeals shall be dectded by the
Assistant General counsel for Adminis
tration (AGC-Adm1n), except that ap
peals from requests initially denied by
the AGe-Admin shall be decided by the
General Counsel. Appeals should be ad
dressed to the AG'C-Admin. or the Gen
era] Counsel if the records were ini
tially denied by the AGC-Admtn. The
address of both 1s: U.S. Department of
Conunerce, Ofnce of General Counsel,
Room 5875. 14th Street and Constitu
tion Avenue NW. Washington. DC 2il230.
Both the letter and the appeal envelope
should be clearly marked "Freedom of
Information Appeal". The appeal must
include a copy of the original request.
the initial denial, if any. and a state
ment of the reasons WhY the records re
quested should be made available and
why the initial denial. if any, was in
error. No opportunity for personal ap
pearance. oral argument or hearing on
appeal is proVided. "

(c) Upon receipt of an appeal involv
ing records initially denied on the basis
of FOIA exemption (b)(l). the records
shall be forwarded to "the Deputy As
sistant Secretary for Security (DAS)
for a declassification review. The DAS
may overrule previous classification
determinations in whole or in part if
continued protection in the interest of
national secUI1ty is no longer required.
or no longer required at the same level.
The DAS shall advise the AGO-Admin,
or the General Counsel. as appropriate.
of his or her decision.

(d) If an appeal is granted. the person
who fl1ed the appeal shall be imme
diately notified and copies of the re
leasable documents shall be made
aval1able promptly thereafter upon re
ceipt of appropriate fees determined in
accordance with §4.11.

(e) If no detennination on an appeal
has been sent to the requester within
the twenty working daY period speci
fied in §4.6(b) or the last extension
thereof. the requester is deemed to
have exhausted all administrative rem
edies With respect to the request. giv
ing rise to a right of judicial reView
under 5 U.S.C. 552(a)(6)(C). If the re
quester initiates a court action against
the Department based on the provision
in this paragraph. the administrative
appeal process may continue.
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(f) The determination on an appeal
shall be in writing and, when it denies
records in whole or in part. the letter
to the requester shall1nclude:

(1) A brief explanation of the basis
for the denial. including a list of the
applicable FOIA exemptions and a de
scription of how they applY;

(2) A statement that the decision is
final for the Department;

(3) Notification that judicial reView
of the denial is aval1able in the district
court of the United States in the dis
trict in which the requester resides. or
has his or her principal place of busi
ness, or in which the agency records
are located. or in the District of Co
lumbia; and

(4) The name and title or position of
the orncial responsible for denying the
appeal.

§4.11 Fee..
(a) In general. Components shall

charge for processing requests under
the FOIA in accordance With paragraph
(c) of this section. except when fees are
limited under paragraph (d) of this sec
tion or when a waiver or reduction of
fees is granted under paragraph (k) of
this section. A component shall collect
all applicable fees before sending copies
of requested records to a requester. Re
questers must pay fees by check or
money order made payable to the
Treasury of the United States.

(b) Definitions. For purposes of this
section:

(1) Commercial use request means a re
quest from or on behalf of a person who
seeks information for a use or purpose
that furthers his pr her commercial,
trade, or profit interests, which can in
clude fUrthering those interests
through l1tigation. Components shall
determine, whenever reasonably pos
sible, the use to which a requester wlll
put the requested records. If it appears
that the requester will put the records
to a commercial use, or if a component
has reasonable cause to doubt a re
quester's asserted non-commercial use,
the component shall prOVide the re
quester a reasonable opportunity to
submit fUrther clarification.

(2) Direct costs means those expenses
a component incurs in proViding a par
ticular servtce. Such expenses would
include. for example, the labor costs of
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the employee performing the service
(the basic rate of pay for the employee,
plus 16 percent of that rate to cover
benefits). Not included in direct costs
are overhead expenses such as the costs
of space, heating, Qr l1ghtlng of the fa
ciUty in which the service 1s per
formed.

(3) Duplication means the making of a
copy of a record. or of the tnfonnatlon
contained in it. necessary to respond to
aFOlA request. Copies may take the
form of paper, microform, audiovisual
materials. or electronic records (for ex
ample, magnetic tape or disk), among
others. A component shall honor a re
quester's speclned preference of form
or format of disclosure if the comp~

nent can reproduce the record 1n the"
requested form or format with reason
able effort.

(4) Educational institution means a
preschool, a publ1c or private elemen
tary or secondary school, an institu
tion of undergraduate higher edu
cation, an institution of graduate high
er education, an institution of profes
sional education, or an institution of
vocational education, that operates a
program of scholarly research. To be in
this category, a requester must show
that the request is authorized by and is
made under the auspices of a qual1fYing
institution, and that the records are
sought to fUrther scholarly research
rather than for a commercial use.

(5) Noncommercial scientific institution
means an institution that is not oper
ated on a "commercial" basis, as that
term is defined in paragraph (b)(l) of
this section, and that is operated solely
for the purpose of conducting scientific

. research, the results of which are not
intended to promote any particular
product or industry. To be in this cat
egory, a requester must show that the
request is authorized by and is made
under the auspices of a qual1fYing in
stitution and that the records are
sought to further scientific research
rather than for a commercial use.

(6) Representative of the news media, or
news media requester means any person
actively gathering news for an entity
that is organized and operated to pub
lish or broadcast news to the public.
The term "news" means information
that is about current events or that
would be of current interest to the pub-
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lic. Examples of news media entities
include television or radio stations
broadcasting to the public at large and
publishers of periodicals (but onlY if
they can qual1fy as disseminators of
"news") that make their products
available for purchase or sUbscI1ption
by the general pUbl1c. For "freelance"
journal1sts to be regarded as working
for a news organization, they must
demonstrate a soUd basis for expecting
publ1cation through that organization.
A publication contract would be the
clearest proof, but components shall
also look to the past publication record
of a requester in making this deter
mination. To be in this category, a re
quester must not be seeking the re
quested records for a commercial use.
However, a request for records sup
porting the news-dissemination fUnc
tion of the requester shall not be con
sidered to be for a commercial use.

(7) Review means the examination of
a record located in response to a re
quest in order to determine whether
any portion of it is exempt from disclo
sure. It also includes processing any
record for disclosure, for example, re
dacting it and marking any appl1cable
exemptions. Review costs are recover
able even if a record ultimately is not
disclosed. ReView time does not include
time spent resolving general legal or
policy issues regarding the application
of exemptions.

(8) Search means the process of look
ing for and retrieVing records or infor
mation responsive to a request. It in
cludes page-by-page or line-by-line
identification of information within
records and also includes reasonable ef
forts to locate and retrieve information
from records maintained in electronic
form or format. Components shall en
sure that searches are done in'the most
efflcient and least expensive manner
reasonably possible.

(C) Fees. In responding to FOIA re
quests, components shall charge the
fees summarized in chart form in para
graphs (C)(1) and (c)(2) of this section
and explained in paragraphs (c)(3)
through (0)(5) of this section. unless a
waiver or reduction of fees has been
granted under paragraph (k) of this
section.

(1) The four categories and charge
able fees are:

()
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Category Chargeable lees

(Q Commercial Use Reques181S search. Review. and Duplic:ation.
(iij Educational and Non-commerclal Scientific Institution Re-. Duplication (excluding Ihe cost 01 Ihe filSl 100 pages).

questers.
<IIQ Repl'9Sllntatives of Ilia News Media ••••••••••••...•..•...••••••••••••••. Duplication (excluding lhe cost of Ihe firsl100 pages).
(iv) All Olher Requesters Search and DupliClllion (excluding the cost 01 the filSl 2 hours

of search and 100 pages).

(2) Uniform fee schedule.

SelVioe

WManual March .

(Iij Computerized search ••....••••••••••••••••••••.•••...••••••.••.•.••••••....••••••
(rlij OUprlCll.lion of records:

(A) Paper copy reproduction .
(8) Ottler reproducllon (e.g., compu\8r disk or printoul

microfilm. micmflChe. or microform).
(IV) Review of RlCOn:lS (Including redaction) .

(3) Search. (i) Search fees shall be
charged for all requests----other than re
Quests made by educational institu
tions, noncommercial scientific 1nsti
tutions, or representatives of the news
media-subject to the l1mitations of
paragraph (d) of this section. Compo
nents shall charge for time spent
searching even 1f they do not locate
any responsive records or 1f they With
hold any records located as entirely ex
empt trom disclosure. Search fees shall
be the direct costs of conducting the
search by the involved employees.

(11) For computer searches of records.
requesters will be charged the direct
costs of conducting the search. al
though certain requesters (as proVided
in paragraph (d)(1) of this section) will
be charged no search fee and certain
other requesters (as proVided in para
graph (d)(3) of this section) are entitled
to the cost equivalent of two hours of
manual search time without charge.

(4) Duplication. Dupl1cation fees shall
be charged to all requesters. SUbject to
the l1mitations of paragraph (d) of this
section. For a paper photocopy of a
record (no more than one copy of which
need be suppl1ed), the fee shall be $.16
cents per page. For copies produced bY
computer. such as tapes or printouts,
components shall charge the direct
costs, including operator time. of pro
ducing the copy. For other forms of du
pl1cation, components shall charge the
direct costs of that dupl1cation.

Rale

Actual salary rate of employee lnvoN-ed. piUS 16 pereanl of sa~
ary rate.

Actual direct cosllncluding operator Ume.

$.16 per page
Actual direct cost. Including operator lime.

Actual salary rale of employee c:onduding I8VieW. plus 16 per·
cent of salary rata.

(5) Review. ReView fees shall be
charged to requesters who make a com
mercial use request. Review fees shall
be charged only for the initial record
reView, in which a component deter
mtnes whether an exemption appl1es to
a particular record at the initial re
quest level. No charge shall be imposed
for reView at the administrative appeal
level for an exemption already appl1ed.
However, records Withheld under an ex
emption that is subsequently deter
mtned not to apply may be reViewed
again to deterinine whether any other
exemption not previouslY considered
applies, and the costs of that reView
are chargeable. ReView fees shall be
the direct costs of conducting the re
View by the involved employees.

(d) Limitations on charging fees.
(1) No search fee shall be charged for

requests trom educationallnstttuttons.
nonconunercial scientific institutions,
or representatives of the news media.

(2) No search fee or reView fee shall
be charged for a quarter-hour pertod
unless more than half of that period is
required for search or review.

(3) Except for requesters seeking
records for a commercial use, compo
nents shall proVide Without charge:

(1) The first 100 pages of duplication
(or the cost equivalent); and

(11) The first two hours of search (or
the cost equivalent).

(4) If a total fee calculated under
paragraph (C) of this section is $20.00 or
less for any request. no fee shall be
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charged. If such total fee Is more than
$20.00, the fUll amount of such fee shall
be charged.

(5) The provisions of paragraphs (d)
(3) and (4) of this section work to
gether. This means that for requesters
other than those seeking records for a
commercial use, no fee shall be charged
unless the cost of search In excess of
two hours plus the cost of dupl1cation
in excess of 100 pages totals more than
$20.00.

(e) Notice of anticipated fees over
$20.00. If a component determines or es
timates that the total fee to be charged
under this section will be more than
$20.00. the component shall notifY the
requester of the actual or estlmated
fee. unless the requester has stated in
wr1 tlng a Willingness to pay a fee as
high as that anticipated. If only a por
tion of the fee can be estimated read
lly, the component shall advise the re
quester that the estimated fee may be
only a portion of the total fee. If the
component has notified a requester
that the actual or estimated fee is
more than $20.00, the component shall
not consider the request received for
purposes of calculating the time l1m1t
in §4.6(b) to respond to a request, or
process it fUrther. untll the requester
agrees to pay the antiCipated total fee.
Any agreement to pay should be memo
rtal1zed in writing. A notice under this
paragraph shall offer the requester an
opportunity to contact Departmental
personnel to discuss modifYing the re
quest to meet the requester's needs at
a lower cost.

(0 Charge8 for other services. Apart
from the other provisions of this sec
tion, 1f a component decides, as a mat
ter of administrative discretion, to
comply with a request for special serv-
ices, the component shall charge the
direct cost of prOViding them. Such
services could include certifying that
records are true copies or sending
records by other than ordinary mal1.

(g) Charging interest. Components
shall charge interest on any unpaid bill
starting on the 31st calendar day fol
lOWing the date of billing the re
quester. Interest charges shall be as
sessed at the rate provided in 31 U.S.C.
3717 and accrue from the date of the
blll1ng untll the component receives
payment. Components .shall take all
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steps authortzed by the Debt Collection
Act of 1982, as amended by the Debt
Collection Improvement Act of 1996, to
effect payment, including offset, dis
closure to consumer reportIng agen
cies, and use of collection agencies.

(h) Aggregating requests. If a compo
nent reasonably bel1eves that a re
quester or a group of requesters acting
together is attempting to divide a re
quest into a series of requests for the
purpose of avoiding fees, the compo
nent may aggregate those requests and
charge accordingly. Among the factors
a component shall consider in deciding
Whether to aggregate are the closeness
in tIme between the component's re
ceipt of the requests, and the related
ness of the matters about which the re
quests are made. A component may
generally presume that multiple re
quests that Involve related matters
made by the same requester or a close
ly related group of requesters within a
30 calendar day period have been made
in order to avoid fees. If requests are
separated by a longer period, a compo
nent shall aggregate them only if a
solid basis exists for determtning that
aggregation is warranted under all the
circumstances involved. Multiple re
quests involving unrelated matters
shall not be aggregated.

(1) Advance payments. (1) For requests
other than those described in para
graphs (i)(2) and (3) of this section, ,a
component shall not requlre the re
quester to make an advance payment:
a payment made before work is begun
or continued on a request. Payment
owed for work already completed (1.e.,
a payment before copies are sent to a
requester) is not an advance payment.

(2) If a component determines or esti
mates that a total fee to be charged
under this sectlon wll1 be more than
$250.00, the component shall not con
sider the request received for purposes
of calculating the time l1mit in §4.6(b)
to respond to a request, or process it
further, untll it receives payment from
the requester of the entire anticipated
fee.

(3) If a requester has previously falled
to pay a properly charged FO!A fee to
any component or other Federal agen
cy within 30 calendar days of the date
of blll1ng, a component shall require
the requester to pay the fUll amount

(J'"
'.
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due. plUS any applicable interest, and
to make an advance payment of the
full amount of any anticipated fee, be
fore the component begins to process a
new request or continues to process a
pending request from that requester.
For purposes of calculating the time
11mit in §4.6(b) to respond to a request.
the component shall not consider the
request received until it receives full
payment of all applicable fees and in
terest in this paragraph.

(4) upon the completion of processing
of a request. if a specific fee is deter
mined to be payable and appropriate
notice has been given to the requester.
a component shall make records avail
able to the requester only upon receipt
of full payment of the fee.

(j) Other statutes specij1Cally providing
for fees. The fee sqhedule of this section
does not apply to fees charged under
any statute (except for the FOlA) that
specifically requires an agency to set
and collect fees for particular types of
records. If records responsive to re
quests are maintained for distribution
by agencies operating such statutorily
based fee schedule programs. compo
nents shall inform requesters how to
obtain records from those sources. Pre
vision of such records is not handled
under the FOIA.

(k) Requirements for waiver or reduc
tion of fees. (1) Records responsive to a
request will be furnished without
charge. or at a charge reduced below
that established under paragraph (C) of
this section, if the requester asks for
such a waiver in writing and the re
sponsible component determines. after
consideration of infonnation provided
by the requester, that the requester
has demonstrated that:

(i) Disclosure of the requested infor
mation is in the public interest because
it is likely to contribute signiflcantly
to publlc understanding of the oper
ations or activities of the Government;
and

(11) Disclosure of the infonnation ts
not primartly in the commerctal inter
est of the requester.

(2) To detennine whether the flrst fee
waiver reqUirement is met. components
shall consider the following factors:

(1) The subject of the request: whether
the subject of the requested records
concerns the operations or activities of

the Government. The subject of the re
quested records must concern identifi
able operations or activities of the
Federal Government. with a connec
tion that is direct and clear, not re
mote or attenuated.

(11) The informative value of the infor
mation to be disclosed: whether the dis
closure is "likely to contribute" to an
understanding of Government oper
ations or activities. The disclosable
portions of the requested records must
be meaningfully infonnative about
Government operations or activities in
order to be "likely to contribute" to an
increased public understanding of those
operations or activities. The disclosure
of infonnatlon that already is in the
public domain. in either a duplicative
or a substantially identical fonn,
would not be l1kely to contribute to
such understanding.

(il1) The contribution to an under
standing of the subject by the public like
ly to result from disclosure: whether dis
closure of the requested information
wtll contribute to the understanding of
a reasonablY broad audience of persons
interested in the SUbject. as opposed to
the individual understanding of the re
quester. A requester's expertise in the
SUbject area and ability and intention
to effectively convey information to
the public shall be considered. It shall
be presumed that a representative of
the news media satisfles this consider
ation. Merely providing infonnation to
media sources is insufficient to satisfY
this consideration.

(iv) The signirzeance of the contribution
to public understanding: .whether the
disclosure is likely to contribute "sig
nificantly" to publ1c understanding of
Government operations or activities.
The public'S understanding of the sub
ject in question prior to the disclosure
must be significantly enhanced by the
disclosure.

(3) To detennine whether the second
fee waiver requirement (1.e .• that dis
closure is not primarily in the commer
cial interest of the requester) is met.
components shall consider the fol
lowing factors:

(1) The existence and magnitude of a
commercial interest: whether the re
quester has a commercial interest that
would be furthered by the requested
disclosure. Components shall consider
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any commercial interest of the re
quester (with reference to the defini
tion of "commercial use request" in
paragraph (b)(l) of thIs sectIon), or of
any person on whose behalf the re
quester may be acting. that would be
furthered by the requested disclosure.
Requesters shall be given an oppor
tun1 ty to proVide explanatory informa
tion regarding this consideration.

(11) The primary interest in disclosure:
whether any identilled commerctal in
terest of the requester Is sufficiently
great, In comparison with the publ1c
inter.est in disclosure, that disclosure
Is "primarily in the commercial inter
est of the requester." A fee waiver or
reduction Is justllled 1f the public in
terest standard (paragraph (k)(1)(l) of
this section) Is satisned and the public
interest is greater than any identilled
commercial interest in disclosure.
Components ordinarily shall presume
that if a news media requester has sat
islled the public interest standard, the
public interest is the primary interest
served by disclosure to that requester.
Disclosure to data brokers or others
who merely compile and market Gov
ernment information for direct eco
nomic retum shall not be presumed to
primarily serve the public interest.

(4) If only some of the records to be
released satisfy the reqUirements for a
fee waiver, a, waiver shall be granted
for those records.

(5) Requests for the waiver or reduc
tion of fees should address the factors
I1sted In paragraphs (k)(2) and (3) of
this section, insofar as they apply to
each request.

Subpart B-Privacy Act

§ 4.21 Purpose and scope.
(a) This subpart establishes policies

and procedures for implementing the
Privacy Act of 1974, as amended (5
U.S.C. 552a). The main objectives of the
subpart are to facilitate 'full exercise of
rights conferred on indiViduals under
the Act, and to protect the privacy of
indiViduals on whom the Department
maintains records in systems of
records under the Act.

(b) The Department shall act prompt
ly and in accordance with the Act upon
receipt of any inquiry. request or ap
peal from a citizen of the United States
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or an alien lawfUlly admitted for per
manent residence into the United
States. regardless of the indiVidual'S
age. Further. the Department shall
maintain only such information on in
dividuals as is relevant and necessary
to the performance of its lawful fUnc
tions; maintain that information with
such accuracy, relevancy,' timeliness,
and completeness as is reasonably nec
essary to assure fairness in determina
tions made by the Department about
the individual; obtain information
from the individual to the extent prac
ticable; and take every reasonable step
to protect that information from un
warranted disclosure. The Department
shall maintain no record describing
how an individual exercises rights
guaranteed by the First Amendment
unless expressly authorized to do so by
statute or by the indiVidual about
whom the record is maintained, or un
less to do so is pertinent to and within
the scope of an authorized law enforce
ment actiVity. An indiVidual's name
and address shall not be sold or rented
by the Department unless such action
is specifically authoI1zed by law.

(c) This subpart applies to all compo
nents of the Department. Components
may promulgate supplementary orders
and rules not inconsistent wi th this
SUbpart.

(d) The Assistant Secretary for Ad
ministration is delegated responsi
bility for maintaining this SUbpart. for
issuing such orders and directives in
ternal to the Department as are nec
essary for full compliance with the
Act. and for publishing all required no
tices concerning systems of records.

(e) Matters outside the scope of this
SUbpart include:

(1) Requests for records that do not
pertain to the requester, or to the indi
Vidual about whom the request is made
if the requester is the parent or guard
ian of the individual;

(2) Requests involVing information
pertaining to an individual that is in a
record or file but not within the scope
of a system of records notice pUbl1shed
in the FEDERAL REGISTER;

(3) Requests to correct a record if a
grievance procedure is available to the
indiVidual either by regulation or

C)
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through a prov1sion in a collective bar
gaining agreement with the Depart
ment or a component of the Depart
ment, and the indiv1dual has initiated,
or expressed in writing the intention of
initiating, such a grievance procedure;
and

(4) Requests for employee-employer
serVices and counseling that were rou
tinely granted prior to enactment of
the Act, including, but not 11m.1ted to,
test calCUlations of retirement bene
fits, explanations of health and Ufe in
surance programs, and explanations of
tax withholding options.

(f) Any request for records that per
tains to the requester, or to the indi
v1dual about whom the request is made
if the requester is the parent or guard
ian of the indiVidual, shall be processed
under the Act and this subpart and
under the Freedom of Information Act
and the Department's implementing
regulations at subpart A of this part,
regardless whether the Act or the Free
dom of Information Act is mentioned
in the request.

§ 4.22 Definitions.
(a) All terms used in this subpart

which are defined in 5 U.S.C. 552a shall
have the same meaning herein.

(b) As used in this subpart:
(1) Act means the "Privacy Act of

1974, as amended (5 U.S.C. 552a)".
(2) Appeal means a request by an indi

vidual to reView and reverse an initial
denial of a request from that indiVidual
for correction or amendment.

(3) Component means any office, divi
sion, bureau or other unit of the De
partment listed in Appendix A to this
part (except that a regional office of a
larger office. or other unit does not con
stitute a separate oomponent).

(4) Department means the Department
of Commerce.

(5) Inquiry means either a request for
general information regarding the Aot
and this subpart or a request from an
indiVidual (or that individual's parent
or guardian) that the Department de
term1ne whether it has any reoord in a
system of records that pertains to that
indiVidual.

(6) Person means any human being
and also shall include, but is not lim
ited to, corporations, associations,
partnerships, trustees, receivers. per-
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sonal representatives, and public or
private organizations.

(7) Privacy Offtcer means those offi
cials, identified in Appendix B to this
part, who are authorized to receive and
act upon inquiries, requests for access,
and requests for c·orrection or amend
ment;

(8) Request for access means a request
from an individual or an indiVidual's
parent or guardian to see a record per
taining to that indiVidual in a par
ticular system of records.

(9) Request for correction or amendment
means a request from an indiVidual or
an indiVidual's parent or guardian that
the Department ohange (by correction,
amendment, addition or deletion) a
particular reoord pertaining to that in
dividualin a system of records.

§ 4.2~ Procedures for making inquir
Ies.

(a) Any indiVidual, regardless of age,
who is a citizen of the United States or
an aUen laWfUlly admitted for perma
nent residence into the United States
may submit an inquiry to the Depart
ment. The inquiry should be made ei
ther in person or by man addressed to
the appropriate component identified
in Appendix A to this part or to the of
flcialidentif1ed in the notification pro
cedures paragraph of the systems of
records notice published in the FED
ERAL REGISTER.2 If an individual be
lieves the Department maintains a
record pertaining to him or her but
does not know which system of records
might contain such a record and/or
which component of the Department
maintains the system of records, as
sistance in person or by man will be
provided at the first address listed in
Appendix A to this part.

(b) Inquirt"es submitted by man
should include the words "PRIVACY
ACT INQUIRY" in oapital letters at
the top of the· letter and on the face of
the envelope. If the inquiry is for gen
eral information regarding the Act and

2The United States Patent and Trademark
Office (USPTO), which is established as an
agency of the United States within the De
partment of Commerce, operates under its
own PA regulations at 37 CFR part 102. sub
part B. Accordingly, requests concerning
records maintained by the USPrO should be
sent directly to the USPTO.

B-13
Regulations in effect as of January 1,2002 (April 2002 Update)



Departmenl of Commerce Freedom of Information Act Regulations ()

43

Office of the Secretary, Commerce

this subpart, no particular infonnatlon
1s required. The Department reserves
the right to require compl1ance with
the Identtftcatlon procedures appearing
at §4.24(d). ·If the inquiry Is a request
that the Department detennlne wheth
er it has a record pertaining to the in
dividual, the following information
should be submitted:

(1) Name of indiVidual whose record
Is sought;

(2) Statement that ind1Vidual whose
record Is sought Is either a U.S. citizen
or an aUen lawfUlly admitted for per
manent residence;

(3) IdentifyIng data that will help lo
cate the record (for example, maiden
name, occupatlonall1cense number. pe
riod or place of employment, etc.);

(4) Record sought, by description and
. by record system name, if known;

(5) Action requested (that is, send1ng
information on how to exercise rights
under the Act; determining whether re
quested record eXists; gaining access to
requested record; or obtaining copy of
requested record);

(6) COpy of court guardianship order
or minor's birth certif1cate, as provided
In §4.24(d)(3), but only If requester Is
guardian or parent of individual whose
record is sought;

(7) Requester's name (printed), signa
ture, address, and (optional) telephone
number;

(8) Date; and,
(9) Certification of request by notary

or other official, but only if
(1) Request is for notification that re

quested record eXists, for access to re
quested record, or for copy of requested
record;

(11) Record is not available to any
person under 5 U .8.0. 552; and

(111) Requester does not appear before
an employee of the Department for
verification ofident1ty.

(C) Any inquiry which is not ad
dressed as specified in paragraph (a) of
this section or which is not marked as
speCified in paragraph (b) of this sec
tion will be so addressed and marked
by Department personnel and for
warded immediately to the responsible
Privacy Officer. An inqUiry which is
not properly addressed by the indi
vidual will not be deemed to have been
"received" for purposes of measuring
the time period for response until ac-
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tual receipt by the Privacy Officer. In
each instance when an inquiry so for
warded is received, the PI1vacy Officer
shall notifY the individual that his or
her inquiry was improperly addressed
and the date the inquiry was received
at the proper address.

(d)(l) Each inquiry received shall be
acted upon promptly by the responsible
Privacy Officer. Every effort will be
made to respond within ten working
days (1.e., excluding Saturdays, Sun
days and legal public holidays) of the
date of receipt at the proper address. If
a response cannot be made within ten
working days, the Privacy Officer shall
send an acknOWledgment during that
period providing infonnation on the
status of the inquiry and asking for
such further information as may be
necessary to process the inquiry. The
flrst correspondence sent by the Pri
vacy Officer to the requester shall con
tain the Department's control number
aSSigned to the request, as well as a
statement that the requester should
use that number in all future contacts
with the Department. The Department
shall use that control number in all
subsequent correspondence.

(2) If the Privacy Officer fails to send
an acknowledgment within ten work
ing days, as provided in paragraph
(d)(l) of this section, the requester may
ask the Assistant General Counsel for
Admin1stration to take corrective ac
tion. No failure of a Privacy Officer to
send an acknowledgment shall confer
administrative finality for purposes of
judicial reView.

(e) An individual shall not be re
quired to state a reason for or other
Wise justifY his or her inquiry.

(f) Special note should be taken that
certain agencies are responsible for
pUblishing notices of systems of
records haVing Government-wide appli
cation to other agencies, including the
Department. The agencies known to be
publishing these general notices and
the types of records covered therein ap
pear in Appendix 0 to this ·part. These
general notices do not identifY the Pri
vacy Officers in the Department to
whom inquiries should be presented or
mailed. The proViSions of this section,
and particularly paragraph (a) of this
section, should be followed in making
inqUiries with respect to such records.

C)
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Such records in the Department are
subject to the provisions of this part to
the extent indicated in Appendix C to
this part. '!be exemptions, If any, de
term1ned by the agency publishing a
general notice shall be invoked and ap
pUed by the Department after con
sUltation, as necessary, with that other
agency.

§ 4.24 Procedures for making requests
for records.

(a) Any indiVidual, regardless of age,
who is a citizen of the United States or
an aUen lawfUlly admitted for perma
nent residence into the United States
may submit a request to the Depart
ment for access to records. The request
should be made either in person or by
man addressed to the appropriate of
fice listed in Appendix A to this part.

(b) Requests submitted by man
should include the words "PRIVACY
ACT REQUEST" in capital letters at
the top of the letter and on the face of
the enveloPe. Any request which is not
addressed as specified in paragraph (a)
of this section or which is not marked
as specified in this paragraph will be so
addressed and marked by Department
personnel and forwarded immediately
to the responsible Privacy Officer. A
request which is not properly addressed
by the individual w111 not be deemed to
have been "received" for purposes of
measuring time periods for response
unt11 actual receipt by the Prlvacy Of
flcer. In each instance when a request
so forwarded is received, the Privacy
Officer shall notify the individual that
his or her request was improperly ad
dressed and the date the request was
received at the proper address.

(c) If the request follows an inquiry
under §4.23 in connection with which
the individual's identity was estab
lished by the Department, the indi
Vidual need only indicate the record to
which access is sought, proVide the De
partment control number assigned to
the request, and sign and date the re
quest. If the request is not preceded by
an inqUiry under §4.23, the procedures
of this section should be followed.

Cd) The reqUirements for identifica
tion of individuals seeking access to
records are:

(1) In person. Each indiVidual making
a request in person shall be required to
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present satisfactory proof of identity.
'!be means of proof, in the order of
preference and priority, are:

(1) A document beaI1ng the indiVid
ual's photograph (for example, dI1ver's
license, passport or m11itary or civ11ian
identification card); .

(11) A document, preferably issued for
participation in a Federally-sponsored
program, bearing the indiVidual's sig
nature (for example, unemployment in
surance book, employer's identifica
tion card, national credit card, and
professional, craft or union member
ship card); and,

(11i) A document bearing neither the
photograph nor the signature of the in
dividual, preferably issued for partici
pation in a Federally-sponsored pro
gram (for example, Medicaid card). If
the individual can provide no suitable
documentation of identity, the Depart
ment will require a signed statement
asserting the indiVidual's identity and
stipulating that the individual under
stands the penalty provision of 5 U.S.C.
552a(1)(3) recited In §4.32(a). In order to
avoid any unwarranted disclosure of an
indiVidual's records, the Department
reserves the right to determine the
adequacy of proof of identity offered by
any indiVidual, particularly if the re
quest involves a sensitive record.

(2) Not in person. If the indiVidual
making a request does not appear in
person before a Privacy Officer or other
employee authorized to determine
identity, a certification of a notary
public or equivalent officer empowered
to administer oaths must accompany
the request under the circumstances
prescI1bed In §4.23(b)(9). The certIfi
cation in or attached to the letter
must be SUbstantially in accordance
with the following text:
Clty of County of .8S (Name
of lndividual), who affixed (his) (her) signa
ture below in my presence, came before me,
a (title), in and for the aforesaid County and
State, this day of • 20 ,and estab
lished (his) (her) identit.y to my-satisfaction.
My commission expires
(Signature)

(3) Parents oj minors and legal guard
ians. An individual acting as the parent
of a minor or the legal guardian of the
individual to whom a record pertains
shall establish his or her personal iden
tity in the same manner prescribed in
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either paragraph (d)(l) or (d)(2) of thts
section. In addition, SUch other indi
vidual shall establish his or her iden
tity 1n the representative capacity of
parent or legal guardian. In the case of
the parent of a minor. the proof of
identity shall be a certlned or authen
ticated copy of the mtnor's birth cer
tlnca.te. In the case of a legal guardian
of an indiVidual who has been declared
incompetent due to physical or mental
incapacity or age by a court of com
petent jurisdiction, the proof of iden
tity shall be a certlned or authenti
cated copy of the court's order. For
purposes of the Act. a parent or legal
guardian may represent only a living
Ind1vt'dual, not a decedent. A parent or
legal guardian may be accompanied
during personal access to a record by
another individual, provided the provi
slons of §4.25(f) are satisfied.

(e) If the prOvisions of this subpart
are alleged to impede an individual in
exercising his or her right to access,
the Department will consider I from an
individual making a request, alter
native suggestions regarding proof of
identity and access to records.

(f) An individual shall not be required
to state a reason for or otherwise JUS
tify his or her request for access to a
record.

§ 4.25 Disclosure of requested records
to individuals.

(a)(1) The responsible Privacy Officer
shall act promptlY upon each request.
Every effort will be made to respond
within ten working days (1.e., exclud-"
ing Saturdays, sundays and legal pUb
lic holidaYS) of the date of receipt. If a
"response cannot be made within ten
working days due to unusual cir
cumstances, the Privacy Officer shall
send an acknowledgment during that
period providing infonnation on the
status of the request and asking for
any further information that may be
necessary to process the request. "Un
usual circumstances" shall include cir
cumstances in Which:

(1) A search for and COllection of re
quested records from inactive storage,
field facilities or other establishments
is reqUired;

(it) A -voluminous amount of data is
involved;
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(11i) Information on other individuals
must be separated or expunged from
the particular record; or

(iV) Consultations with other agen
cies having a SUbstantial interest in
the determ1nation 'of the request are
necessary.

(2) If the Privacy Officer fails to send
an acknowledgment within ten work
ing days, as provided in paragraph
(a)(l) of this section, the requester may
ask the Assistant General Counsel for

.Administration to take corrective ac
tion. No failure of a Privacy Officer to
send an acknowledgment shall confer
administrative f1nality for purposes of
judicial review.

(b) Grant of access: (1) Notification.
An individual shall be granted access
to a record pertaining to him or her,
unless the provisions of paragraph
(g)(l) of this sectIon apply. The Prtvacy
Officer shall notifY the individual of a
determ1nation to grant access, and pro
vide the following information:

(1) The methods of access, as set forth
in paragraph (b)(2) of this section;

(11) The place at which the record
may be inspected;

(11i) The earliest date on which the
record may be inspected and the period
of time that the records will remain
available for inspection. In no event
shall the earliest date be later than
thirty calendar days from the date of
notification;

(1V) The estimated date by which a
COpy of the record will be mailed and
the fee estimate pursuant to §4.31. In
no event shall the estimated date be
later than thirty calendar days from
the date of notification;

(v) The fact that the individual, if he
or she wishes, may be accompanied by
another individual during personal ac
cess, subject to the procedures set
forth in paragraph (f) of this' section;
and,

(vi) Any additional prerequisites for
granting access to a specific record.

(2) Methods of access. The following
methods of access to records by an in

" dividual may be available depending on
the circumstances of a given situation:

(1) Inspection in person may be had in
the office specified by the Privacy Offi
ce-r granting access, during the hours
indicated in Appendix A to this part;

()
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(11) Transfer of records to a Federal
facility more convenient to the Indl:
vidual may be arranged, but only if the
Privacy Officer determines that a suit
able facUity Is available, that the indi
vidual's access can be properly super
vised at that facility. and that trans
mittal of the records to that facUity
will not unduly interfere with oper
ations of the Department or involve
unreasonable costs. in terms of both
money and manpower; and,

(111) Copies may be mailed at the re
quest of the indivIdual, subject to pay
ment of the fees prescribed in §4.31.
The Department. at its own initiative,
may elect to provide a copy by mail. in
which case no fee will be charged the
individual.

(c) Access to medical records Is gov
erned by the provisions of §4.26.

(d) The Department shall supply such
other information and assistance at
the time of access as to make the
record intelligible to the individual.

(e) The Department reserves the
light to limit access to copies and ab
stracts of Original records, rather than
the original records. This election
would be appropriate, for example,
when the record is in an automated
data medium such as tape or disc, when
the record contains information on
other individuals, and when deletion of
information is permissible Wlder ex
emptions (for example, 5 U.S.C.
552a(k)(2». In no event shall original
records of the Department be made
available to the individual except
under the immediate supervision of the
Privacy Officer or his or her designee.

(0 Any individual who requests ac
cess to a record pertaining to that indi
Vidual may be accompanied by another
individual of his or her choice. "Ac
companied" includes discussing the
record in the presence of the other in
dividual. The individual to whom the
record pertains shall authorize the
presence of the other individual in
writing. The authorization shall in
clude the name of the other individual,
a specific description of the record to
which access is sought, the Department
control number assigned to the re
quest, the date, and the signature of
the individual to whom the record per
tains. The other individual shall sign
the authorization in the presence of
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the Privacy Officer. An individual shall
not be required to state a reason or
otherwise justify his or her decision to
be accompanied by another individual
dUring personal access to a record.

(g) Initial denial of access: (1)
Ground.s. Access by an individual to a
record that pertains to that individual
will be denied only upon a determina
tion by the Privacy Officer that:

(i) The record is exempt under §4.33
or 4.34, or exempt by determination of
another agency publishing notice of
the system of records, as described in
§4.23<O:

(11) The record is information com
piled in reasonable anticipation of a
civil action or proceeding;

(i11) The provisions of §4.26 per
taining to medical records temporarily
have been invoked; or,

(1v) The individual unreasonably has
failed to comply with the procedural
requirements of this part.

(2) Notification. The Privacy Officer
shall give notice of denial of access to
records to the individual ·in writing,
and the notice shall include the fol
lowing information:

(i) The Privacy Officer's name and
title or position;

(11) The date of the denial;
(i11) The reasons for the denial, in

clud1ng citation to the appropriate sec
tion of the Act and this part;

(iv) The individual's opportunities, if
any, for further adm1nistrative consid
eration, including the identity and ad
dress of the responsible official. If no
fUrther administrative consideration
within the Department is available, the
notice shall state that the denial is ad
ministratively final; and,

(v) If stated to be administratively
final within the Department. the indI
Vidual's right to judicial revIew pro
vided under 5 U.S.C.552a(g)(1), as lim
tted by 5 U.S.C. 552a(g)(5).

(3) Administrative review. If a Privacy
Officer issues an initial denial of a re
quest, the indiVidual's opportunities
for further consideration shall be as
follows:

(1) As to denial under paragraph
(g)(l)(1) of this section, two opportuni
ties for further consideration are avail
able in the alternative:

(A) If the individual contests the ap
pl1cation of an exemption to the
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records, the reView procedures in
§4.25(g)(3)(lI) shall apply; or,

eB) If the indIvidual challenges the
valid!ty of the exemption 1tself. the in
dividual must file a petition for the
issuance, amendment, or repeal of a
rule under 5 U.S.C. 553(8). If the exemp
tion was determined by the Depart~

ment, such petition shall be filed with
the Assistant Secretary for Adm1nls
tratlon. If the exemption was deter
mtned by another agency (as described
In §4.23(l)), the Department w1ll pro
vide the indiVidual with the name and
address of the other agency and any re
Uef sought by the tndiVidual shall be
that provided by the regulations of the
other agency. Within the Department,
no such denIal 15 administratively final
until such a petition bas been flIed by
the indiVidual and 'disposed of on the
merits by the Assistant Secretary for
Admtnistration.

(11) As to denial under paragraphs
(g)(l)(l1) of thIs sectIon, (g)(l)(lv) of
this section or (to the limited extent
provided In paragraph (g)(3)(I)(A) of
thIs section) paragraph (g)(I)(I) of thIs
section. the individual may nle for re
view with the Assistant General Coun
sel for Administration, as indicated in
the Privacy Offlcer's initial denial no
tification. The individual and the De
partment shall follow the procedures in
§4.28 to the maximum extent prac
ticable.

(111) As to denial under paragraph
(g)(l)(11i) of this section, no further ad
ministrative consideration within the
Department is available because the
denial is not administratively final
until expiration of the time period in
dIcated In §4.26(a).

(h) If a request is partially granted
and partially denied. the Privacy Offi
cer shall follow the appropriate proce
dures of this section as to the records
within the grant and the records within
the denial.

§ 4.26 Special procedures: Medical
records.

(a) No response to any request for ac
cess to medical records from an indi
Vidual wl1l be issued by the PI1vacy Of
flcer for a peI10d of seven working days
(1.e .• excluding Saturdays. Sundays and
legal public holidays) from the date of
receipt.
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(b) For every request from an indi
vidual for access to medical records.
the PI1vacy Officer shall:

(1) Inform the tndividual of the wait
Ing period presorlbed In paragraph (a)
of this section;

(2) Seek from the IndIvidual the
name and address of the indiVidual's
physician and/or psychologist;

(3) Seek from the indiVidual written
consent for the Department to consult
the individual's physiCian and/or psy
chologist. if the Department believes
such consultation is adVisable;

(4) Seek wI1tten consent from the in
diVidual for the Department to proVide
the medical records to the indiVidual's
physician or psychologist. if the De
partment believes access to the record
by the individual is best effected under
the guidance of the indiVidual's physi
cian or psychologist; and.

(5) Forward the individual'S medical
record to the Department's medical of
ficer for review and a determination on
whether consultation with or trans
mittal of the medical records to the in
dividual's physician or psychologist is
warranted. If consultation with or
transmittal of such records to the indi
vidual's physician or psychologist is
determined to be warranted, the De
partment's medical officer shall so con
sult or transmit. Whether or not such a
conSUltation or transmittal occurs, the
Department's medical officer shall pro
vide instruction to the Privacy Officer
regarding the conditions of access by
the indiVidual to his or her medical
records.

(c) If an individual refUses in writing
to give the names and· consents set
forth In paragraphs (c)(2) through (c)(4)
of this section, the Department shall
give the individual access to said
records by means of a copy. proVided
without cost to the requester, sent reg
istered man. return receipt requested.

§ 4.27 Procedures for making requests
for correction or amendment.

(a) Any indiVidual, regardless of age,
who is a citizen of the United States or
an aUen lawfully admitted for perma
nent residence into the United States
may submit a request for correction or
amendment to the Department. The re
quest should be made either in person

()
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or by mail addressed to the Privacy Of
fleer who processed the individual's re
quest for access to the record, and to
whom 1s delegated authority to make
initial determinations on requests for
correction or amendment. The offices
of Privacy Officers are open to the pub
11c between the hours of 9 a.m. and 4
p.m. Monday through Friday (exclud
ing Saturdays, Sundays, and legal pub
Itc holtdays).

(b) Requests subm1tted by mail
should include the words "PRIVACY
ACT REQUEST" tn capttal letters at
the top of the letter and on the face of
the envelope. Any request that 1s not
addressed as specified in paragraph (a)
of this section or that Is' not marked as
specified in this paragraph w1l1 be so
addressed and marked by Department
personnel and forwarded immediately
to the responsible Privacy Officer. A
request that is not properly addressed
by the individual will not be deemed to
have been "received" for purposes of
measuring the time period for response
until actual receipt by the Privacy Of
ficer. In each instance when a request
so forwarded is received, the Privacy
Officer shall notify the individual that
his or her request was improperly ad
dressed and the date the request was
received at the proper address.

(c) Since the request, in all cases,
will follow a request for access under
§4.25, the individual's identity will be
established by his or her signature on
the request and use of the Department
control number aSSigned to the re
quest.

(d) A request for correction or
amendment should include the fol
lowing:

(1) Specific identification .of the
record sought to be corrected or
amended (for example, description,
title, date, paragraph, sentence, line
and words);

(2) The specific wording to be deleted,
if any;

(3) The specific wording to be in
serted or added, if any, and the exact
place at which it is to be inserted or
added; and,

(4) A statement of the basis for the
requested correction or amendment,
with all avallable supporting docu
ments and materials that SUbstantiate
the statement. The statement should
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identify the criterion of the Act being
invoked, that Is, whether the informa
tion in the record is unnecessary, inac
curate, irrelevant, untimely or incom
plete.

§4.28 Agency review of requests for
correction or amendment.

(a)(1)(1) Not later than ten worktng
days (I.e., exclUding Saturdays, Sun
days and legal public holidays) after
receipt of a request to correct or
amend a record, the Privacy Officer
shall send an acknowledgment pro
vIding an estimate of time Within
which action will be taken on the re
quest and asking for such fUrther infor
mation as may be necessary to process
the request. The estimate of time may
take into account unusual cir
cumstances as described in §4.25(a). No
acknowledgment w1l1 be sent if the re
quest can be reviewed. processed and
the individual notified of the results of
reView (either compliance or denial)
within the ten working days. Requests
flIed in person will be acknowledged in
Writing at the time submitted.

(11) If the Privacy Officer falls to send
the acknowledgment within ten work
ing days, as provided in paragraph
(a)(1)(1) of this section, the requester
may ask the Assistant General Counsel
for Administration to take corrective
action. No fallure of a Prtvacy Offlcer
to send an acknowledgment shall con
fer administrative flnality for purposes
of judicial review.

(2) Promptly after acknowledging re
ceipt of a request, or after receiving
such further information as might have
been requested, or after arriVing at a
decision within the ten working days,
the Privacy Officer shall either:

(1) Make the requested correction or
amendment and advise the individual
in writing of such action. providing ei
ther a copy of the corrected or amend
ed record or. in cases in which a copy
cannot be proVided (for example. era
sure of. infonnation from a record
maintained only in magnetically-re
corded computer files). a statement as
to the means by Which the correction
or amendment was effected; or,

(11) Inform the indiVidual in writing
that hls or her request is denied and
provide the following 1nfonnation:
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(A) The Privacy Officer's name and
title or position;

(H) The date of the dental;
(0) The reasons for the dental. includ

ing citation to the appropriate sections
of the Act and this subpart; and,

(D) The procedures for appeal of the
denial as set forth in § 4.29, including
the address of the Assistant General
Counsel for Adm1n1stratlon.

(3) The term promptly In this section
means within thirty working days (1.e.,
excluding Saturdays, Sundays and
legal public holidays), If the Prtvacy
orncer cannot make the determination
within thirty worklng dayS, the Indt
Vidual will be adVised in wrItIng of the
reason for the delay and of the esti
mated date by which the detennlnatlon
will be made.

(b) Whenever an Individual's record Is
corrected or amended pursuant to a re
quest from that indiVidual. the Privacy
Officer shall notify all persons and
agencies to which the corrected or
amended portion of the record had been

.disclosed prior to its correction or
amendment. if an accounting of such
disclosure required by the Act was
made. '!be notification shall require a
recipient agency maintaining the
record to acknowledge receipt of the
notif1cation. to correct or amend the
record, and to apprise any agency or
person to which it had disclosed the
reQord of the substance of the correc
tion or amendment.

(c) The following criteria will be con
sidered by the Privacy Officer in re
Viewing a request for correction or
amendment:

(1) The sufficiency of the eVidence
submltted by thelndtvldual;

(2) The factual accuracy of the infor
mation to be corrected or amended;

(3) '!be relevance and necessity of the
information in terms of the purpose for
which it was collected;

(4) The timeliness and cUITency of
the information in l1ght of the purpose
for which it was collected;

(5) The completeness of the informa
tion in terms of the purpose for which
it was collected;

(6) '!be degree of risk that denial of
the request could unfairly result in de
terminations adverse to the individual;
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(7) The character of the record
sought to be corrected or amended;
and,

(8) The propriety and feaslblltty of
complying with the SpeCinC means of
correction or amendment requested by
the individual.

(d) '!be Department will not under
take to gather eVidence for the indi
Vidual, but does reserve the right to
verify the eVidence the indiVidual sub
m1ts.

(e) Correction or amendment of a
record requested by an individual will
be denied only upon a determination by
the Privacy Officer that:

(1) The indiVidual has failed to estab
11sh. by a preponderance of the evi
dence, the pr.opriety of the correction
or amendment in light of the criteria
set forth in paragraph (c) of this sec
tion;

(2) '!be record sought to be corrected
or amended is part of the ofncial
record in a terminated judiCial. quasi
judicial or quasi-legislative proceeding
to which the individual was a party or
participant;

(3) '!be information in the record
sought to be corrected or amended, or
the record sought to be corrected or
amended. is the subject of a pending ju
diCial, quasi-judicial or quasi-legisla
tive proceeding to which the indiVidual
is a party or participant;

(4) '!be correction or amendinent
would violate a duly enacted statute or
promulgated regulation; or,

(5) '!be individual unreasonably has
failed to comply with the procedural
requirements of this part.

(f) If a request is partially granted
and partially denied, the Privacy Offi
cer shall follow the appropriate proce
dures of this section as to the records
within the grant and the records within
the denial.

·§4.29 Appeal of initial adverse agency
determination on correction or
amendment.

(a) If a request for correction or
amendment is denied initially under
§4.28. the individual may submit a
written appeal within thirty working
days (1.e., excluding Saturdays, Sun
days and legal pUblic holidays) of the
date of the in1tial denial. If an appeal

()..
"
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1s submitted by man. the postmark 1s
conclusive as to timeliness.

(b) An appeal should be addressed to
the Assistant General Counsel for Ad
ministration. U.S. Department of Com
merce, Room 5875, 14th and Constitu
tion Avenue, NW., Washington, DC
20230. An appeal should include the
words "PRIVACY APPEAL"' tn capttal
letters at the top of the letter and on·
the face of the envelope. An appeal not
addressed and marked as provided bere
in will be so marked by Department
personnel When it 1s so identified, and
wUl be forwarded immediately to the
Assistant General Counsel for AdminiS
tration.. An appeal which 1s not prop
erly addressed by the individual Will
not be deemed to have been "received"
for purposes of measuring the time pe
rlods in this section until actual re
ceipt by the Assistant General Counsel
for Administration. In each instance
when an. appeal so forwarded is re
ceived, the Assistant General Counsel
for Administration shall notify the in
dividual that his or her appeal was im
properly addressed and the date on
which the appeal was received at the
proper address.

(c) The individual's appeal shall be
signed by the indiVidual, and shall in
clude a statement of the reasons why
the in1tial denial is believed to be in
error, and the Department's control
nwnber assigned to the request. The
Privacy Officer who issued the initial
denial shall fUrnish to the Assistant
General Counsel for Admin1stration
the record the indiVidual requests to be
corrected or amended, and all cor
respondence between the Privacy Offi
cer and the requester. Although the
foregoing normally will comprise the
entire record on appeal, the Assistant
General Counsel for Administration
may seek any additional information
necessary· to ensure that the final de
termination is fair and eqUitable and,
in such instances, disclose the addi
tionalinformation to the indiVidual to
the greatest extent possible, and pro
Vide an opportunity for comment
thereon.

(d) No personal appearance or hear
ing on appeal will be allowed.

(e) The Assistant General Counsel for
Administration shall act upon the ap
peal and issue a final detennination in

writing not later than thirty working
days (1.e., excluding Saturdays, Sun
days and legal public holidays) from
the date on which the appeal is re
ceived, except that the Assistant Gen
eral Counsel for Administration may
extend the thirty days upon deciding
that a fair and equitable review cannot
be made within that period, but only if
the indiVidual is adVised in writing of
the reason for the extension and the es
timated date by which a final deter
mination w1l1 issue. The estimated
date should not be later than the six

. tieth working day after receipt of the
appeal unless unusual circumstances,
as described in §4.25(a), are met.

(0 If the appeal is determined in
favor of the individual, the final deter
mination shall include the specific cor
rections or amendments to be made
and a copy thereof shall be transinttted
promptly to the indiVidual and to the
Privacy Officer who issued the initial
denial. Upon receipt of such final de
termination, the Privacy Officer shall
promptly take the actions set forth in
§4.28(a)(2)(t) and (b).

(g) If the appeal is denied, the final
determination shall be transmitted
promptly to the individual and state
the reasons for the denial. The notice
of final determination also shall in
form the individual that:

(1) The individual has a right under
the Act to file with the Assistant Gen
eral Counsel for Administration a con
cise statement of reasons for dis
agreeing with the final determination.
The statement ordinarily should not
exceed one page and the Department
reserves the right to reject an exces
sively lengthy statement. It should
prOVide the Department control num
ber assigned to the request, indicate
the date of the final determination and
be signed by the individual. The Assist
ant General Counsel for Administra
tion shall acknowledge receipt of such
statement and inform the individual of
the date on which it was received;

(2) Any such disagreement statement
submitted by the individual would be
noted in the disputed record, and filed
With it;

(3) The purposes and uses to which
the statement would be put are those
applicable to the record in which it is
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noted, and that a copy of the state
ment would be provided to persons and
agencies to which the record Is dis
closed subsequent to the date of receipt
of such statement;

(4) The Department would append to
any such disagreement statement a
copy of the nnal determination or sum
mary thereof. which also would be prcr
vided to persons and agencies to which
the d1sagreement statement is d.1s
closed; and

(5) The tndlvldual has a right to judI
cial review of the flnal determination
under 5 U.S.C. 552o(g)(1)(A), as Itmlted
by 5 U.S.C. 552o(g)(5).

(h) In making the nna) determina
tion, the Assistant General Counsel for
Administration shall employ the cri
terta set forth In §4.28(0) and shall deny
an appeal only on the grounds set forth
tn §4.28(e).

(1) If an appeal 1s partially granted
and partially denied, the Assistant
General Counsel for Administration
shall follow the appropriate procedures
of this section as to the records Within
the grant and the records within the
denial.

(j) Although a copy of the final deter
mination or a summary thereof w111 be
treated as part .of the indiVidual'S
record for purposes of disclosure in in
stances where the indiVidual has filed a
disagreement statement, it will not be
subject to correction or amendment by
the individual.

(k) The proVisions of paragraphs
(g)(l) through (g)(3) of thIs sectIon sat
isfY the requirements of 5 U.S.C.
552o(e)(3).

§ 4.30 Disclosure of record to person
other than the individual to whom
it pertains.

(a) The Department may disclose a
record pertaining to an individual to a
person other than the indiVidual to
Whom it pertains only in the following
instances:

(1) Upon written request by the indi
Vidual, including authorization under
§4.25(1);

(2) With the prior written consent of
the individual;

(3) To a parent or legal guardian
under 5 U.S.C. 552o(h);
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(4) When required by the Act and not
covered explicitly by the proVisions of
5 U.S.C. 552o(b); and

(5) When permItted under 5 U.S.C.
552o(b)(I) through (12), as follows:'

(i) To those officers and employees of
the agency that maintains the record
who have a need for the record in the
performance of their duties;

(II) ReqUired under 5 U.S.C. 552;
(i11) For a routine use as defined in 5

U.S.C.552o(a)(7);
(tv) To the Bureau of the Census for

purposes of planning or calTying out a
census or surveyor related activity
pursuant to the proVisions of Title 13 of
the U.S. Code;

(v) To a requester who has provided
the agency with advance adequate
WI1tten assurance that the record will
be used solely as a statistical research
or reporting record, and the record is
to be transferred in a form that is not
individually identifiable;

(Vi) To the National Archives and
Records Adm1nistration as a record
that has sufficient historical or other
value to warrant its continued preser
vation by the United States Govern
ment, or for evaluation by the Archi
Vist of the United States, or the des
ignee of the Archivist, to determine
whether the record has such value;

(v11) To another agency or to an in
strumentality of any governmental ju
risdiction within or under the control
of the United States for a ciV11 or
criminal law enforcement activity if
the activity is authorized by law. and if
the head of the agency or instrumen
tality has made a written request to
the agency which maintains the record,
specifYing the particular portion de
sired and the law enforcement actiVity
for which the record is sought;

(v11i) To a person pursuant to a show
ing of compelling circumstances affect
ing the health or safety of an indi
vidual1f upon such disclosure ,notifica
tion is transmitted to the last known
address of such individual;

35 U.S.C. 552b(b)('1) has no application with
in the Department.

()

·C)
B-22

Regulations in effect as of January 1,2002 (April 2002 Update)



(j
,- ...-

§4.31

Department of Comrn'erce Freedom of Infonnation Act Regulations

15 CFR Subtnle A (l-1-ll2 Edftion)

(1X) To either House of Congress, or,
to the extent of matter within its juris
diction, any committee or sub
committee thereof, any joint corn
m!ttee of Congress or subcomm1ttee of
any such joint committee;

(x) To the Comptroller General, or
any of his or her authorized representa
tives. in the course of the performance
of the duties of the General Accounting
Office;

(xi) Pursuant to the order of a court
of competent jurisdiction; or

(xU) To a consumer reporting agency
in accordance with 31 U.S.C. 3711(8).

(b) The situations referred to in para
graph (a)(4) of this section include the
following:

(1) 5 U.S.C. 552a(c)(4) requires dis
semination of a corrected or amended
record or notation of a disagreement
statement by the Department 1n cer
ta1n c1rcumstances;

(2) 5 U.S.C. 552a(d) requ1res disclosure
of records to the 1ndiv1dual to whom
they pertain, upon request; and

(3) 5 U.S.C. 552a(g) authorizes civil
act10n by an 1ndiv1dual and requ1res
disclosure by the Department to the
court.

(C) The Pr1vacy Officer shall make an
accounting of each disclosure by h1m of
any record contained 1n a system of
records in accordance with 5 U.S.C.
552a(c)(I) and (2). Except for a disclo
sure made under 5 U.S.C. 552a(b)(7), the
Pr1vacy Officer shall make such ac
counting avallable to any individual,
1nsofar as 1t perta1ns to that indi
vidual, upon any request submitted 1n
accordance w1th §4.24. The Pr1vacy Of
ficer shall make reasonable· efforts to
not1fy any ind1Vidual when any record
in a system of records is d1sclosed to
any person under compulsory legal
process, promptly upon be1ng informed
that such process has become a matter
of publ1c record.

14.31 Fees.
(a) The only fee to be charged to an

1ndiVidual under th1s part 1s for dupl1
cat10n of records at the request of the
1ndiVidual. Components shall charge a
fee for dupl1cat1on of records under the
Act 1n the same way 1n wh1ch they
charge a dupl1cat1on fee under §4.11,
except as prov1ded in th1s section. Ac
cord1ngly, no fee shall be charged or
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collected for: search, retrieval, or re
View of records; copying at the in1t1a
tive of the Department Without a re
quest from the 1ndiv1dual; transpor
tat10n of records; or first-class postage.

(b) The Department shall provide an
indiVidual one copy of each record cor
rected or amended pursuant to the in
d1v1dual's request w1thout charge as
eVidence of the correct1on or amend
ment.

(C) As requ1red by the United States
Office of Personnel Management 1n 1ts
publ1shed regulat10ns 1mplement1ng
the ACt, the Department shall charge
no fee for a single copy of a personnel
record covered by that agency's Gov
ernment-wide publ1shed not1ce of sys
tems of records.

14.32 Penalties.
(a) The Act prov1des, 1n pertinent

part:
Any person who knowingly and willfully

requests or obtains any record concerning an
individual from an agency under falae pre
tenses shall be guilty of a misdemeanor and
fined not more than $5,000. (5 U.S.C.
552a(i)(3».

(b) A person who falsely or fraudu
lently attempts to obtain records
under the Act also may be subject to
prosecution under such other crim1nal
statutes as 18 U.S.C. 494, 495 and 100l.

§4.33 General exemptions.
(a) Individuals may not have access

to records maintained by the Depart
ment but which were proVided by an
other agency wh1ch has determined by
regulat10n that such informat1on 1s
subject to general exemption under 5
U.S.C. 552A(j). If such exempt records
are w1 th1n a request for access, the De
partment will adVise the 1ndiVidual of
their existence and of the name and ad
dress of the source agency. For any fur
ther informat1on concerning the record
and the exemption, the individual must
contact that source agency.

(b) The general exemptions deter
mined to be necessary and proper wi th
respect to systems of records main
tained by the Department, 1ncluding
the parts of each system to be exempt
ed, the provisions of the Act from
which they are exempted, and the jus
tification for the exemption, are as fol
lows:
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(1) IndividuaLs identijted in Export
Transactions-COMMERCElITA-l. Pur
suant to 5 U.S.C. 552a(j)(2), these
recordS are hereby determined to be ex
empt from all provisions of the Act, ex
cept 5 U.S.C. 552a(b), (c)(I) and (2),
(e)(4) (A) through (F), (e) (6), rTl, (9),
(10), and (11), and (I). These exemptIons
are necessary to ensure the proper
functioning of the law enforcement ac
tivity, to protect confidential" sources
of information. to fUlfill promises of
confldentiality. to maintain the integ
rity of the law enforcement process, to
avoid premature "disclosure of the
knowledge of criminal activity and the
evidentiary bases of possible enforce
ment actions, to prevent interference
with law enforcement proceedings, to
avoid disclosure of investigative tech
niques, and to avoid endangering law
enforcement personnel. Section 12(c) of
the Export Administration Act of 1979,
as amended, also protects this informa
tion from disclosure.

(2) Fisheries Law Enforcement Case
FUes-COMMERCElNOAA-5. Pursuant
to 5 U.S.C. 552a(j)(2), these records are
hereby determined to be exempt from
all proVisions of the Act, except 5
U.S.C. 552a (b), (c) (1) and (2), (e) (4) (A)
through (F), (e) (6), (7), (9), (10), and
(11), and (i). These exemptions are nec
essary to ensure the proper fUnctioning
of the law enforcement activity, to pro
tect confidential sources of informa
tion, to fulfill promises of confiden
tiality, to prevent interference with
law enforcement proceedings, to avoid
the disclosure of investigative tech
niques, to avoid the endangering oflaw
enforcement personnel, to avoid pre
mature disclosure of the knOWledge of
cr1m1nal activity and the eVidentiary
bases of possible enforcement actions,
and to maintain the integrity of the
law enforcement process.

(3) Investigative and Inspection
Records-COMMERCEIDEPT-12. Pursu
ant to 5 U.S.C. 552a(j)(2), these records
are hereby determined to be exempt
from all proVisions of the Act, except 5
U.S.C. 552a (b), (c) (1) and (2), (e)(4) (A)
through (F), (e) (6), (7), (9), (10), and
(11), and (i). These exemptions are nec
essary to ensure the proper operation
of the law enforcement activity, to pro
tect confldential sources of informa
tion, to fUlfill promises of conftden-
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tiality, to prevent interference with
law enforcement proceedings, to avoid
the disclosure of investigative tech
niques, to avoid the endangering of law
enforcement personnel, to avoid pre
mature disclosure of the knowledge of
crim.1nal activity and the eVidentiary
bases of possible enforcement actions,
and to maintain the integrity of the
law enforcement process.

§4.34 Specific exemption..
(a)(l) Certain systems of records

under the Act that are maintained by
the Department may occaSionally con
tain material subject to 5 U.S.C.
552a(k)(l), relating to national defense
and foreign policy materials. The sys
tems of records pUblished in the FED
ERAL REGISTER by the Department that
are within this exemption are:
COMMERCEIlTA-I, COMMERCEIlTA-2.

COMMERCEIlTA-3, COMMERCEJ
NOAA-ll, COMMERCEJPAT-TM-4.
COMMERCElDEPI'-I2, COMMERCEI
DEPI'-IS, and COMMERCElDEPI'-14.
(2) The Department hereby asserts a

claim to exemption of such materials
wherever they might appear in such
systems of records, or any systems of
records, at present or in the fUture.
The materials would be exempt from 5
U.S.C. 552a (C)(S), (d), (e)(1), (e)(4) (0),
(H), and (I), and (0, because the mate
rials are required by Executive order to
be kept secret in the interest of the na
tional defense and foreign policy.

(b) The specific exemptions deter
mined to be necessary and proper with
respect to systems of records main
tained by the Department, including
the parts of each system to be exempt
ed, the provisions of the Act from
which they are exempted, and the jUs
tincation for the exemption. are as fol
lows:

(1) Exempt under 5 U.S.C. 552a(k)(I).
The systems of records exempt here
under appear in paragraph (a) of this
section. The claims for exemption of
COMMERCElDEPI'-I2, COMMERCEI
ITA-I, and COMMERCElNOAA-1l under
this paragraph are subject to the condi
tion that the general exemption
claimed In §4.33(b)(S) Is held to be In
valid.

(2)(1) Exempt under 5 U.S.C.
552a(k)(2). The systems of records ex
empt (some only conditionally), the"

.~)
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sections of the Act from which exempt
ed, and the reasons therefor are as fol
lows:

(A) Individuals Identlfled In Export
Admin1stration compliance prcr
ceedings or investigationS-COM-
MERCElITA-1, but only on· condition
that the general exemption claimed in
§4.33(b)(1) Is held to be Invalid;

(B) IndiViduals involved in export
transactions---COMMERCEIlTA-2;

(C) Fisheries Law Enforcement Case
Flles-COMMERCEiNOAA-ll, but only
on condition that the general exemp
tion claimed In §4.33(b)(2) Is held to be
invalid;

(D) Investigative and Inspection
Records-COMMERCElDEPT-l2, but
only on condition that the general ex
emption claimed In §4.33(b)(3) Is held to
be invalid;

(E) Investigative Records--Persons
Within the Investigative Jurisdiction
of the Department-COMMERCEI
DEPT-13;

(F) Litigation, Claims and Adminis
trative Proceeding Records-- COM
MERCFJDEPl'-14; and

(11) The foregoing are exempted from
5 U.S.C. 5528. (c)(3), (d). (e)(l), le)(4)(G),
(H), and (I), and (1). The reasons for as
serting the exemption are to prevent
subjects of investigation from frus
trating the investigatory process; to
ensure the proper functioning and in
tegrity of law enforcement actiVities;
to prevent disclosure of investigative
techniques; to maintain the ability to
obtain necessary infonnation; to fulfill
commitments made to sources to pro
tect their identities and the confiden
tiality of infonnation; and to avoid en
dangering these sources and law en
forcement personnel. Special note is
taken that the proviso clause in this
exemption imports due process and
procedural protections for the indi
vidual. The existence and general char
acter of the information exempted
shall be made known to the individual
to whom it pertains.

(3)(1) Exempt under 5 U .S.C. 5528.(k)
(4). The systems of records exempt, the
sections of the Act from which exempt
ed, and the reasons therefor are as fol
lows:

(A) Agriculture Census Records for
1974 and 1978-COMMERCFJCENSUS-1;
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(B) IndiVidual and Household Statis
tical Surveys and Special Census StUd
Ies Records- COMMERCFJCENSUS-3;

(C) Minority-Owned Business Enter
prises Survey Records-- COMMERCEI
CENSUS-4;

(D) Population and Housing Census
Records of the 1960 and Subsequent
Censuses-COMMERCFJ CENSUS-5;

(E) PopUlation Census Personal Serv
ice Records for 1900 and All Subsequent
Decennial Censuses---COMMERCEfCEN
SUs-<>; and

(F) SpeCial Censuses of Population
Conducted for State and Local Govern
ment-COMMERCE/CENSUS-7.

(G) Statistical Administrative
Records System-eOMMERCFJCEN-
SUS-<>.

(11) The foregoing are exempted from
5 U.S.C. 5528.(c)(3), (d), (e)(l), (e)(4)(G)
(H), and (I), and (1). The reasons for as
serting the exemption are to comply
with the prescription of Title 13 of the
United States Code, especially sections
8 and 9 relating to prohibitions against
disclosure, and to avoid needless con
sideration of these records whose sole
statistical use comports fully with a
basic purpose of the Act, namely, that
no adverse determinations are made
from these records as to any identifi
able individual.

(4)(1) Exempt under 5 U.S.C.
552a(k)(5). The systems of records ex
empt (some only conditionally), the
sections of the Act from which exempt
ed, and the reasons therefor are as fol
lows:

(A) Applications to U.S. Merchant
Marine Academy (USMMA)-COM
MERCFJMA-l;

(B) USMMA Midshipman Medical
Flles-COMMERCFJMA-17;

(C) USMMA Midshipman Personnel
Flles-COMMERCFJMA-18;

(D) USMMA Non-Appropriated fund
Employees-COMMERCEIMA-19;

(E) Applicants for the NOAA Corps
COMMERCEiNOAA-4;

(F) Conunissioned Officer Orncial
Personnel FolderS-COMMERCEI
NOAA-7;

(G) Conflict of Interest Records, Ap
pointed Officlals-COMMERCFJDEPl'
3;

(H) Investigative and Inspection
Records-COMMERCFJDEPl'-12, but
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only on 90ndition that the general ex
emption claimed In §4.33(b)(3) Is held to
be inval1d;

a) Investigative Records-Persons
Within the Investigative Jurisdiction
of the Department----CO:MMERCEI
DEPT-13: and

(J) Litigation, Claims, and Adminis
trative Proceeding Records-. COM
MERCElDEPT-14.

(11) The foregoing are exempted from
5 U.S.C. 552a (c)(3), (d), (e)(I).. (e)(4) (G),
(H), and (I), and (1). The reasons for as
serting the exemption are to maintain
the ability to obtain candid and nec
essary information, to fulfill commit
ments made to sources to protect the
confldential1ty of information, to avoid
endangerlng these sources and, ulti
mately, to facilitate proper selection
or continuance of the best applicants
or persons for a given position or con
tract. Special note is made of the limi
tation on the extent to which this ex
emption may be asserted. The exist
ence and general character of the infor
mation exempted will be made known
to the indivIdual to whom it pertains.

(c) At the present time, the Depart
ment claims no exemption under 5
U.S.C. 552a(k) (3), (6) and (7).

ApPENDIX A TO PART 4--FREEDOM OF IN
FORMATION PuBLIC INSPECTION FA
Cll.ITIES, AND ADDRESSES FOR RE
QUESTS FOR RECORDS UNDER THE
FREEDOM OF INFORMATION ACT AND
PRIVACY Acr, AND REQUESTS FOR
CORRECTION OR AMENDMENT UNDER
THE PEIVACY ACT

Each address listed below is the respective
component's mailing address for receipt and
processing of requests for records undsr the
Freedom of Information Act and Privacy
Act, for requesta for correction or amend
ment under the Privacy Act and, unless oth
erwise noted, its public inspection facility
for recorda available to the public under the
Freedom of Information Act. Requests
should be addressed to the component the re
quester knows or has reason to believe has
possession of, control over, or primary con
cern with the records sought. Otherwise, re
quests should be addressed to the Central
Reference and Records Inspection Facility.
The telephone number for each component is
included after its address. Public inspection
facilities are open to the public Monday
through Friday (excluding Saturdays, Sun
days, and legal public holidays) between 9
a.m. and 4 p.m. local time of the facility at
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issue. Certain public inspection facility
recorda of components are also available
electronically through the Department's
"FOlA Home Page" link found at the De
partment's World Wide Web site (http;11
wwto.doc.gov», as described in §4.2(b). The
Departmental Freedom of Infonnation -Offi
cer is authorized to revise this appendix to
reflect changes in the information contained
in it. Any sllch revisions shall be posted at
the Department's "FOIA Home Page" link
found at the Department's World Wide Web
site (http://tDwW.doc.gov). .

(1) Department of Commerce Freedom of·
Information Central Reference and Records
Inspection Facility, U.S. Department of
Commerce, Room 6022, 14th and Constitution
Avenue, NW, Washington, DC 20230; (202) 482
4115. This facility serves the Office of the
Secretary, all other components of the De
partment not identified below, and those
components identified below that do not
have separate public inspection facilities.

(2) Bureau of the Census, Policy Office,
U.S. Department of Commerce, Federal
Building 3, Room 2430, SUitland, Maryland
20233; (301) 457-2520..This agency maintains a
separate public inspection facility in Room
2455, Federal Building 3, SUitland, Maryland
20233.

(3) Bureau of Economic AnalysiBlEconom
ics and Statistics Administration, Office of
the Under Secretary for Economic Affairs,
Department of Commerce, Room 4836, 14th
and Constitution Avenue, NW, Washington,
DC 20230; (202) 482--3308. This component does
not maintain a separate public inspection fa
cility .

(4) Bureau of Export Administration, Office
of Administration, U.S. Department of Com
merce, Room 6883, 14th and Constitution Av
enue, NW, Washington, DC 20230; (202) 482
0500. This component does not maintain a
separate public inspection facility.

(5) Economic Development Administration,
Office of the Chief COUDael, U.S. Department
of Commerce, Room 7005, 14th and Constitu~

tion Avenue, NW, Washington, DC 20230: (202)
482-4687. Regional EDA officea (none of the
follOWing regional EDA offices maintains a
separate public inspection facility):

(1) Philadelphia Regional Office, EDA, U.S.
Department of Commerce, Curtis Center,
Suite 140 South, Independence Square West,
Philadelphia, Pennsylvania 19106; (215) 597--.(11) Atlanta Regional Office, EDA, U.S. De-
partment of Commerce, 401 West Peachtree
Street, NW, Suite 1820, Atlanta, GA 30308;
(4M)~006.

(Hi) Denver Regional Office, EDA, U.S. De
partment of Commerce, Room 670. 1244 Speer
BOUlevard, Denver, Colorado 80204: (303) 844
4716.

(tv) Chicago Regional Office, EDA, U.S. De
partment of Commerce, 111 North Canal
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Street, Suite 855. Chicago, n.. 60606; (312) 353
8580.

(v) Seattle Regional Office. EDA. U.S. De
partment of Commerce, Jackson Federal
Building, Room 1856,915 Second Avenue, Se
attle WA 98171; (206) 220-7701.

(vi) Austin Regional Office, EDA, U.S. De
partment of Commerce. 327 Congress Avenue,
Suite 200, Austin, Texas 78701; (512) 381--8169.

(6) International Trade Administration, Of
fice of Organization and Management Sup
port, U.S. Department of Commerce. Room
4001, 14th and Constitution Avenue, NW.
Washington, DC 20230; (202) 482--3032.

(7) Minority Bueine88 Development Agen
CY. Data Resources Division, U.S. Depart
ment of Commerce, Room 5084, 14th and Con~

stitution Avenue, NW, Washington, DC.20230;
(202) 482-2025. This agency does not maintain
a separate public inspection fac1l1ty.

(8) National Institute of Standards and
Technology, Management and Organization
Division, Administration Building, Room
A525, 100 Bureau Drive, Gaithersburg, Mary
land 20899; (301) 975--4054. This agency main
tains a separate public inspection fac1l1ty in
Room E-106, Administration Buil.ding, Gai
thersburg, Maryland.

(9) National Oceanic and Atmospheric Ad
ministration, Public Reference Facllity
(OFAx2) 1315 East West Highway (SSMC3),
Room 10730, Silver Spring, Maryland 20910;
(301) 713-3540.

(10) National Technical Information Serv
ice, Office of Administration, 5285 Port Royal
Road, Springfield, Virginia 22161; (7W) 605
6449. This agency does not maintain a sepa
rate public inspection faclllty.

(ll) National Telecommunications and In
formation Administration, Office of the
Chief Counsel, U.S. Department of Com
merce, Room 4713, 14th and Constitution Av
enue, NW, Washington, DC 20230; (202) 482
1816. This component does not maintain a
separate public inspection facillty.

(12) Office of Inspector General, COUDsel to
the Inspector General, U.S. Department of
Commerce, Room 7892, 14th and Constitution
Avenue, NW, Washington, DC 20230; (202) 482
5992. This component does not maintain a
separate public inspection facillty.

(13) Technology Administration, Office of
the Under Secretary, U.S. Department of
Commerce. Room 4835, 14th and Constitution
Avenue. NW. Washington, D.C 20230; (202) 482
1984. This component does not maintain a
separate public inspection facillty.
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ApPENDIX B TO PART 4- OFFICIALS Au
THORIZED TO DENY REQUESTS FOR
RECORDS UNDER THE FREEDOM OF
INFORMATION Acr, AND REQUESTS
FOR RECORDS AND REQUESTS FOR
CORRECTION OR AMENDMENT UNDER·
THE ParvACY Ar:r

The officials of the Department listed
below and their superiors have authority,
with respect to the records for which each is
re8Ponsible, to deny requests for records
under the FOIA,I and requests fo·r records
and requests for Correction or amendment
under the PA. In addition, the Departmental
Freedom of Information Officer and the
Freedom of Infonnation Officer for the Office
of the Secretary have the foregoing FOIA
and PA denial authority for all records of
the Department, and the Departmental Free
dom of Information officer is authorized to
assign that authority, on a case-by-case
basis only, to any of the officials listed
below, if the records responsive to a request
include records for which more than one offi
cial listed below is responsible. The Depart
mental Freedom of Information Officer is au
thorized to revise this appendix to reflect
changes in designation of denial officials.
Any such revisions shall be posted at the De
partment's "FOIA Home Page" link found at
the Department's World Wide Web site (http:/
twww.doc.gov).

OFFICE OF THE SECRETARY

Office of the Secretary: Executive Secretary;
Freedom of Information Officer

Office of Business Liaison: Director
Office of Public Affairs: Director; Deputy Di

rector; Press Secretary; Deputy Press Sec
retary

Assistant Secretary for Legislative and
Intergovernmental Affairs; Deputy Assist
ant Secretary for Legislative and Intergov
ernmental Affairs

Office of the Inspector General: Counsel to the
Inspector General; Deputy Counsel to the
Inspector General

Office of the General Counsel: Deputy General
Counsel; Assistant General Counsel for Ad
ministration

Office of Executive Support: Director

IThe foregoing officials have sole author
ity under §4.7(b) to denY requests for records
in any respect, including, for example, deny
ing requests for reduction or waiver of fees.
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ASSISTANT SECRETARY FOR ADMINISTRATION

O/rlce of Civil Rights: Director
Office ofBudget: Director
O/free of Management and Organization: Direc

tor
Office of Chief Information Officer: Director
Omce of Executive Budgeting and Assistance

Management: Director
Offree of Executive Assistance Management: Di

rector; Grants Officer
Departmental Freedom of Infonnation Offi

cer.
Office 01 Financial Management: DIrector
O/fwe of Human Resources Management: Di-

rector; Deputy Director.
omce of Administrative Services: Director
Offzee ofSecurity: Director. Deputy Director
Office of Acquisition Management.' Director
Office of Acquisition Servi<;es: Director
Office of Small and Disadvantaged Business

Utilization: Director

BUREAU OF EXPORT ADMINISTRATION

Under Secretary
Deputy Under Secretary
Director, Office of Administration
Director, Office of Planning, Evaluation and

Management
Aseistant Secretary for Export Administra

tion
Deputy Assistant Secretary for Export Ad

ministration
Director, Office of Strategic Industries and

Economic Security
Director, Office of Nonproliferation Controls

and Treaty Compllance
Director, Office of Strategic Trade and For-

eign Policy Controls
Director, Office of Exporter Services
Assistant Secretary for Export Enforcement
Deputy Assistant SecretarY for Export En-

forcement
Director, Office of Export Enforcement
Director, Office of Enforcement Analysis
Director, Office of Antiboycott Compliance

EcONOMICS AND STATISTICS ADMINISTRATION

Office of Administration: Director
Bureau of Economic Analysis: Director
Bureau of the Census: Chief, Policy Office

ECONOMIC DEVELOPMENT ADMINISTRATION

Freedom of Information Officer

INTERNATIONAL TRADE ADMINISTRATION

Under Secretary for International Trade
Deputy Under Secretary for Int~rnational

Trade
Counselor to the Department
Director, Trade Promotion Coordinating

Committee Secretariat
Director, Office of Public Affairs
Director, Office of Legislative and Intergov

ernmental Affairs
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Administration

Chief Financial Officer and Director of Ad
ministration

Director, Office of Organization and Manage
ment Support

Director, Office of Human Resources Man
agement

Director. Office of Infonnation Resources
Management

ITA Freedom of Information Officer

Import Administration

Assistant Secretary· for Import Administra
tion

Deputy Assistant Secretary for Antidumping
and Countervailing Duty Enforcement I

Deputy Assistant Secretary for Antidumpibg
and Countervailing Duty Enforcement IT

Deputy Assistant Secretary for Antidumping
and Countervailing Duty Enforcement ill

Director for Policy and Analysis
Director. Office of Policy
Director, Office of Accounting
Director, Central Records Unit
Director. Foreign Trade Zones Staff
Director. Statutory Import Programs Staff
Director, Office of Antidumping Counter-

vailing Duty Enforcement I
Director, Office of Antidumping Counter

vailing Duty Enforcement II
Director. Office of Antidumping Counter

vaillng Duty Enforcement ill
Director, Office of Antidumping Counter

vailing Duty Enforcement IV
Director, Office of Antidumping Counter

vailing Duty Enforcement V
Director, Office of Antidumping Counter

vailing Duty Enforcement VI
Director, Office of Antidumping Counter

vaillng Duty Enforcement VIT
Director, Office of Antidumping Counter

vailing Duty Enforcement VITI
Director, Office of Antidumping Counter

vailing Duty Enforcement IX

Market Access and Compliance

Assistant Secretary for Market Access and
Compliance

Deputy Assistant Secretary for Agreements
Compllance

Deputy Assistant Secretary for the Middle
East and North Africa

Deputy Assistant Secretary for Europe
Deputy Assistant Secretary for the Western

Hemisphere
Deputy Assistant Secretary for Asia and the

Pacific
Deputy Assistant Secretary for Africa
Director, Office of Pollcy Coordination
Director, Office of Multilateral Affairs
Director, Trade Compliance Center
Director, Office of the Middle East and North

Africa
Director, Office of European Union and Re

gional Affairs

()

B-28
Regulations in effect as of January 1,2002 (April 2002 Update)



PI. 4, App. B

Department of Commerce Freedom of Information Act Regulations

15 CFR Sublifle A (1-1-02 EdRion)

Director. Office of Eastern Europe, Russia
and Independent States

Director, Office of La.tin America. and the
Caribbean

Director. Office of NAFTA and Inter-Amer-
ican AffairB

Director. Office of China. Economic Area
Director. Office of the Pacific Basin
Director, Office of South Asia. and Oceania.
Director. Office of Japan
Director. Office of AfrIca.

Trade Development

A881stant Secretary for Trade Development
Deputy Assistant Secretary for Transpor

tation and Technology Industries
Deputy Awietant Secretary for Textiles, Ap

parel and Consumer Goode Industries
Deputy ASBietant Secretary for Service In

dustries and Finance
Deputy Assistant Secretary for Basic Indus

tries
Deputy Assistant Secretary for Infonnation

Technology Industries:
Deputy Assistant Secretary for Environ

mental Technologies Industries
Deputy AsSistant Secretary for Tourism In

dustries
Director, Office of Export Promotion Coordi

nation
Director, Trade Information Center
Director, Office of Trade and Economic Anal

ysis
Director, Advocacy Center
Director, Office of Planning, Coordination

and Resource Management
Director, Office of Aerospace
Director, Office of Automotive Affairs
Director, Office of Microelectronics, Medical

Equipment and Instrumentation
Director. Office of Textiles and Apparel
Director, Office of Consumer Goods
Director, Office of Environmental Tech

nologies
Director, Office of Export Trading Company

Affairs
Director, Office of Finance
Director, Office of Service Industries
Director, Office of Metals, Materials and

Chemicals
Director, Office of Energy, Infrastructure

and Machinery
Director, Office of Electronic Commerce
Director, Office of Information Technologies
Director, Office of Telecommunications

Technologies

U.S. and Foreign Commercial Service

Assistant Secretary and Director General
Deputy Director General
Deputy Assistant Secretary for Inter

national Operations
Deputy Assistant Secretary for Export Pro

motion Services
Deputy Assistant Secretary for Domestic Op

erations
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Director, Office of Information Systems
Director, Office of Planning
Director. Office of Foreign Service Human

Resources
Director for Europe
Director for Western Hemisphere
Director for East Asia and the Pacific
Director, Multilateral Development Bank

Operations
Director, Office of PubUclPrlvate Initiatives
Director, Office of Export Information and

Marketing Services
Director, Office of Operations

MINORITY BUSINESS DEVELOPMENT
ADMINISTRATION

Freedom of Information Officer

NATIONAL OCEANIC AND ATMOSPHERIC
ADMINISTRATION

Under Secretary
Assistant Secretary
Director, Office of Public and Constituent

Affairs
Director, Office of Marine and Aviation Op

erations
General Counsel
Assistant Administrator for Ocean Services

and Coastal Zone Management
Assistant Administrator for Fisheries
Assistant Administrator for Weather Serv

ices
Assistant Administrator for Satellite and In

formation Services
Assistant Administrator for Oceanic and At

mospheric Research
Office of Finance and Administration: Chief

Financial Officer/Chief Administrative Of
ficer

Director, Acquisition and Grants Office
Director, Systems Acquisition Office
Director, Human Resources Management Of-

fice
Director. Office of Finance
Director, Budget Office
Director, Facilities Office
Director, Information Systems Management

Office
Director, Eastern Administrative Support

Center
Director, Central Administrative Support

Center
Director, Mountain Administrative Support

Center
Director, Western Administrative Support

Center
Freedom of Information Officer

NATIONAL TELECOMMUNICATIONS AND
INFORMATION ADMINISTRATION

Deputy Assistant Secretary
Chief Counsel
Deputy Chief Counsel

TECHNOLOGY ADMINISTRATION

Under Secretary for Technology
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Deputy Under Secretary for Technology
A88ista.nt Secretary for Technology Policy
Chief Counsel
Deputy Chief Counsel
Senior Counsel for Internet Technology
National Institute of Standards and Tech-

nology: Director for Administration and
Chief Financial Officer: Chief, Management
and Organization Division; NIST Counsel.

National Te::hnical information Service: Direc
tor; Deputy Director; Chief Financial Offi-

Calego/)' of rec:olds

§4a.4

cer/A'Ilsociate Director for Finance and Ad
ministration.

APPENDIX C TO PART 4-8YSTEMS OF
RECORDS NOTICED BY OTHER FED
ERAL AGENCIES AND ApPLICABLE TO
RECORDS OF THE DEPARTMENT AND
ApPLICABILITY OF THIS PART THERE
TO

Olher Fedaral Agency

Federal PelSOnnel Records •••••••...•••.•••••.••....••..•..•............•...••••••.••••••.••••••••••••••••.•••••
Federal Employ.. COmpensation Act Program Program ..
Equal Employment Opportunity Appeal COmplaInts .

Office of Peraonnel Management l
Department or Lebor.2
Equal Employment Opportunity Com

mlsslon.3
Formal ComplaInts/Appeals of Adverse P9rsonnel Actions Merit Systems Prot9Clion Boald.'"

1The provisions of this part do notapplv to these raeolds covered by notices of systems of rec:olds published by Ihe OlrlCe or
Personnel Management for all agencies. The llIgulations of OPM alone apply.

2Tha provisions of this part apply only Initially to these records covered by notices of systems or records published by the U.S.
Department of Labor for all agencies. The llIgulations of that Department attach at the point 01 any denial for access or for cor
rection or amendment

3The provisions of thIs part do nol apply 10 thasa records covered bY nol!ces of systems of records pUblIShed by the Equal
Employment OpportunIty Commission for ell agencies. The llIgulations 01 the CommISSIOn alone apply.

"'The provisions of lhls part do nol app~ to thesa l'1K:ords covef8d by noliOlls of systems of I9COrdS published by the Merit
Systams Protection Board for aN agencies. The llIgulalions of the Board alone apply.

PART 4a-CLASSIFICATION, DE
CLASSIFICATION, AND PUBLIC
AVAILABILITY OF NATIONAL SE
CURITY INFORMATION

Sec.
'la.1 General.
4a.2 Deputy A88istant Secretary for Secu-

rity.
4a.3 Classification levels.
4a.4 Classification authority.
4a.5 Duration of classification.
4a.6 General.
4a.7 Mandatory review for declassification.
4a.8 Access to classified information by in-

cllviduals putside the Government.

AUTHORITY: E.O. 12958; 47 FR 14874, April 6,
1982: 47 FR 15557, April 12, 1982.

SOURCE: 66 FR 65650, Dec. 20, 2001, unless
otherwise noted.

§ 4a.l General.

Executive Order 12958 prOVides the
only basis for classUying information
within the Department of Commerce
(Department), except as prOVided in the
Atom1c Energy Act of 1954, as amend
ed. The Department's pol1cy is to make
information concerning its activities
avallable to the publ1c, consistent with
the need to protect the national de
fense and foreign relations of the
United States. Accordingly, secuI1ty

classification shall be applied only to
protect the national security.

§ 4a.2 Deputy Assistant Secretary" for
Security.

The Deputy Assistant Secretary for
SecuI1ty (DAS) is responsible for im
plementing E.O. 12958 and this part.

§4a.3 Classification levels.
Information may be classified as na

tional security information by a des
ignated original classifier of the De
partment if it is determ1ned that the
information concerns one or more of
the categoI1es described in §1.5 of E.O.
12958. The. levels establ1shed by E.O.
12958 (Top Secret, Secret, and Confiden
tial) are the only terms that may be
appl1ed to national security informa
tion. Except as prOVided by statute, no
other terms shall be used Within the
Department for the three classification
levels.

§4a.4 Classification authority.

Authority to oI1ginally classifY in
formation as Secret or Confidential
may be exercised only by the Secretary
of Commerce and by officials to whom
such authority is specifically dele
gated. No official of the Department is

. authoI1zed to originally classifY infor-
mation as ToP Secret.

-'"')'
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DEPARTMENT ADMINISTRATIVE ORDER 205-12 - PUBLIC INFORMATION
Section 1. Purpose
.01 This order, and the rules and other materials which implement it, are designed to carry oul the
responsibilities of the Department of Commerce under the Freedom of Information Act. as amended (5
U.S.c. 552), hereinafter referred to as 'the Act.' 02. This revision updates and clarifies the provisions of the
order (dated June 29, 1967) which it supersedes. in light of the amendments to the Act which become
effective February 19. 1975. Section 7. 'Compulsory Process Requesting Documents or Testimony'
contained in the superseded order, is now found in Department Administrative Order 218-5. to be published
separately in the Federal Register.
Section 2. Authorities
This order is issued pursuant to the Act: 5 U.S.C. 553; 5 U.S.C. 301; Reorganization Plan No.5 of 1950;
and other authority vested by law in the Secretary applicable to the dissemination of records and other
information of the Department and charges for services related thereto.
Section 3. Policies
.01 The Department of Commerce. in fulfilling its statutory missions to foster, promote and develop the
foreign and domestic commerce of the United States and to administer the specific programs entrusted to
it, regularly develops, collects, analyzes. and disseminates facts. statistics. consensus, charts, scientific
findings, technology. and other information, and performs other services. in order to assist the business
community and other segments of the public, according to their needs and interest. This information which
the Department develops, collates, and disseminates is generally made readily available. either without
charge or by purchase, to the affected persons and to anyone else who may be interested, through
publications, reprints of regulations (by subscription or otherwise), press releases, special reports,
correspondence and personal interviews or conferences with staff, speeches, and other media. It is the

( policy of the Department to continue its regular practices of disseminating information to the public
prepared as a part of its program responsibilities, to the fullest extent legally permissible and economically
feasible. and to continue to handle public requests for such information (which may include records) in the
usual manner through its regular facilities and channels. as distinguished from those requests for records
subject to 5 U.S.c. 552(a)(3) which are to be made and handled in accord with the rules established in and
pursuant to subsections 5.03 and 5.04 of this order. In carrying out this policy. the officials designated in
subsection 4.01 of this order shall:
(a) Establish and continue an effective program of communicating to the public the useful information
obtained or developed in the fulfillment of their organizational missions;
(b) publicize the availability of such informational materials in their rules or by other practical means so
that the public shall utilize the regular informational programs of the Department, rather than resorting to
the formal procedures for requesting records established pursuant to 5 U.S.c. 552(a)(3); and
(c) insure that any such infor-mation which is given to individuals or special groups shall also be made
available to the general public in accord with subsections 5.01 and 5.02 of this order, when and to the
extent such information is subject to publication or inspection under 5 U.S.C. 552(a)(l), (2). or (5).
.02 Officials responsible for determining. in accord with the Act and this order:
(a) What materials are to be published in the Federal Register;
(b) What and how materials are to be made available for public inspection and copying, including indexing;
and
(c) What and how records which are requested are to be made available; shall. where discretion exists in
making such determinations, take an affirmative and constructive view of the requirements of the Act.
Accordingly, in making rules and specific determinations. they shall among other factors;
(l) Provide such information to the affected public as well as enable it to deal effectively and
knowledgeably with their organizations;
(2) keep within the limits of demonstrable need the use of the legal authorities which permit the
withholding of information and records;
(3) apply principles of equal treatment to requests for records;
(4) consider disclosure to be the rule rather than the exception;
(5) consider the public convenience as well as the efficient conduct of their organizations' business;
(6) act in a timely manner; and
(7) be guided by materials prepared by the Department of Justice and the Office of General Counsel of the
Department, and by applicable court decisions.
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Section 4. Delegation of authority
.01 The Secretary of Commerce is responsible for the effective administration of the Act and other laws
applicable to the dissemination of records and other information of the Department. Aside from the
Secretary's retaining authority for his immediate office, or as he otherwise may act, authority is hereby
delegated to the following officials of the Department to decide initially whether or not to make publicly
available records and other information subject to the Act which are in the possession of their
organizations, in accord with the provisions of the Act, this order and rules supplementing it, other
applicable law, and as may be otherwise provided by the Secretary:
a. Secretarial Officers, for their respective offices and for the Department staff units reporting to them (as
defined in Department Organization Order 1-1, 'Mission and Organization of the Department of
Commerce' (35 FR 19704, December 27, 1970)), as amended.
b. Heads of operating units of the Department (as defined in Department Organization Order 1-1).
.02 Although the officials having authority under subsection 4.01 of this section may permit employees
within their organizations to make records and information publicly available under the Act, they shall
redelegate authority initially to deny such records and information only to a limited number of officers or
employees under them without power of further redelegation.
.03 The authority to make final decisions on appeal of initially denied requests for records is hereby
delegated to the General Counsel of the Department without power of further redelegation.
.04 The General Counsel of the Department, and his designees, shall provide legal services to enable the
officials designated in subsections 4.01 and 4.02 of this section to discharge their respective duties and
responsibilities under and pursuant to this order, and shall make legal interpretations of questions arising
thereunder. The General Counsel shall also act as the focal point within the Department for consultation or
other communication with the Department of Justice with respect to any actions to be taken in connection
with the Act, this order, and rules implementing it.
.05 Program officials shall provide all support and assistance necessary to enable the General Counsel to
perform the functions delegated in this order. This shall include (i) keeping the Office of the General
Counsel informed of Freedom of Information Act requests received by the unit; (ii) providing prompt
responses to Office of the General Counsel instructions, or requests for assistance; (iii) as requested,
allowing the Office of the General Counsel access to relevant records; and (iv) promptly consulting with
the Office of the General Counsel regarding any legal issues which arise during the processing of a request.
b. The Office of the Inspector General shall comply with the provisions of this order except that the Office
of the Inspector General need not allow the Office of the General Counsel access to records to the extent
that (i) information contained therein might reveal the identity of a confidential source, or (ii) the Inspector
General determines that disclosure to Office of the General Counsel would interfere with an audit,
investigation, or prosecution.
Section 5. Functions and responsibilities
.01 Publication in the Federal Register (5 U.S.C. 552(a)(I) of the Act). a. The following information of the
Department and its component organizations shall be separately stated and currently published in the
Federal Register for the guidance of the public.
I. Descriptions of the central and field organizations and the established places at which, the employees
(and in the case of a uniformed service, the members) from whom. and the methods whereby, the public
may secure information, make submittals or request. or obtain decisions;
2. Statements of the general course and method by which functions are channeled and determined,
including the nature and requirements of all formal and informal procedures available;
3. Rules of procedure, descriptions of forms available or the places at which forms may be obtained, and
instructions as to the scope and contents of all papers, reports. or examinations;
4. Substantive rules of general applicability adopted as authorized by law, and statements of general policy
or interpretations of general applicability formulated and adopted by their agencies; and
5. Each amendment, revision. or repeal of the foregoing.
b. The information contained in paragraph 5.01a of this subsection shall be published in the Federal
Register in the form of or included in:
I. Department Organization Orders, including any supplements and appendices thereto. The Assistant
Secretary for Administration shall cause such "materials to be published in the Federal Register. The
Department Organization Orders and their supplements and appendices contain, among other information,
the descriptions of the various organizations. the descriptions of the various organizations of the
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Department, and in many instances the other information indicated in subparagraphs 5.01 a.l and 2. of this
subsection.
2. Department Administrative Orders, including any supplements or appendices thereto.
3. Other Office of the Secretary or operating unit directives.
4. Rules and orders contained in the various Titles of the Code of Federal Regulations assigned to the
Office of the Secretary and to the operating units of the Department.
5. General notices.
6. Other forms of publications when incorporated by reference in the Federal Register with the approval of
the Director of the Federal Register. .
c. Officials responsible for determining what materials are to be submitted for publication in the Federal
Register pursuant to 5 U.S.c. 552(a)( I) shall consider, among other factors, in making such determinations:
1. That those matters which fall within one or more of the exemptions contained in 5 U.S.c. 552(b) need
nqt be published. However, it may be decided, in accord with subsection 3.02 of this order, that publication
even of such matters should in some instances and respects be made.
2. That matters which are reasonably available to the class of persons affected thereby and which have been
or are to be incorporated by reference in the Federal Register with the approval of the Director of the
Federal Register are deemed to be published in the Federal Register. In such cases, the standards and
procedures for incorporation by reference established by the Director of the Federal Register (See I CFR
Part 51; 37 FR 23614, November 4, 1972) shall be followed,
3. That matters to which members of the public do nOl have to resort or by which they are nOl to be
adversely affected, or which do not impose burdens, obligations, conditions, or limitations upon persons
affected, need not be published in the Federal Register under 5 U,S,c. 552(a)(I), However, the policy
considerations expressed in subsection 3.02 of this order may in certain instances suggest the publication of
such matters.
4. That no person shall in any manner be required to resort to or be adversely affected by any matter
required to be published in the Federal Register under 5 U.S.c. 552(a)( I) when it is not so published.
However, actual and timely notice given to such a person having such actual notice is equally bound as one
having construc"tive notice by Federal Register publication. Nevertheless, such actual notice should as a
matter of policy be in addition to, rather than instead of, publication.
5. That 'currently pUblish' as provided in 5 U.S.c. 552(a)(I) means promptly at the time that the action
occurs.
.02 Availability of materials for inspection and copying; indexing (5 U.S.C. 552(a)(2) and (5) of the Act).
a. The head of each operating unit of the Department shall for his unit, and the Assistant Secretary for
Administration shall for the officials, officers and units referred to in paragraph 4.01 a. of this order, in
accordance with rules which they shall cause to be published in the Federal Register. make available for
public inspection and copying the following materials, unless such materials are promptly published and
copies offered for sale:
I. Final opinion (including concurring and dissenting opinions), as weB as orders, made in the adjudication
of cases.
2. Those statements of policy and interpretations which have been adopted by the agency and are not
published in the Federal Register. "
3. Administrative staff manuals and instructions to staff that affect a member of the public.
4. Where applicable, a record of the final votes of each member of an agency in every proceeding when the
agency has more than one number. (The terms 'agency proceeding' and 'agency' are defined in 5 U.S.c.
551, as amended by 5 U.S.c. 552(e).
5. An index, currently maintained, which provides identifying information for the public as to any matter
(a) which has been issued, adopted, or promulgated since July 4, 1967, and
(b) which is required to be made available or published pursuant to 5 U.S.c. 552(a)(2).lt is hereby
determined. subject to subsequent redetermination by the Assistant Secretary for Administration pursuant
to changed circumstances, that it is unnecessary and impracticable to publish quarterly or more frequently
and distribute (by sale or otherwise) copies of each such index and supplements thereto. Copies of such
indexes shall be provided upon request at a cost not to exceed the direct cost of duplication.
b. The rules published in the Federal Register under paragraph 5.02a of this subsection shall include
provisions for the time, place. copying fees, and any procedures applicable to making such materials
available at facilities or otherwise for public inspection and copying.
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c. The Assistant Secretary for Administration shall establish and maintain a centralized public reference
facility for the inspection and copying of materials subject to 5 U.S.C. 552(a)(2) and (5). The head of an
operating unit may, with the approval of the Assistant Secretary for Administration. establish for this
organization a separate place for making the materials subject to 5 U.S.c. 552(a)(2) and (5) available to the
public for inspection and copying, and publish appropriate rules applicable thereto approved by the
Assistant Secretary for Administration.
d. The officials responsible for determining the materials to be available for public inspection and copying
under paragraph 5.02a of this subsection shall consider. among other factors, in promulgating the published
rules or in making such determinations:
1. That those matters which fall within one or more of the exemptions contained in 5 U.S.C 552(b) are not
required to be made available. Nonetheless; they may be made available in any particular respect if it is
determined that this would better serve the public interest.
2. That they may, to the extent required to prevent a clearly unwarranted invasion of personal privacy,
delete identifying details from an opinion, statement of policy, interpretation, staff manual or instruction, or
other materials, when it is made available or published. However, in each case the justification for the
deletion shall be explained fully in writing. Such action is to be taken in order to provide the public with
those information materials called for under 5 U.S.C. 552(a)(2), while at the same time protecting the
medical, family or other personal privacy rights of the individuals involved in such agency materials.
Agency explanations for deletions of identifying details should provide such information as can be
furnished without defeating the purpose of the deletion provision. When an agency has a number of
recurring deletion situations. it may in its implementing rules or other public notice specify the applicable
reasons for such deletions, and cite the rule in the preamble to each of the covered documents. rather than
contain the complete explanation in each document. 3. That distinction should be made between those
materials
(a) which do and which do not affect any member of the public. and
(b) which are and which are not to be relied upon, used or cited as precedent by the agency against any
private person or party. Those materials specified in 5 U.S.c. 552(a)(2) which affect the public and which
have precedential effect shall be made available for inspection and copying, and also included in the index.
as provided in this order, However, since the basic purpose of this section of the Act is to disclose to the
interested members of the public essential information which will enable them to deal effectively and
knowingly with an agency, materials which provide such information should be included in the appropriate
facilities.
4. That an advisory interpretation made by an agency on a specific set of facts which is requested by and
addressed to a particular person need not be made generally available under paragraph 5.02a. of this
subsection if it is not to be cited or relied upon by any official of the agency as a precedent in the
disposition of other cases. Nonetheless, if it may serve any useful public purpose, any such interpretation
may be made publicly available upon the deletion of identifying details to the extent necessary to protect
personal privacy.
5. That the agency is not precluded using as precedent against any affected person those matters specified
in subparagraphs 1.3. of paragraph 5.02a of this subsection as to which a person has actual and timely
notice of the terms thereof, even though they have not been indexed and either made available or published.
If the agency practice is to furnish such notices, it is more desirable that it do so in addition to, rather than
instead of, indexing and making them publicly available hereunder, in recognition of the purpose of 5
U.S.c. 552(a)(2) to make the end product materials of the administrative process available to the public.
6. That matters which are published in the Federal Register in accordance with 5 U.S.C. 552(a)( I) are not
required to be made available under 5 U.S.c. 552(a)(2) for public inspection and copying nor need they be
indexed (the Federal Register has its own index). However. to the extent that it would be useful and
practicable to index and provide such published information to the public for ready reference, it should be
induded.
7. That an index provides sufficient identifying information for the public if a person who exercises
diligence may familiarize himself with the materials through use of the index.
8. That an alternative to making materials available to the public for inspection and copying is to promptly
publish and offer them for sale to the public. Such published materials. however, are subject to the indexing
requirement. If it would help the public and it is practical to do so, a copy of such published materials
should also be made available in any facilities established for public inspection. and if permissible, copies
of the publications should be made available for sale therein.
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9. That materials required to be made available or published under 5 U.S.C. 552(a)(2), but which were
adopted or issued by an agency prior to July 4, 1967, may at any time be used, relied upon or cited as
precedent by the agency irrespective of whether they are listed in the agency's index. Officials. however,
may, to the extent they deem it practicable and helpful to the public, also index such materials in whole or
in part.
03. Availability of records upoa request (5 U.S.c. 552(a) (3), (4), and (6) of the Act). a. The Assistant
Secretary for Administration shall cause to be published in the Federal Register rules stating the time,
place, fees and procedures to be followed, with respect to making records of the Department promptly
available to any person requesting them, as provided in 5 U.S.c. 552(a) (3), (4) and (6).
b. The rules published in the Federal Register pursuant to paragraph 5.03a. of this subsection shall, insofar
as is practicable, be complete, precise, and workable, suitable for the information of agency personnel and
the public alike, and shall include provisions, among other matters, for the following: 1. Information as to
the place to make requests, when requests will be deemed received by the Department for purposes of the
time limits contained in 5 U.S.C. 552(a)(6), the timely handling ofrequests, and the making of initial
determinations concerning the availability of the records requested.
2. Timely notice to the requester, as applicable, that a requested record does not exist, has been disposed of
as provided by law, or is not in the possession or control of the Department.
3. A procedure whereby the time limits for responding to requests for records or appeals from denials may
be extended, as authorized by 5 U.S.c. 552(a)(6)(B), and wherein a failure of the agency to respond in a
timely manner may be considered a denial of the request.
4. Consultation with other operating units or offices within the Department, or with other Federal executive
agencies, when there is a mutual agency interest or concern in the record or its' contents and there is a
question as to its availability. The determination as to availability should be made by the predominantly
interested agency, if there is one. When a record requested from the Department is the exclusive concern of
another executive agency, the request shall be promptly referred to that other agency, and the requester so
notified.
5. A procedure for administrative appeal of a request for a record initially denied in whole or in part. The
appeal procedure shall include provisions which insure that: (i) The requester may file an appeal, in
writing, within thirty days of receipt of an initial denial: (ii) an appeal shall be considered received when
properly addressed to the General Counsel: (iii) appeals shall be decided without right of the requester for a
personal appearance, oral argument, or hearing: (iv) timely decisions on appeals or other notices
concerning them shall be made in writing, and communicated to the requester; (v) if the decision is wholly
or partly in favor of the requester, the General Counsel shall make the particular records of information
available to the requester or order that such be done; and to the extent that the decision is adverse to the
requester, it shall briefly state the reason for the decision and the identity of the official responsible for
making it, (vi) whenever applicable, requesters shall be effectively notified of their right to seek judicial
review.
6. A schedule of fees as authorized by the Act. with procedures which (i) put requesters of records on
timely notice as to substantial search and copying fees estimated to be incurred with respect to a request:
(ii) attempt to insure that requester pay the chargeable fees for work to be done; (iii) which provide for
appropriate waiver or reduction of fees; and (iv) which do not intend to discourage requests for records
under the Act. Work. services, publications, or documents which the agency as part of its regular mission
has been performing or producing or will be performed or produced for members of the public or for those
who are engaged in the transaction of official business of or with the Government, without charge, by user
charge, or by publication or subscription charge. are to be distinguished from those records properly
requested under 5 U.S.c. 552(a)(3) and the fees charged thereunder.
c. The officials designated in subsections 4.01 'and 4.02 of this order who are responsible for initially
determining whether any records properly requested under the Act may be made available, shall include in
their consideration:
1. Whether the records are of the type referred to in subsection 3.01 of this order, and the request is to be
handled in accord with the policy set forth therein;
2. Whether the records are subject to 5 U.S.c. 552(a) (I), (2), or (5) and have been otherwise made publicly
available pursuant to paragraphs 5.01a or 5.02a of this section;
3. Whether the requester has complied with the published rules covering the making of requests and the
payment of fees; .
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4. Whether the records or information contained in them are matters which fall within one or more of the
exemptions contained in 5 U.S.c. 552(b), and if so whether they are not to be disclosed or whether, if such
discretion exists, it would nevertheless be in the public interest to make the record or information available
in whole or in part;
5. Whether any reasonably segregable portion of the record can be disclosed after deletion of the portions
which it is determined should not be disclosed.
d. The officials who establish a facility as provided in paragraph 5.02 of this section may utilize the facility
to:
I. Receive and assist in processing requests for records;
2. Receive from officials the requested records which are made available, maintain custody of them and
supervise their inspection and copying by requesters;
3. Arrange for making certified and other copies of available records;
4. Collect and account for fees established for services connected with the requests;
5. Return records after inspection to their place of custody;
6. Act as a central communication center between the requesters and the organizations involved in
recordkeeping and officials making determinations as to their availability; and
7. Provide reasonable assistance to persons requesting records, including explanations of the applicable
procedure and other rules, and making referrals to sources of information available under regular
informational programs of the Department.
e. The Assistant Secretary for Administration shall establish such standard forms, procedures and
instructions as he deems necessary for processing requests for records, maintaining records of related
expenditures, and obtaining information for the Departmental report required by 5 U.S.c. 552(d).
04. Special review requirements. -
a. The General Counselor one of his designees shall be consulted before any initial denial is issued.
b. As provided in paragraph 7.03c. of DAO 205-12, the Operating Unit Pubiic Affairs Office shail receive a
copy of each request at the same time as the Action Office. If the Public Affairs Officer wishes to monitor
and/or comment on any response to a particular request prior to transmittal. the Officer shall notify the
Action Office within three (3) working days after receiving a copy of the request. The Action Office shall
cooperate with the Public Affairs Officer in this effort; and give due consideration to any recommendations
or comments from the Officer. In addition, the Director of the Office of Public Affairs or his or her
designee shall be informed before any decision on an appeal from an initial denial is issued.
c. As provided in Part B, Chapter IV. subsection 5.06f. of the Depanment's Handbook of Security
Regulations and Procedures. appeals of initial denials based, even in part, on the ground that the matter is
exempted from disclosure under 5 U.S.c. 552(b)(l) (classified information) shall be referred to the
Departmental Information Security Program Committee. That Committee shall conduct a declassification
review and determine if the record(s) involved may be made available to the public.
d. Whenever, on appeal from an initially denied request, the General Counsel and the concerned Secretarial
Officer or operating unit head cannot agree on whether applicable exemptions should be waived, as
provided in subsection 03c.4. of this section, the matter shall be promptly referred to the Secretary for
resolution.
.05 Annual Report (5 U.S.C. 552(d) of the Act).
a. The Assistant Secretary for Administration shall prepare and transmit to the Congress on or before
March I of each year the annual report by the Act.
b. To assist in the preparation of the report, each official specified in subsection 4.01 of this order, shall, no
later than January 31 of each year, provide the Assistant Secretary for Administration with the information
specified in the Act and such other information as he may require.
Section 6. Supplementary rules
.01 The Secretary may from time to time issue such supplementary rules or instructions as he deems
appropriate to carry out the purposes of this order.
.02 Each duly authorized official may issue rules covering his respective area of responsibility designed to
implement this order, and which are consistent herewith and with any rules issued by the Assistant
Secretary for Administration.
Section 7. Effect on other orders
This order supersedes Department Administrative Order 205-12 of June 29, 1967, as amended. Any other
prior orders, rules, or instructions, or parts thereof. the provisions of which are inconsistent or in conflict
with the provisions of this order, are hereby fonstructively amended or superseded.
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DAO 205-14

Effective Date: June 30, 1975

PROCESSING REQUESTS UNDER THE FREEDOM OF INFORMATION ACT

SECTION 1. PURPOSE.

This order prescribes detailed instructions for the internal handling
and processing of Freedom of Information Act requests received pursuant
to DAD 205-12 and 15 CFR Part 4.

SECTION 2. AUTHORITY.

This order is issued pursuant to the provisions of subparagraph 5.03e.,
of DAO 205-12.

SECTION 3. SCOPE AND APPLICABILITY.

This order applies to all officers, employees, and organizational
components (including operating units and staff offices) of the
Department, and to the processing of FOIA requests received anywhere in
the Department.

SECTION 4. REFERENCES. (Not included in this appendix)

For use in connection with these instructions, the following materials
are attached hereto. Processing cannot be effected without a good
working knowledge of the Rules.

Attachment. 1 - The Act, as amended.

Attachment. 2 - The Rules, i.e., Part 4, Title 15, of the Code of
Federal Regulations, with

o an appended copy of DAD 205-12;

o an appended listing of the Department's FOIA facilities; and

o an appended listing of Commerce officials authorized to make initial
denials of requests for records.

Attachment. 3 - An exhibit copy of Form CD 244, "FOIA Request and
Action Record."

SECTION 5. "FOIA REQUEST" DEFINED .

. 01 Included. For the purposes of this order, an FOIA request is:

a. Any request by a member of the public (including media
representatives) or non-Federal institution to inspect or copy any of
the types of materials or indexes explained in paragraph 5.02, of DAD
205-12. These are frequently referred to as "(a) (2) requests" or
sometimes as "(a) (5) requests" --- terms which derive from the
respective sections of the Act .
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b. Any written request for copies of records under the Act which is
receive from a member of the public (including media representatives)
or non-Federal institution. These are referred to as "(a) (3)
requests." Section 4.5 of the Rules applies, and paragraph 5.03 of DAO
205-12 pertains .

. 02 Excluded.

a. Information requests received by telephone are not deemed to be FOIA
requests but, as appropriate, the requester should be courteously
referred to an appropriate FOIA facility for assistance.

b. Requests for records or information customarily made available to
the public through the Federal Register or as part of the Department's
regular information dissemination activities are not considered to be
FOIA requests. When a request for records of this type is received, the
material should be promptly furnished or the requester informed where
it can be obtained (4.6(a) (1)).

c. Requests for records or information that are normally provided by
the Department under laws other than the Act (e.g., user charge
statutes, per DAO 203-5) are not considered to be FOIA requests.
Requests of this type should be promptly referred to the appropriate
office charged with compliance with the particular law, and the
requester should be promptly notified how the request is being handled
(4.6 (a) (1)).

SECTION 6. PRIORITY FACTORS.

Every FOIA request shall be processed and handled on a priority basis
at all times. Written requests should be transmitted from point to
point within the Department by "hand carry" or by automatic facsimile
equipment, whenever practical .

. 01 Initial Receipt and Action Factor.

a. According to subject matter and type ("(a) (2)" or "(a) (3)," for
example) every FOIA request received in any office, mail room, or other
activity 6f the Department shall be immediately referred or delivered
to the receiving activity's FOIA facility for processing, i.e., control
and action assignment, or transfer. If the appropriate facility cannot
be readily determined, the person receiving the request shall contact
the nearest FOIA facility or operating unit legal office for guidance.

b. If an FOIA written request is not properly identified as such, the
receiving office, mail room, or other activity shall clearly and
prominently mark it "Freedom of Information Request" before delivering
it to an FOIA facility. (See 4.5(b) of the Rules.)

.02 "Officially Received" Time Factor.

Since the act contains specific limitations on the length of time the
Department can use in responding to the FOIA request for records, the
date a request is officially received is a critical factor.
Accordingly, an (a) (3) request is deemed to be officially received only
when it reaches the appropriate FOIA facility, as explained in 4.5(bl
of the Rules.
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SECTION 7. CONTROLLING AND ACTING ON AN (a) (3) REQUEST .

. 01 General.

a. Control. Each (a) (3) request shall be controlled by an FOIA
facility of the Department, shall be acted on by the facility or by an
office or activity (the "Action Office") to which it is assigned by the
facility, and shall be accounted for on a Form CD 244.* This section
prescribes relevant procedures and the responsibilities of those
involved, and provides sequential instructions for filling out the
Form.

b. Form CD 244. In addition to facilitating control over a request,
this Form is designed to provide an historical record for purposes of
reference, public inspection, and statutory annual reporting. (This
statutory reporting requirement will be dealt with in a separate
issuance.) The Form is interleaved in 3 copies: White, Yellow, and
Pink; it is stocked by the Department Forms store; and each FOIA
facility should keep a supply on hand.

c. Applicable Rules. The Rules (at Attachment 2, hereto) shall apply
throughout in the handling of all requests. In thi~ order, the
pertinent rule is referenced (sometimes parenthetically) by its section
or subsection number, e.g., "4.6" or "(4.6(b) (2))," and it should be
referred to if a questions or problem arise. It the Rules do not
resolve the matter, the operating unit legal office or the Assistant
General Counsel for Administration should be contacted.

.02 Accountability and Initial Processing of an (a) (3) Request.

The official receipt and initial processing of an (a) (3) request is
the responsibility of the appropriate FOIA facility, and shall be
recorded on Part I of the Form, as explained in subparagraphs a.
through j. of this paragraph.

a. Item 1 - DOC/FOIA Facility. Attachment 2 hereto pertains. The
Department's central facility shall use its abbreviation, CFFIR. Other
facilities shall use the abbreviation of their operating unit· (DIBA,
SESA, etc.), plus further standard identification in the case of a
facility in the field.

b. Item 2 - Request Number. Use the calendar year plus sequential
numbering: 75-1, 75-2, 75-3, etc. (This number plus the Item 1 entry
should provide a unique identification for every (a) (3) request
received in the Department.)

*Operating units or FOIA facilities wishing to use the Form to keep a
record of (a) (2) requests may do so, but only if any numbering system
they might employ is separate and distinct from the system prescribed
for (a) (3) requests in subparagraph .02b. of this section.
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c. Item 3 - Name, address, etc. The requester's name and address is
obviously necessary. The requester's phone number is optional with the
requester, but its inclusion could help the Department provide faster
service if a question arise concerning the request.

d. Item 4 - Description of records requested. Be explicit, but brief;
4.5(c) of the Rules applies.

e. Item 5 - Facility data is self-explanatory.

f. Item 6 - Request returned or requester contacted. If the facility's
review finds the request so defective as to be obviously incapable of
processing, this item should be checked and a brief statement of the
defect and the facility's action shall be recorded on the reverse side
of the White Copy. The applicable subsection of the Rules should be
cited. Examples of when this item would be checked are:

1. The request was so broad that the facility knew the Department could
not respond. In this situation the facility would contact the requester
and help him refine his request (4.6(a) (5); and

2. The request was obviously for records of another executive agency.
In this situation the facility would refer the requept to that agency
and promptly notify the requester of this referral (4.6(a) (4».

g. Item 7 - Request fulfilled by facility. The facility shall complete
this item if it grants a request directly and does not assign it to
another activity. (For example, when the request is for a copy of a
releasable record which is on hand at the facility and which can be
readily reproduced.) If item 7 is used, the facility should also
complete such Part II items as may be appropriate.

h. Item 8 - Action Assignment. As a mater of policy, action on any
given request should be assigned to the head, by title, of the lowest
possible organizational level known to have control of the records
requested and authority to make them available to the requester, i.e.,
a disclosure decision. In application, operating unit FOIA facilities
shall assign action in accordance with the operating unit's FOIA
instructions; at Department level, the CFFIF shall assign action to the
director of the appropriate staff office. Any doubts or questions as to
the appropriate Action Office should first be resolved over the phone
by facility personnel in order to avoid the loss of critical time which
an erroneous assignment could incur. (Note: Action should never be
assigned to an individual by name, but a facility having certain
knowledge that requests for records on a given topic are always
reassigned by the Action Office head to a specific individual, may
if operating unit instructions permit -- send an information copy of
the request to the individual concurrent with transmittal of the
official copy to the Action Office head.)

i. Item 9 - Due date. By law, this can be no later than the tenth
working day from the date the appropriate facility receives the
request.
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j. Item 10 - Comments or instructions. This may be used in any manner
the facility desires and operating unit instructions permit. For
example, a facility could use this block to advise the Action Office
that the requester is delinquent in payment of previously due ForA
fees, 4.9(c), or to advise that the request is for records in two or
more operating units or Departmental staff offices and that Section 8
of this order applies .

. 03 Transmittal for Action.

After completing the first part of the Form, the facility shall:

a. Detach the Pink Copy and place it in a 9-day tickles file (which
shall be maintained in every facility) together with a copy of the
original requesti and,

b. Attach the original request to the White and Yellow copies and
effect prompt delivery to the Action Office .

. 04 Acting On and Responding to an (a) (3) Request.

Acting on a request is the process of reaching an "initial
determination" to grant or deny (wholly or partially) the request.
Section 4.6 of the Rules apply; and the Action Office shall complete
the second part of the Form as explained in subparagraphs a. through g.
of this paragraph.

a. Item 11 - Action Office data is self-explanatory.

b. Item 12 - Fee Provisions. See 4.9 of the Rules.

1. Make an estimate of the Collectible Costs and enter it in pencil in
the first column of Item 15; then complete lines a. and b. of Item 12.

2. Under certain circumstances as explained in 4.9(b), fees may be
waived or reduced. If the provisions of 4.9(b) pertain, line c. of Item
12 shall be checked and a proper explanation attached to the Form.

3. The last two lines of Item 12, d. and e., need posting only when
4.9Ic) (61 is applied.

c. Item 13 - Trolling of Time Provisions. At this point, the entries on
lines a. and b. of Item 12 and the estimate total in Item 15 shall be
compared, and the requirements of 4.9(c) (1) through (3) applied to the
comparison. If any of the requirements are found to pertain, the
provisions of 4.9(c) (4) and (5) shall be applied; the appropriate Item
13 entry shall be· checked; and the time limitations of the FOIA shall
be tolled (i.e., suspended) as 4.9(c) (5) provides. (Note: Any action
to toll the time under the FOIA could become a legal issue. Whenever
Item 13 is used, therefore, the Action Office shall immediately advise
the requester (4.9(c) (4»; keep a complete and accurate record or log
of its actions; and keep the FOIA Facility concurrently informed.)
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d. Item 14 - Initial Determination~ This decision on whether or not to
grant the request is the important part of the Action Office's
responsibility under the Act. Section 4.6 of the Rules apply; and
paragraph 5.03 of DAO 205-12 pertains. There are three steps:
evaluation,implementation, and summarization, as explained below.

1. Evaluation. Careful evaluation of a request involves a number of
factors which are explained in detain in the Rules. These factors and
the pertinent parts of Section 4.6 of the Rules are as follows:

--valid FOIA request? (a) (1);

--reasonably described and locatable records? (a) (2);

--records exist under Action Office control? (a) (3);

--records are in or controlled by another Commerce unit (a) (3) or
Federal agency? (a) (4);

--request for a broad group or category of records? (a) (5); (Also see
Section 8 of this order.);

--availability of records determinable within 10 days? (b);

--"unusual circumstances" prevail? (b) (2). If so, note the special
actions required and keep FOIA facility fully informed.

Special Note: If an Action Office has reason to believe that
other organizations within the Department have records that are
covered it shall immediately bring the matter to the attention
of its FOIA facility for coordinated actions, and for possible
application of Section 8 of this order.

2. Implementation. After the requested records have been located and
reviewed as necessary, the responsible official shall decide either to
grant the request in its entirety or to recommend a partial or total
denial of the request. If the request is granted, 4.6(b) (4) applies.
If a denial is recommended, rule 4.6(b) (5) and paragraph 5.04 of DAO
205-12 apply.

3. Summarization. All elements of the evaluation and implementation
shall be summarized in Item 14, of the Fo~. As a minimum, this summary
shall:

--state what decision was reached;

--give the date and means by which the requester was informed of this
initial determination,

as well as the date, means, purpose, and response to any other contact
with the requester;

--describe and explain any "unusual circumstances," delays, or time
extensions 4.6 (b) (2));

--show the amount of search fees and copying fees collected;
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--include the name, position, and phone number of all Commerce officers
or employees who were involved or consulted;

--when a request is granted, give the approximate date when the records
will be sent to the requester;

--when a request is denied, in whole or in part, include a copy (by
attachment) of the reply sent to the requester (4.6(b) (5)); and

--such other information as deemed appropriate.

e. Item 15 - Collectible Costs. This is self-explanatory. The Uniform
Fee Schedule (4.9) applies.

f. Item 16 - Non-collectible costs. If a request involved services for
which no fees can be charged, explain the services and estimate the
costs and the time of each Department employee involved. Such services
include, but are not limited to: (1) man-hours spend in examining
requested records to determine whether they are exempt from mandatory
disclosure (Section 552(b) of the Act) or whether, even if exemptible,
they should nevertheless be made available in whole or in part;

(2) deleting exempted matter from records so that the remaining
portions may be made available;

(3) resolving legal, policy, or other issues affecting access to
requested records; and (4) monitoring art inspection of records made
available to a requester. Note: The cost of any fees which have been
waived under the law shall also be shown and identified in Item 16. It
is desirable to track these costs for budgetary reasons.

g. Item 17 - Signature and Filing. After the Form is filled out and
reviewed for accuracy and completeness, it shall be signed by the head
of the Action Office or his designee, the White Copy shall be returned
to the facility with the original of the request and other attachments,
as appropriate, and the Yellow retained by the Action Office. In
addition, if the request was denied wholly or partially, the head of
the Action office shall forward one well reproduced copy of the denial
let·ter to the Assistant General Counsel for Administration, per 4.6 (b)
(6) •

SECTION 8. REQUESTS INVOLVING TWO OR MORE OPERATING UNITS.

If an FOIA facility receives a request for records, ((a) (3) of the
Act)which could possible encompass records in two or more units of the
Department, it shall immediately transfer the request to the
Department's Central Reference and Records Inspection Facility. Upon
receipt of such a request (either directly or from an operating unit
facility), CRRIF shall ascertain and assign lead responsibility to the
predominantly interested unit, which shall coordinate and control the
processing of the request for the Department.
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SECTION 9. APPEALS OF INITIAI DETERMINATIONS.

Should a requester appeal an initial determination which denied his
request (in whole or in part), the provisions of Section 4.8 of the
Rules apply, paragraph 5.04 of DAD 205-12 pertains, and the Action
Office shall - after the appeal is resolved -- send a summary of the
appeal and the results to the FOIA facility where the CD-244 is on
file, for addition to the file.
This summary must include:

a. The result of the appeal;

b. The reason for the action, if the appeal is denied; and

c. The name and title .of the Commerce official responsible for the
appeal's denial.

SECTION 10. GUIDANCE AND SPECIAI REVIEW REQUIREMENTS.

FOIA facility or Action Office questions of a legal or interpretive
nature are to be directed to the legal office for each Department
operating unit, which may consult with the Assistant General Counsel
for Administration. Questions of an administrative or procedural
nature are to be directed to the Director, Departmental Office of
Organization and Management Systems. No initial denial of requests for
records orr appeal denials s4all be mad without the participation of
the legal and other officials provided in paragraph 5.04 of the basic
order.

(signed)

Acting Assistant Secretary for Administration

Index Changes

Add: FOIA Requests 205-14

Freedom of Information Act, processing Requests Under The 205-14

Procedures Under The Freedom of Information Act 205-14
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PROCESSING REQUESTS UNDER THE FREEDOM OF
INFORMATION ACT (FOIA)

Issued 3/28/94; Effective 3/14/94

SECTION 1. PURPOSE.
This Order provides guidance to all National Oceanic and Atmospheric Administration (NOAA) elements
for processing requests under the Freedom of Information Act (FOIA).

SECTION 2. REFERENCES.
.01 Department Administrative Order (DAD) 205-14, Processing Requests Under the Freedom of
Information Act, as amended.
.02 DAO 205-12, Public Information, as amended.
.03 IS Code of Federal Regulations (CFR), Part 4, dated January I, 1993, as amended.

SECTION 3. AUTHORITY.
.01 Authority to Release Information. Individuals at the Branch Chief level or above may release
information for FOIA requests.
.02 Authority to Initially Deny FOIA Information. NOAA's FOIA Officer, the Director, Procurement,
Grants, and Administrative Services Office. and the Director. Systems Program Office may initially deny
FOIA requests. Other NOAA officials authorized to initially deny FOIA information are listed in Appendtx
3,15 CFR Part 4 (attachment I).

SECTION 4. RESPONSIBILITIES.
.01 The Office of Administration. Administrative Services Division. Paperwork Management Branch
(PMB) serves as NOAA's Central FOIA facility. A PMB designee serves as NOAA FOIA Officer.
.02 The NOAA FOIA Officer shall;
a. coordinate all FOIA inquiries;
b. maintain the NOAA FOIA Control System that shows receipt. status, and resolution of FOIA requests;
c. initiate Form CD-244. FOIA Information and Action Record. for requests sent 10 the NOAA FOIA
facility;
d. assign due dates for completion of all FOIA requests within the 1O-werking-day response time
established by the FOIA;
e. forward FOIA requests to action offices for response to the requester;
f. receive copies of answers to FOIA requests that action offices send to the requester;
g. ensure that action offices comply with the IO-working-day response time established by the FOIA;
h. forward fees collected for processing FOIA requests to the Finance Services Division, Information
Systems and Finance Office; and
i. prepare and submit the FOIA Annual Report to Congress to the Departmental FOIA Officer.
.03 FOIA Liaison Personnel shall:
a. maintain a log of all FOIA requests in their offices. The log shall include the NOAA control number
assigned by the NOAA FOIA Officer. name of requester. receipt date. due date, person to whom the FOIA
is assigned, fulfillment date, exemption information, fees charged, and fees paid date;
b. complete the Form CD-244 as required (see attachment 2);
c. assign the FOIA to the appropriate action office for response;
d. ensure that all FOIA requests are completed within the IO-working-day timeframe mandated by FOIA. If
extensions are necessary, notify the requester and the NOAA FOIA Officer, and document in writing who
approved the extension and the extension date;
e. provide the NOAA FOIA Officer with'regular stl,ltus of outstanding FOIA requests;
f. notify the NOAA FOIA Officer when he/she is no longer performing FOIA liaison duties; and
g. supply the NOAA FOIA Officer with the replacement's name.
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.04 FOIA Action Offices shall:
a. complete the Form CD-244 as outlined in attachment 2;
b. search for records responsive to FOIA requests;
c. review records to determine what information is releasable and what information should be withheld
under the FOJA exemptions;
d. calculate the charges associated with answering individual FOIA requests and notify the requester of any
fees due according to 15 CFR Part 4 and show these amounts on the Form CD-244;
e. notify the requester of any fees due before processing FOIA requests;
f. notify the requester by letter that prepayment is required before FOIA information is released if the
amount is greater than $250, or if the requester has not paid for previous FOIA requests;
g. respond to all assigned FOIA requests within the lO-working-<tay response time established by the
FOIA;
h. notify the NOAA FOIA Officer if a FOIA request was misdirected or incorrectly assigned to hislher
office, or jf an extension of a 1O-working-day timeframe is needed;
i. send the NOAA FOIA Officer the completed Form CD-244 and a copy of the response letter for all FOIA
requests; and
j. notify the NOAA FOIA Officer if a partial or full denial is recommended and document what
concurrences were obtained. Before an initial denial is issued, the operating unit must include a
memorandum to the file which demonstrates that it has addressed the issue of "foreseeable harm." The
memo must document that the action office considered discretionary disclosure and document the harm
which would result from disclosure.

SECTION 5. PROCEDURES•
.01 All FOIA requests, whether received at NOAA headquarters or NOAA field locations, MUST be
controlled and assigned a FOIA number and due date by the NOAA FOIA Officer. It is critical that the
NOAA FOIA Officer be notified of all FOIA requests upon receipt. FOIA requests which are the exclusive
primary concern of other Federal agencies will be sent to the NOAA FOIA Officer. The NOAA FOIA
Officer will send the request to the appropriate Federal agency for their direct response to the requester.
.02 NOAA headquarters offices shall send all misdirected or initially received FOIA requests to the NOAA
FOlA Officer. The NOAA FOIA Oflicer will assign a NOAA FOIA number, enter the FOIA request into
the FOIA control system, initiate a Form CD-244, FOIA Request and Action Record, and assign the request
to the appropriate FOIA liaison personnel for that organization. The FOIA Officer will mail the white and
yellow copies of the Form CD-244 and a photocopy of the requester's letter to the FOIA liaison for further
assignment.
.03 NOAA fieid locations shall call the NOAA FOIA Officer for a NOAA control number and due date
when FOIA requests are received directly. The FOIA field liaison initiates Form CD-244 (see attachment 2
for instructions), and FAXES a copy of the typed Form CD-244 and requester's incoming letter to the
Paperwork Management Branch.
.04 After t~e FOIA requests are fulfilled. the FOIA action offices and the FOIA liaison personnel shall
ensure that the Form CD-244 is properly completed. The completed Form CD-244 and a copy of the
response letter sent to the requester shall be returned to the NOAA FOIA Officer.
.05 The NOAA FOIA Officer will enter all completed FOIA requests in the NOAA FOIA Control System
and maintain copies of all FOIA requests at the NOAA Public Reference Facility. 6010 Executive
Boulevard, Room 714, WSC-5, Rockville, MD 20852.
.06 Denials or partial denials of information may be issued by officials listed in 15 CFR, Part 4, Appendix
C. Assigned offices must indicate the reasons for the denial and cite the appropriate FOIA exemption upon
which the denial is based on the Form CD-244 and in the response letter to the requester.
.07 All checks or money orders received from requesters for processing FOIA requests must be made
payahle to the Uoitcd States Treasury, must he identified by FOIA oumher, aod sent to the NOAA FOIA
Officer.
.08.FOIA liaison or FOIA action offices with questions about proposed denials are encouraged to contact
the NOAA FOIA Officer. If there are nonroutine legal questions regarding any FOIA request, the NOAA
FOIA Officer will contact the appropriate Office of General Counsel for further guidance.
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SECTION 6. FOIA REQUESTS FOR AGENCY RECORDS
ORIGINATING FROM OR INVOLVING THE WIDTE HOUSE.
.01 FOIA requests for agency records which originated in the White House or which involve the White
House shall be sent to the NOAA FOIA Officer. FOIA documents which are the exclusive primary concern
of other agencies shall be referred to those agencies by the NOAA FOIA Officer for direct response to the
requester.
.02 The NOAA FOIA Officer shall be contacted for further instructions for processing White House FOIA
requests.

SECTION 7. EFFECT ON OTHER ISSUANCES.
None.

SIGNED,
Director, Office ofAdministration

Office of Primary Interest:

Paperwork Management Branch (OA332)
Administrative Services Division
Procurement, Grants, and Administrative Services Office
Office of Administration
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Pres. Clinton Memo: The Freedom of Infonnation Act

THE WlllTE HOUSE

WASHINGTON

October 4, 1993

MEMORANDUM FOR HEADS OF DEPARTMENTS AND AGENCIES

SUBJECT: The Freedom of Information Act

http://www.usdoj.gov/04foial93_c]ntmem.htm

] of I

1am writing to call your attention to a subject that is ofgreat importance to the American public and to all Federal
departments and agencies the administration of the Freedom of Information Act, as amended (the "Act"). The Act
is a vital part of the participatory system ofgovernment. 1am committed to enhancing its effectiveness in my
Administration.

For more than a quarter century now, the Freedom ofInformation Act has played a unique role in strengthening
our democratic form ofgovernment. The statute was enacted based upon the fundamental principle that an
informed citizenry is essential to the democratic process and that the more the American people know about their
government the better they will be governed. Openness in government is essential to accountability and the Act has
become an integral part of that process.

The Freedom of Information Act. moreover, has been one of the primary means by which members ofthe public
inform themselves about their government. As Vice President Gore made clear in the National Performance
Review, the American people are the Federal Government's customers. Federal departments and agencies should
handle requests for information in a customer-friendly manner. The use ofthe Act by ordinary citizens is not
complicated, nor should it be. The existence ofunnecessary bureaucratic hurdles has no place in its
implementation.

I therefore call upon all Federal departments and agencies to renew their commitment to the Freedom of
Information Act. to its underlying principles ofgovernment openness, and to its sound administration. llis is an
appropriate time for all agencies to take a fresh look at their administration of the Act, to reduce backlogs of
Freedom of Infol1l)ation Act requests, and to conform agency practice to the new litigation guidance issued by the
Attorney General, which is attached.

Further, I remind agencies that our commitment to openness requires more than merely responding to requests
from the public. Each agency has a responsibility to distribute information on its own initiative, and to enhance
public access through the use ofelectronic information systems. Taking these steps will ensure compliance with
both the letter and spirit of the Act.

WILLIAM 1. CLINTON

Go to: FOIA Home Pagel/Justice Department Home Page

Updated page November 9. 1999
Zlsdoj/oip/pam
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{(lffict of t~, Attorntl! l!itntral
...,.~inpton.lD.1!L 20530

October 12,2001

MEMORANDUM FOR HEADS OF ALL FEDERAL DEPARTMENTS AND AGENCIES

FROM: John Ashcroft, Attorney General

SUBJECT: The Freedom of Inforrnation Act

As you know, the Department of Justice and this Administtation are committed to full compliance with the Freedom of
Information Act (FOIA), 5 U.S.C. § 552 (2000). It is only through awell-informed citizenry that the leaders of our nation
remain accountable to the governed and the American people can be assw-ed that neither fraud nor government waste is
concealed. .

The Department of Justice and this Administtation are equally comntitted to protecting other fundamental values that are
held by our society. Among them are safeguarding our national security, enhancing the effectiveness of our law enforcement
agencies, protecting sensitive business infonnation and, not least, preserving personal privacy.

Our citizens have a strong interest as well in a government that is fully functional and efficient. Congress and the courts
have long recognized that certain legal privileges ensure candid and complete agency deliberations without fear that they will
be made public. Other privileges ensure that lawyers' deliberations and communications are kept private. No leader can operate
effectively without confidential advice and counsel. Exemption 5 of the FOIA, 5 U.S.c. § 552(b)(5), incorporates these
privileges and the sound policies underlying them.

I encourage your agency to carefully consider the protection of all such values and interests when making disclosure
determinations under the FOIA. Any discretionary decision by your agency to disclose information protected under the FOIA
should be made only after full and deliberate consideration of the institutional, commercial, and personal privacy interests that
could be implicated by disclosure of the information.

In making these decisions, you should consult with the Department of Justice's Office of Information and Privacy when
significant FOrA issues arise, as well as with our Civil Division on FOIJ\ litigation matters. When you carefully consider
FOIA requests and decide to withhold records, in whole or in part, you can be assured that the Department of Justice will
defend your decisions unless they lack a sound legal basis or present an unwarranted risk ofadverse impact on the ability of
other agencies to protect other important records.

This memorandum supersedes the Department of Justice's FOIA Memorandum of October 4, 1993, and it likewise
creates no substantive or procedural right enforceable at law.

G-I

April 2002 Update



(J)ffict of f4rAttotntt!l.6entrlll
'lIitlf~in9tott:)lJ!L205:.l0

May 1,1997

MEMORANDUM FOR HEADS OF DEPARTMENTS AND AGENCIES
FROM: THE ATTORNEY GENERAL
SUBJECT: THE FREEDOM OF INFORMATION ACT

As you know, the President signed legislation last fiill to amend and strengthen the.Freedom ofInformation
Act ("FOIA"), 5 U.S.C. § 552, as a means ofpublic access to information about the activities ofthe departments
and agencies ofthe FedeIll1 Government.

I am writing to bring to your attention the significant new requirements ofthis legislation that take effect at
different times this year, and also to reemphasize the importance ofthe Administration's policy ofstriving for the
maximum responsible disclosure ofinformation under the FOIA.

The Electronic Freedom ofInfonnation Act Amendments of 19% ("Electronic FOIA amendments"), P.L.
104-231, 110 Stat. 3048, contain provisions amending the FOIA with respect to records maintained in electronic
formats, the timing ofagency responses to FOIA requests, the maintenance ofreading roorns, and other
procedural matters. (Attached is a copy ofthe amended statute with an accompanying amendment description.)
The most significant ofthese Electronic FOIA amendments are:

o Provisions that confirm that the Act applies to information maintained in electronic fonnats and establish a
"reasonable efforts" staodard governing the search for and production of information in electronic fonn, effective as
ofMarch 31, 1997.

o A provision requiring "reading room" treatment for FOIA - processed records that an agency considers
likely to be the subject ofsubsequent FOlArequests, also effective as ofMarch 31,1997.

o An "electronic reading room" provision that requires agencies to provide electronic availability for their
newly created reading room records (Le., created by the agency on or after November 1, 1996), as ofNovember
1, 1997.

o Provisions that lengthen the Act's time limits for responding to requests, establish procedures for
circumstances in which agencies cannot meet those time limits, and establish staodards under which FOIA
requesters can seek "expedited processing" oftheir requests. These provisions become effective on October 2,
1997.

o A provision limiting the cireumstaoces under which an agency's backlog may be used to justifY a delay in
responding to a FOIA request, also effective as ofOctober 2, 1997.

")\ ..

o

• 0 A provision requiring agencies to prepare reference material or a guide for requesting records from the
agency, effective as ofMarch 31,1997. The Office ofManagement and Budget has issued guidance to agencies
on this subject (copy attached).

o Amendments to the Act's requirements for the filing ofannual FOIA reports, effective as of fiscal year ':,)
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1998, beginning on October 1, 1997.

As provided for in the Electronic FOIA amendments, the Department ofJustice will develop annual report
guidelines, in consultation with the Office ofManagement and Budget, for use by all agencies in their compilation
ofannual report statistics beginning on October 1, 1997. The Department ofJustice is preparing to issue
implementing regulations and a FOIA reference guide to which agencies can look in their own implementation of
the amendments. The Department also will continue to address agency questions concerning the amendments
through its publications, training activities, and its FOIA Counselor service.

As your department or agency implements the Electronic FOIA amendments, I urge you to be sure to continue our
strong commitment to the openness-in-government principles that President Clinton and I established on October
4, 1993. These principles include applying customer-service attitudes toward FOIA requesters, following the spirit
as well as the letter ofthe Act, and applying a presumption ofdisclosure in FOIA decision making. Most significant
is that an agency should make a discretionary disclosure ofexempt information whenever it is possible to do so
without foreseeable hann to any interest that is protected by a FOIA exemption; an agency should withhold
information under the FOIA only when it is necessary to do so.

These principles remain vital to the continued success ofour FOIA policy. They also require that each department
and agency place a sustained priority on its FOIA administration responsibilities, including through the elimination
or reduction ofany backlog ofpending FOIA requests. The reduction ofexisring agency FOIA backlogs will take
on heightened significance under the provisions of the Electronic FOIA amendments.

Copies ofthe statements ofFOIA policy that President Clinton and I issued on October 4, 1993, are attached. In
furtherance ofthe President's directives, I ask that you promote our continued cornmitment to open government by
redistributing these policy statements, together with this memorandum and its attaclunents throughout your
department or agency, with particular attention to your agency's recent appointees.
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-...,..., Office of the Attorney General
Washington, D.C. 20530

September 3, 1999

C)

MEMORANDUM FOR HEADS OF DEPARTMENTS AND AGENCIES

FROM: THE ATTORNEY GENERAL

SUBJECT: The Freedom ofInfonnation Act

On October 4, 1993, President Clinton issued a Freedom ofInfonnation Act (FOIA) policy memorandum
(Attachment I), in which he called upon all federal departments and agencies to renew their commitment to the
FOrA, to its underlying principles ofgovernment openness, and to its sound administration. This is an appropriate
time for all agencies to take a fresh look at their administration ofthe Act, to reduce backlogs ofFOIA requests,
and to confonn agency practice to the new litigation guidance issued by the Attorney General, which is attached
(Attachment 2)

The President pointed out that the FOIA was enacted based upon the fundamental principle that an infonned
citizenry is essential to the democratic process and that the more the American people know about their
Government the better they will be governed Openness in government is essential to accountability and the FOIA (' )
has become an integral part ofthat process.

He directed that federal departments and agencies should handle requests for infonnation in a customer-friendly.
manner. The use of the FOIA by ordinary citizens is not complicated, nor should it be. The existence of
unnecessary bureaucratic hurdles has no place in its implementation.

After more than 5 years, I think we should all take a fresh look once again at the way in which each ofour
departments or agencies is implementing the FOIA to ensure that we are doing everything possible to promote
openness in the Government and to respond to citizens' requests for information in a customer-friendly manner.

I have had the opportunity to address FOIA officers from nearly all the federal departments and agencies. I am
impressed with their dedication and commitment to the proper enforcement ofthe FOIA. However, there is still
work to be done and we must hack them up in every way possible in their day-to-day administration ofthis
statute. FOIA officers increasingly must rely on the cooperation ofagency personnel who hold primary
responsibilities in other areas ofagency activity. Without the support and timely assistance ofothers at their
agencies, FOIA officers cannot provide the FOIA-requester community with the best possible service in
accordance with this Administration's openness-in-government and customer-service principles.

We should all reinforce how important it is for all employees to support the FOIA process and make clear the
Administration's support for the work being done by the FOIA officers.

I would like to draw your attention to two very important areas ofFOIA administration which require the support
ofall agency personnel:
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• Discretionary Disclosure. A major policy objective established for the FOIA in 1993 is the "maximum
responsible disclosure ofgovernment information." (See Attachment 2, FOL<\ litigation guidance dated October 4,
1993.) This objective is best served when agencies apply a "foreseeable hanD" standatd in their FOIA decision
making and consider whether they can make a discretionary disclosure ofa requested record or portion ofa
record even though it fulls within one ofthe Act's exemptions. In short, information should be withheld from a
FOIA requester only when it is not possible for an agency to disclose it as a matter ofadministrative discretion.

As a practical matter, the application ofthis policy requires close cooperation between an agency's FOL<\ officers
and the agency's institutional custodians ofthe records that are sought by FOIA requests. Such agency employees
who understandably are primarily concerned with their own agency programs and institutional interests, must be
made aware ofthis Administration's openness-in-government policy and be mindful ofits importance. Most
importantly, they must be open to the possibi1ity ofmaking a discretionary disclosure of infonnation in response to
a FOIA request in cooperation with their agency's FOIA officers. This widespread awareness and receptivity
among all agency employees is essential to the success ofan agency's FOIA program.

• Information Resources Management (lRM)-Related Activity. A similar, but relatively new type of
cooperntion is neceSSllJY between an agency's FOIA officers and its lRM personnel. Two years ago, the
Electronic Freedom oflnfonnation Act Amendments of 1996 (Electronic FOIA amendments), Pub. L. No.
104-231, placed additional obligations on agencies with respect to infonnation maintained in electronic form.
Under the Electronic FOIA amendments, for example, agencies now are required to make "reasonable efforts" to
search for and produce records in various electronic forms or formats upon request, often requiring sophisticated
computer expertise.

Most significantly, the Electronic FOIA amendmeuts also require agencies to maintain "electronic reading rooms"
and to make a growing variety ofinfonnation available to the public on the World Wide Web. During the past 2
years, these amendments have spurred the development ofagency web sites for FOIA purposes and an agency's
FOIA Web site has become an essential means by which its FOIA obligations are satisfied. This requires that an
agency's FOIA officers and its lRM personnel work together in a new partnership, with strong institutional ties, to
achieve efficient infonnation disclosure through electronic means. It should be a primary mission ofeach agency's
J::RM staff that it facilitate the prompt and accurate disclosure ofinfonnation through the agency's FOIA sites on the
World Wide Web. This assistance is now vital to the full and proper administration ofthe Act.

I hope you will do all you can within your department or agency to foster this new working relationship between
FOIA officers and agency lRM personnel, as well as to promote continued commitment to government openness
by all agency personnel. Accordingly, I ask that you disseminate this memornndum and its attachments widely
throughout your department or agency, with particular attention to distribution to all agency lRM personnel.
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FORMCD-244 U.S. DEPARTMENT OF COMMERCE . DOC/FOI Facility
(REV. 8-87)
PRESCR. BY

DAD 205-14 FOIA REQUEST AND ACTION RECORD 2. Request No.

(Pursuant to 5 U.S.c. 552 and 15 CFR 4)

3. Name, address, (phone) of requester 4. Description of records requested

p
A
R
T

I 5. Request IDate ITIme I By
Received

6. request returned or requester contacted: to clarify, or for other reason. Explain on reverse side of White Copy.
7. RL'qUL'St IDate ITIme IByfulfilll.'d

by facility

8. ACTION ASSIGNED TO: Date:

9. Due Date. By law, 10. Comments or instructions:
this request must
be answered no
later than:

11. ~ecei\.:ed IDate ITIme I By
In Action
Office

12. Fee Provisions 13. Tolling of Time Provisions (see 4.9.(d»)

a. Without further notice, requester agrees to pay: a. estimated fee exceeds__full amount, or__up 10 $
authorization.

b. __Fees reduced or waived. and by whom: attach explanation: 4.9
b. estimated fee exceeds $250 and(b) applies.
lacks

c. Notification of fees sent to requester on: authorization.
. 19___

d. Payment of $ received on
c. requester delinquent in past

p payments.
A
R 14. Initial Determination (Summarize per subparagraph 7.04d.3., DAO 205-14; attach another sheet if necessary; 4.6 applies.)
T

n

14. a. Clearance Official(s)
Name:
Office Title:
Date:

15. Collectible Costs per Fee Srhedule (4.9 (b) 16. Non-collectible Costs

Estimated Actual
Search Fee $

$

Copying Fee

Review

Total Collectible $ $

17. Action ISignature I Position title I UaIe
Office

H-I



FORMCO·244 U.S. DEPARTMENT OF COMMERCE . DOC/FOI Facility
(REV. 8-871 HAZMAT
PRESCR. BY

DAD 205-14 FOIA REQUEST AND ACTION RECORD 2. Request No.

(Pursuant to 5 U.s.c. 552 and 15 CFR 4) 1997-346
3. Name, address, (phone) of requester 4. Description of records requested

Hector San Miguel Ethlyene dichloride (EDC) spill at the
Lake Charles American Press Conoco refinery in West Lake, LA in
4900 U.S. 90 East June 1994
Lake Charles, LA 70601

P (318) 494-4084A
R (318) 494-4070 FAX
T

I 5. Request IDate 7/29/97 ITune 7:00AM IBy john Kaperick
Received

6. __ request returned or requester contacted: to clarify, or for other reason. Explain on reverse side of White Copy.

7. Rl'qUl'Sl IDate 7/29/97 ITime 8:ISAM IBy john Kaperickfulfilled
by (acility

8. ACTION ASSIGNED TO: N/ORCA3 Date: 7/29/97

9. Due Date. By law, 10. Comments or instructions:
this request must
be answered no
later than:

8/13/97

II. ~eceiv.ed IDate 7/29/97 ITlffie 7:00 IBy john Kaperick
In Action
Office

12. Fee Provisions 13. Tolling of Time Provisions (see 4.9.(d»

a. Without funher notice, requester agrees to pay: a. estimated fee exceeds__full amount. or__up to $
authorization.

b. __Fees reduced or waived. and by whom; attach explanation; 4.9
b. estimated fee exceeds $250 and(b) applies.
lads

c. Notification of fees sent to requester on: authorization.
. 19__

d. Payment of $ received on
c. requester delinquent in past

P payments.
A
R 14. Initial Detennination (Summarize per subparagraph 7.04d.3., DAD 20S-14i attach another sheet if necessarYi4.6 applies.)
T All records relating to this response have transmitted, via facsimile, to the requestor.

n

14. a. Clearance Dfficial(s)
Name:
Office Title:
Date:

15. Collectible Costs per Fee Schedule (4.9 (b) 16. Non·colledible Costs

Estimated Actual
Search Fee $

$

Copying Fee

Review

Total Collectible $ $

17. Action ISignature I Position title I uare
Office l··~· HAZMAT FOIA Liaison 7/29/97
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FORMCD-244 U.S. DEPARTMENT OF COMMERCE . DOC/FOI Facility
(REV.IHl7l OA332
PRESCR. BY

DAD 205·14 FOIA REQUEST AND ACTION RECORD 2. Request No.

(Pursuant to 5 U.s.c. 552 and 15 CFR 4) 1994-015
3. Name, address, (phone) of requester 4. Description of records requested

Briana M. Douglas Exxon Valdez oil spill
Palmer Biezup & Henderson
Public Ledger Building

p
Independence Square

A Sixth & Chestnut Streets
R Philadelphia, PA 19106-3409
T

I 5. Request IDate 1-13-94 ITlffie 9:00AM IBy Maria Krug
Received

6. request returned or requester contacted: to clarify, or for other reason. Explain on reverse side of White Copy.

1. Rl'qUl'S! IDate 1-31-94 ITlffie 2:30PM IBy John Kaperick
fulfilled
by facility

8. ACTION ASSIGNED TO: GC/DAC Date: 1-13-94

9. Due Date. By law, 10. Comments or instructions:
this request must

Please send cOPJ1j of re:f-~ (letter only) and completed CD244 to OA332, Maria Krug, room 714,be answered no
later than: WSC#5. FAX 01-44 - 850

2-8-94

II. ~eceh:ed IDate 1-28-94 ITune 1:30PM IBy John Kaperick
In AClion
Office

12. Fee Provisions 13. Tolling of Time Provisions (see 4.9.(d»

a. Withoul funher notice, requesler agrees 10 pay: a, estimated fee exceeds__full amount, or__up 10 $
authorization.

b. __Fees reduced or waived. and by whom: auach explanation: 4.9
b. estimated fee exceeds $250 and(b) applies.
lacks

c. Notification of fees sent to requester on: authorization.
• 19___

d. Paymenl of $ received on
c. requester delinquent in past

p payments.
A
R 14. Initial Detennination (Summarize per subparagraph 7.04d.3., DAO 205-14i attach another sheet if necessaryi 4.6 applies.)
T Contacted requestor and received pennission to narrow request to ref0rts and corre~ondence,about Exxon Valdez oil spill,

II
which Dr. Jacqui Michel was involved in. Items sent to requestor 1/ 1/94 via U.S. ail. See attached letter for reference.

14. a. Clearance Official(s)
Name:
Office Title:
Date:

15. Collectible Costs per Fee Schedule (4.9 (b» 16. Non-collectible Costs

Estimated Actual
Search Fee $

$

Copying Fee

Review

Total Collectible $ $

17. Action I:;ignature I Position title . uate

Office HAZMAT Reference Assistant 2-1-94

H-3



,)
'. r' .... '

Appendix I

The Privacy Act (5 USC § 552a)



5 U.S.C. § 552a

TITLE 5--GOVERNMENT ORGANIZATION AND EMPLOYEES

PART I--THE AGENCIES GENERALLY

CHAPTER 5--ADMINISTRATIVE PROCEDURE

SUBCHAPTER II--ADMINISTRATIVE PROCEDURE

Sec. 552a. Records maintained on individuals

(a) Defin~tions.--Forpurposes of this section--

(1) the term ~~agency" means agency as defined in section
552(e) \1\ of this title;

\1\ See References in Text note below.

(2) the term "individual' I means a citizen of the United
States or an alien lawfully admitted for permanent
residence;

(3) the term "maintain" includes maintain, collect, use, or
disseminate;

(4) the term "record" means any item, collection, or grouping
of information about an individual that is maintained by an
agency, including, but not limited to, his education,
financial transactions, medical history, and criminal or
employment history and that contains his name, or the
identifying number, symbol, or other identifying particular
assigned to the individual, such as a finger or voice print
or a photograph;

(5) the term "system of records' I means a group of any records
under the control of any agency from which information is
retrieved by the name of the individual or by some
identifying number, symbol, or other identifying particular
assigned to the individual;

., "

(,..J

(6)

(7)

the term "statistical record'l means a record in a system
of records maintained for statistical research or reporting
purposes only and not used in whole or in part in making
any determination about an identifiable individual, except
as provided by section 8 of title 13;

the term "routine use l ' means, with respect to the
disclosure of a record, the use of such record for a
purpose which is compatible with the purpose for which it
was collected;

Laws in effect as of January 2, 2001
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5 U.S.C. § 552a

(8) the term --matching program' '--

(A) means any computerized comparison of--

(i) two or more automated systems of records or a system
of records with non-Federal records for the purpose
of--

(I) establishing or verifying the eligibility of,
or continuing compliance with statutory and
regulatory requirements by, applicants for,
recipients or beneficiaries of, part~cipants

in, or providers of services with respect to,
cash or in-kind assistance or payments under
Federal benefit programs, or

(II) recouping payments or delinquent debts under
such Federal benefit programs, or

(ii) two or more automated Federal personnel or payroll
systems of records or a system of Federal
personnel or payroll records with non-Federal
records,

(B) but does not include--

(i) matches performed to produce aggregate statistical
data without any personal identifiers;

(ii) matches performed to support any research or
statistical project, the specific data of which
may not be used to make decisions concerning the
rights, benefits, or privileges of specific
individuals;

(iii) matches performed, by an agency (or component
thereof) which performs as its principal function
any activity pertaining to the enforcement of
criminal laws, subsequent to the initiation of,a
specific criminal or civil law enforcern~nt

investigation of a named person or persons for
the purpose of gathering evidence against such
person or persons;

(iv) matches of tax information (I) pursuant to section
6103 (d) of the Internal Revenue Code of 1986, (II)
for purPoses of tax administration as defined in
section 6103(b) (4) of such Code, (III) for the
purpose of intercepting a tax refund due ,an.
individual under authority granted by section
404(e), 464, or 1137 of the Social Security Act;
or (IV) for the purpose of intercepting a tax
refund due an individual under any other tax
refund intercept program authorized by statute
which has been determined by the Director of the
Office of Management and Budget to contain

Laws in effect as ofJanuiuy 2,2001
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(9)

5 U.S.c. § 552a

verification, notice, and hearing requirements
that are substantially similar to the procedures
in section 1137 of the Social Security Act;

(v) matches --

(I) using records predominantly relating to Federal
personnel, that are performed for routine
administrative purposes (subject to guidance
provided by the Director of the Office of
Management and Budget pursuant to subsection
(v) ); or

(II) conducted by an agency using only records from
systems of records maintained ·by that agency;
if the purpose of the match is not to take any
adverse financial, personnel, disciplinary, or
other adverse action against Federal personnel;

(vi) matches performed for foreign counterintelligence
purposes or to produce background checks for
security clearances of Federal personnel or
Federal contractor personnel;

(vii) matches performed incident to a levy described in
section 6103(k) (8) of the Internal Revenue Code
of 1986, or

(viii) matches performed pursuant to section
202(x) (3)or 1611(e) (1) of the Social Security
Act (42 U.S.C. 402 (x) (3), 1382 (e) (1»),

the term "recipient agency" means any agency, or
contractor thereof, receiving records contained in a system
of records from a source agency for use in a matching
program;

(10)

(11)

(12)

the term ~~non-Federal agencyl I means any State or local
government, or agency thereof, which receives records
contained in a system of records from a source agency for
use in a matching program;

the term source agency' I means any agency which
discloses records contained in a system of records to be
used in a matching program, or any State or local
government, or agency thereof, which discloses records to
be used in a matching program;

the term ~~Federal benefit program! I means any program
administered or funded by the Federal Government, or by
any agent or State on behalf of the Federal Government,
providing cash or in-kind assistance in the form of
payments, grants, loans, or loan guarantees to
individuals; and

Laws in effect as ofJanuary 2, 200I
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5 U.S.C. § 552a

(13) the term --Federal personnel" means officers and
employees of the Government of the United States, members
of the uniformed services (including members of the
Reserve Components), individuals entitled to receive
immediate or deferred retirement benefits under any
retirement program of the Government of the United States
(including survivor benefits) .

(b) Conditions of Disclosure.--No agency shall disclose any record
which is contained in a system of records by any means of
communication to any person, or to another agency, except
pursuant to a written request by, or with the prior written
consent of, the individual to whom the record pertains, unless
disclosure of the record would be--

(1) to those officers and employees of the agency which
maintains the record who have a need for the record in the
performance of their duties;

(2) required under section 552 of this title;

(3) for a routine use as defined in subsection (a) (7) of this
section and described under subsection (e) (4) (D) of this
section;

(4) to the Bureau of the Census for purposes of planning or
carrying out a census or surveyor related activity
pursuant to the provisions of title 13;

(5) to a recipient who has provided the agency with advance
adequate written assurance that the record will be used
solely as a statistical research or reporting record, and
the record is to be transferred in a form that is not
individually identifiable;

(6) to the National Archives and Records Administration as a
record which has sufficient historical or other value to
warrant its continued preservation by the United States
Government, or for evaluation by the Archivist of the
United States or the designee of the Archivist to determine
whether the record has such value;

(7) to another agency or to an instrumentality of any
governmental jurisdiction within or under the control of
the United States for a civil or criminal law enforcement
activity if the activity is authorized by law, and if the
head of the agency or instrumentality has made a written
request to the agency which maintains the record specifying
the particular portion desired and the law enforcement
activity for which the record is sought;,

(8) to a person pursuant to a showing of compelling
circumstances affecting the health or safety of an
individual if upon such disclosure notification is
transmitted to the last known address of such individual;

Laws in effect as ofJanuary 2,2001
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5 U.S.C. § 552a

(9) to either House of Congress, or, to the extent of matter
within its jurisdiction, any committee or subcommittee
thereof, any joint committee of Congress or subcommittee of
any such joint committee;

(10) to the Comptroller General, or any of his authorized
representatives, in the course of the performance of the
duties of the General Accounting Office;

(11) pursuant to the order of a court of competent
jurisdiction; or

(12) to a consumer reporting agency in accordance with section
3711(e) of title 31.

(c) Accounting of Certain Disclosures.--Each agency, with respect
to each system of records under its control, shall--

(1) except for disclosures made under subsections (b) (1) or
(b) (2) of this section, keep an accurate accounting of--

(A) the date, nature, and purpose of each disclosure of a
record to any person or to another agency made under
subsection (b) of this section; and

(B) the name and address of the person or agency to whom
the disclosure is made;

(2) retain the accounting made under paragraph (1) of this
subsection for at least five years or the life of the
record, whichever is longer, after the disclosure for which
the accounting is made;

(3) except for disclosures made under subsection (b) (7) of this
section, make the accounting made under paragraph (1) of
this subsection available to the individual named in the
record at his request; and

(4) inform any person or other agency about any correction or
notation of dispute made by the agency in accordance with
subsection (d) of this section of any record that has been
disclosed to the person or agency if an accounting of the
disclosure was made.

(d) Access to Records.--Each agency that maintains a system of
records shall--

(1) upon request by any individual to gain access to his record
or to any information pertaining to him which is contained
in the system, permit him and upon his request, a person of
his own choosing to accompany him, to review the record and
have a copy made of all or any portion thereof in a form
comprehensible to him, except that the agency may require
the individual to furnish a written statement authorizing
discussion of that individual's record in the accompanying
person's presence;

Laws in effect as of January 2, 2001
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5 U.S.C. § 552a

(2) permit the individual to request amendment of a record
pertaining to him and--

(A) not later than 10 days (excluding Saturdays, Sundays,
and legal public holidays) after the date of receipt of
such request, acknowledge in writing such receipt; and

(B) promptly, either--

(i) make any correction of any portion thereof which
the individual believes is not accurate, relevant,
timely, or complete; or

(ii) inform the individual of its refusal to amend the
record in accordance with his request, the reason
for the refusal, the procedures established by
the agency for the individual to request a review
of that refusal by the head of the agency or an
officer designated by the head of the agency, and
the name and business address of that official;

(3) permit the individual who disagrees with the refusal of the
agency to amend his record to request a review of such
refusal, and not later than 30 days (excluding Saturdays,
Sundays, and legal publ~c holidays) from the date on which
the individual requests such review, complete such review
and make a final determination unless, ,for good cause
shown, the head of the agency extends such 3D-day period;
and if, after his review, the reviewing official also
refuses to amend the record in accordance with the request,
.permit the individual to file with the agency a concise
statement setting forth. the reasons for his disagreement
with the refusal of the agency, and notify the individual
of the provisions for judicial review of the reviewing
official's determination under subsection
(g) (1) (A) of this section;

(4) in any disclosure, containing information about which the
individual has filed a statement of disagreement, occurring
after the filing of the statement under paragraph (3) of
this subsection, clearly note any portion of the record
which is disputed and provide copies of the statement and,
if the agency deems it appropriate, copies of a concise
statement of the reasons of the agency for not making the
amendments requested, to persons or other agencies to whom
the disputed record has been disclosed; and

(5) nothing in this section shall allow an individual access to
any information compiled in reasonable anticipation of a
civil action or proceeding.

Laws in effect as ofJanuary 2,2001
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5 U.S.C. § 552a

(e) Agency Requirements.--Each agency that maintains a system of
records shall--

{l} maintain in its records only such information about an
individual as is relevant and necessary to accomplish a
purpose of the agency required to be accomplished by
statute or by executive order of the President;

(2) collect information to the greatest extent practicable
directly from the subject individual when the information
may result in adverse determinations about an individual's
rights, benefits, and privileges under Federal programs;

(3) inform each individual whom it asks to supply information,
on the form which it uses to collect the information or on
a separate form that can be retained by the individual--

(A) the authority (whether granted by statute, or by
executive order of the President) which authorizes the
solicitation of the information and whether disclosure
of such information is mandatory or voluntary;

(B) the principal purpose or purposes for which the
information is intended to be used;

(e) the routine uses which may be made of the information,
as published pursuant to paragraph (4) (D) of this
subsection; and

(D) the effects on him, if any, of not providing all or any
part of the requested information;

(4) subject to the provisions of paragraph (11) of this
subsection, publish in the Federal Register upon
establishment or revision a notice of the existence and
character of the system of records, which notice shall
include--

(A) the name and location of the system;

(B) the categories of individuals on whom records are
maintained in the system;

(C) the categories of records maintained in the system;

(D) each routine use of the records contained in the
system, including the categories of users and the
purpose of such use;

(E) the policies and practices of the agency regarding
storage, retrievability, access controls, retention,
and disposal of the records;

(F) the title and business address of the agency official
who is responsible for the system of records;

Laws in effect as ofJanuary 2, 2001
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5 U.S.C. § 552a

(G) the agency procedures whereby an individual can be
notified at his request if the system of records
contains a record pertaining to him;

(H) the agency procedures whereby an individual can be
notified at his request how he can gain access to any
record pertaining to him contained in the system of
records, and how he can contest its content; and

(I) the categories of sources of records in the system;

(5) maintain all records which are used by the agency in making
any determination about any ,individual with such accuracy,
relevance, timeliness, and completeness as is reasonably
necessary to assure fairness to the individual in the
determination;

(6) prior to disseminating any record about an individual to
any person other than an agency, unless the dissemination
is made pursuant to subsection (b) (2) of this section, make
reasonable eff~rts to assure that such records are
accurate, complete, timely, and relevant for agency
purposes;

(7) maintain no record describing how any individual exercises
rights guaranteed by the First Amendment unless expressly
authorized by statute or by the individual about whom the
record is maintained or unless pertinent to and within the
scope of an authorized law enforcement activity;

{B} make reasonable efforts to serve notice on an individual
when any record on such individual is made available to any
person under compulsory legal process when such process
becomes a matter of public record;

(9) establish rules of conduct for persons involved in the
design, development, operation, or maintenance of any
system of records, or in maintaining any record, and
instruct each such person with respect to such rules and
the requirements of this section, including any other rules
and procedures adopted pursuant to this section and the
penalties for noncompliance;

(10) establish appropriate administrative, technical, and
physical safeguards to insure the security and
confidentiality of records and to protect against any
anticipated threats or hazards to their security or
integrity which could result in substantial harm,
embarrassment, inconvenience, or unfairness to any
individual on whom information is maintained;
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(11) at least 30 days prior to publication of information under
paragraph (4) (D) of this subsection, publish in the
Federal Register notice of any new use or intended use of
the information in the system, and provide an opportunity
for interested persons to submit written data, views, or
arguments to the agency; and

{12} if such agency is a recipient agency or a source agency in
a matching program with a non-Federal agency, with respect
to any establishment or revision of a matching program, at
least 30 days prior to conducting such program, publish in
the Federal Register notice of such establishment or
revision.

(f) Agency Rules.--In order to carry out the provisions. of this
section, each agency that maintains a system of records shall
promulgate rules, in accordance with the requirements
(including general notice) of section 553 of this title, which
shall--

(1) establish procedures whereby an individual can be notified
in response to his request if any system of records named
by the individual contains a record pertaining to him;

(2) define reasonable times, places, and requirements for
identifying an individual who requests his record or
information pertaining to him before the agency shall make
the record or information available to the individual;

(3) establish procedures for the disclosure to an individual
upon his request of his record or information pertaining to
him, including special procedure, if deemed necessary, for
the disclosure to an individual of medical records,
including psychological records, pertaining to him;

(4) establish procedures for reviewing a request from an
individual concerning the amendment of any record or
information pertaining to the individual, for making a
determination on the request, for an appeal within the
agency of an initial adverse agency determination, and for
whatever additional means may be necessary for each
individual to be able to exercise fully his rights under
this section; and

(5) establish fees to be charged, if any, to any individual for
making copies of his record, excluding the cost of any
search for and review of the record.

The Office of the Federal Register shall biennially compile and publish
the rules promulgated under this subsection and agency notices
published under subsection (e) (4) of this section in a form available
to the public at low cost .
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(g) (1) Civil Remedies.--Whenever any agency

(A) makes a determination under subsection (d) (3) of this
section not to amend an individual's record.in accordance
with his request, or fails to make such review in
conformity with that subsection;

(E) refuses to comply with an individual request under
subsection (d) (1) of this section;

(C) fails to maintain any record concerning any individual with
such accuracy, relevance, timeliness, and completeness as
is necessary to assure fairness in any determination
relating to the qualifications, character, rights, or
opportunities of, or benefits to the individual that may be
made on the basis of such record, and consequently a
determination is made which is adverse to the individual;
or

(D) fails to comply with any other provision of this section,
or any rule promulgated thereunder, in such a way as to
have an adverse effect on an individual, the individual may
bring a civil action against the agency, and the district
courts of the United States shall have jurisdiction in the
matters under the provisions of this subsection.

(2) (A) In any suit brought under the provisions of subsection
(g) (1) (A) of this section, the court may order the agency to
amend the individual's record in accordance with his request
or in such other way as the court may direct. In such a case
the court shall determine the matter de novo.

(E) The court may assess against the United States reasqnable
attorney fees and other litigation costs reasonably incurred
in any case under this paragraph in which the complainant
has substantially prevailed.

(3) (A) In any suit brought under the provisions of subsection
(g) (1) (E) of this section, the court may enjoin the agency
from withholding the records and order the production to the
complainant of any agency records improperly withheld from
him. In such a case the court shall determine the matter de
novo, and may examine the contents of any agency records in
camera to determine whether the records or any portion
thereof may be withheld under any of the exemptions set
forth in subsection (k) of this section, and the burden is
on the agency to sustain its action.

(E) The court may assess against the United States reasonable
attorney fees and other litigation costs reasonably incurred
in any case under this paragraph in which the complainant
has substantially prevailed.
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(4) In any suit brought under the provisions of subsection
(g) (1) (C) or (D) of this section in which the court determines
that the agency acted in a manner which was intentional or
willful, the United States shall be liable to the individual in
an amount equal to the sum of--

(A) actual damages sustained by the individual as a result of
the refusal or failure, but in no case shall a person
entitled to recovery receive less than the sum of $1,000;
and

(B) the costs of the action together with reasonable attorney
fees as determined by the court.

(5) An action to enforce any liability created under this section
may be brought in the district court of the United States in
the district in which the complainant resides, or has his
principal place of business, or in which the agency records are
situated, or in the District of Columbia, without regard to the
amount in controversy, within two years from the date on which
the cause of action arises, except that where an agency has
materially and willfully misrepresented any information
required under this section to be disclosed to an individual
and the information so misrepresented is material to
establishment of the liability of the agency to the individual
under this section, the action may be brought at any time
within two·years after discovery by the individual of the
misrepresentation. Nothing in this section shall be construed
to authorize any civil action by reason of any injury sustained
as the result of a disclosure of a record prior to September
27, 1975.

(h) Rights of Legal Guardians.--For the purposes of this section,
the parent of any minor I or the legal guardian of any
individual who has been declared to be incompetent due to
physical or mental incapacity or age by a court of competent
jurisdiction, may act on behalf of the individual.

(i) (1) Criminal Penalties.--Any officer or employee of an agency,
who by virtue of his employment or official position, has
possession of, or access to, agency records which contain
individually identifiable information the disclosure of
which is prohibited by this section or by rules or
regulations established thereunder, and who knowing that
disclosure of the specific material is so prohibited,
willfully discloses the material in any manner to any person
or agency not entitled to receive it, shall be guilty of a
misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully
maintains a system of records without meeting the notice
requirements of subsection (e) (4) of this section shall be
guilty of a misdemeanor and fined not more than $5,000.
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(3) Any person who knowingly and willfully requests or obtains
any record concerning an individual from an agency under
false pretenses shall be guilty of a misdemeanor and fined
not more than $5,000.

(j) General Exemptions.--The head of any agency may promulgate
rules, in accordance with the requirements (including general
notice) of sections 553 (b) (1), (2), and (3), (c), and (e) of
this title, to exempt any system of records within the agency
from any part of this section except subsections (b), (c) (1)
and (2), (e) (4) (A) through (F), (e) (6) , (7), (9), (10), and
(11), and (i) if the system of records is--

(1) maintained by the Central Intelligence Agency; or

(2) maintained by an agency or component thereof which performs
as its principal function any activity pertaining to the
enforcement of criminal laws, including police efforts to
prevent, control, or reduce crime or to apprehend
criminals, and the activities of prosecutors, courts,
correctional, probation, pardon, or parole authorities, and
which consists of (A) information compiled for the
purpose of identifying individual criminal offenders and
alleged offenders and consisting only of identifying data
and notations of arrests, the nature and disposition of
criminal charges, sentencing, confinement, release, and
parole and probation status; (B) information compiled for
the purpose of a criminal investigation, including reports
of informants and investigators, and associated with an
identifiable individual; or (C) reports identifiable to an
individual compiled at any stage of the process of
enforcement of the criminal laws from arrest or indictment
through release from supervision.

At the time rules are adopted under this subsection, the agency shall
include in the statement required under section 553(c) of this title,
the reaso~s why the system of records is to be exempted from a
provision of this section.

(k) Specific Exemptions.--The head of any agency may promulgate
rules, in accordance with the requirements (including general
notice) of sections 553 (b) (1), (2), and (3), (c), and (e) of
this title, to exempt any system of records within the agency
from subsections (c) (3), (d), (e) (1), (e) (4) (G), (H), and (I)
and (f) of this section if the system of records is--

(1) subject to the provisions of section 552(b) (1) of this
title;
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(2) investigatory material compiled for law enforcement
purposes, other than material within the scope of
subsection (j) (2) of this section: Provided, however, That
if any individual is denied any right, privilege, or
benefit that he would otherwise be entitled by Federal law,
or for which he would otherwise be eligible, as a result of
the maintenance of such material, such material shall be
provided to such individual, except to the extent that the
disclosure of such material would reveal the identity of a
source who furnished information to the Government under an
express promise that the identity of the source would be
held in confidence, or, prior to the e~fective date of this
section, under an implied promise that the identity of the
source would be held in confidence;

(3) maintained in connection with providing protective services
to the President of the United States or other individuals
pursuant to section 3056 of title 18;

(4) required by statute to be maintained and used solely as
statistical records;

(5) investigatory material compiled solely for the purpose of
determining suitability, eligibility, or qualifications for
Federal civilian employment, military service, Federal
contracts, or access to classified information, but only to
the extent that the disclosure of such material would
reveal the identity of a source who furnished information
to the Government under an express promise that the
identity of the source would be held in confidence, or,
prior to the effective date of this section, under an
implied promise that the identity of the source would be
held in confidence;

(6) testing or examination material used solely to determine
individual qualifications for appointment or promotion in
the Federal service the disclosure of which would
compromise the objectivity or fairness of the testing or
examination process; or

(7) evaluation material used to determine potential for
promotion in the armed services, but only to the extent
that the disclosure of such material would reveal the
identity of a source who furnished information to the
Government under an express promise that the identity of
the source would be held in confidence, or, prior to the
effective. date of this section, under an implied promise
that the identity of the source would be held in
confidence.

At the time rules are adopted under this subsection, the agency shall
include in the statement required under section 553(c) of this title,
the. reasons why the system of records is to be exempted from a
provision of this section.
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(1) (1) Archival Records.--Each agency record which is accepted by
the Archivist of the United States for storage, processing,
and servicing in accordance with section 3103 of title 44
shall, for the purposes of this section, be considered to
be maintained by the agency which deposited the record and
shall be subject to the provisions of this section. The
Archivist of the United States shall not disclose the
record except to the agency which maintains the record, or
under rules established by that agency which are not
inconsistent with the provisions of this section.

(2) Each agency record pertaining to an identifiable individual
which was transferred to the National Archives of the
United States as a record which has sufficient historical
or other valuete warrant its continued preservation by the
United States Government, prior to the effective date of
this section, shall, for the purposes of this section, be
considered to be maintained by the National Archives and
shall not be subject to the provisions of this section,
except that a statement generally describing such records
(modeled after the requirements relating to records subject
to subsections (e) (4) (A) through (G) of this section)
shall be published in the Federal Register.

(3) Each agency record pertaining to an identifiable individual
which is transferred to the National Archives of the United
States as a record which has sufficient historical or other
value to warrant its continued preservation by the United
States Government, on or after the effective date of this
section, shall, for the purposes of this section, be
considered to be maintained by the National Archives and
shall be exempt from the requirements of this section
except subsections (e) (4) (A) through (G) and (e) (9) of this
section.

(m) (1) Government Contractors.--When an agency provides by a
contract for the operation by or on behalf of the agency of
a system of records to accomplish an agency function, the
agency shall, consistent with its authority, cause the
requirements of this section to be applied to such system.
For purposes of subsection (i) of this section any such
contractor and any employee of such contractor, if such
contract is agreed to on or after the effective date of
this section, shall be considered to be an employee of an
agency.

(2) A consumer reporting agency to which a record is disclosed
under section 3711(e) of title 31 shall not be considered a
contractor for the purposes of this section.

(n) Mailing Lists.--An individual's name and address may not be
sold or rented by an agency unless such action is specifically
authorized by law. This provision shall not be construed to
require the withholding of names and addresses otherwise
permitted to be made public.
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(0) Matching Agreements.--(l) No record which is contained in a
system of records may be disclosed to a recipient agency or
non-Federal agency for use in a computer matching program
except pursuant to a written agreement between the source
agency and the recipient agency or non-Federal agency
specifying--

(A) the purpose and legal authority for conducting the program;

(B) the justification for the program and the anticipated
results, including a specific estimate of any savings;

(c) a description of the records that will be matched,
including each data element that will be used, the
approximate number of records that will be matched, and the
projected starting and completion dates of the matching
program;

(D) procedures for providing individualized notice at the time
of application, and notice periodically thereafter as
directed by the Data Integrity Board of such agency
(subject to guidance provided by the Director of the Office
of Management and Budget pursuant to subsection (v», to--

(i) applicants for and recipients of financial assistance
or payments under Federal benefit programs, and

(ii) applicants for and holders of positions as Federal
personnel, that any information provided by such
applicants, recipients, holders, and individuals may
be subject to verification through matching programs;

(E) procedures for verifying information produced in such
matching program as required by subsection (p)i

(F) procedures for the retention and timely destruction of
identifiable records created by a recipient agency or
non-Federal agency in such matching program;

(G) procedures for ensuring the adrnini'strative, technical, and
physical security of the records matched and the results of
such programs;

(H) prohibitions on duplication and redisclosure of records
provided by the source agency within or outside the
recipient agency or the non-Federal agency, except where
required by law or essential to the conduct of the matching
program;

(.)

(I) procedures governing the use by a recipient agency or non
Federal agency of records provided in a matching program by
a source agency, including procedures governing return of
the records to the source agency or destruction of records
used in such program;
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(J) information on assessments that have been made on the
accuracy of the records that will be used in such matching
program; and

(K) that the Comptroller General may have access to all records
of a recipient agency or a non-Federal agency that the
Comptroller General deems necessary in order to monitor or
verify compliance with the agreement.

(2) (A) A copy of each agreement entered into pursuant to paragraph
(1) shall--

(i) be transmitted to the Committee on Governmental Affairs
of the Senate and the Committee on Government
Operations of the House of Representatives; and

(ii) be available upon request to the public.

(B) No such agreement shall be effective until 30 days after
the date on which such a copy is transmitted pursuant to
subparagraph (A) (i) .

(C) Such an agreement shall remain in effect only for such
period, not to exceed 18 months, as the Data Integrity
Board of the agency determines is appropriate in light of
the purposes, and length of time necessary for the conduct,
of the matching program.

(D) Within 3 months prior to the expiration of such an
agreement pursuant to subparagraph (C), the Data Integrity
Board of the agency may, without additional review, renew
the matching agreement for a current, ongoing matching
program for not more than one additional year if--

(i) such program will be conducted without any change; and

(ii) each party to the agreement certifies to the Board in
writing that the program has been .conducted in
compliance with the agreement.

(p) Verification and opportunity to Contest Findings.--(l) In·order
to protect any individual whose records are used in a matching
program, no recipient agency, non-Federal agency I or source
agency may suspend, terminate t reduce, or make a final denial
of any financial assistance or payment under a Federal benefit
program to such individual, or take other adverse action
against such individual, as a result of information produced by
such matching program, until--

(A) (i) the agency has independently verified the information;
or

Laws in effect as ofJanuary 2,2001
1-16

April 2002 Update

()

(.)

i)
-.,



(J

5 U.S.C. § 552a

(ii) the Data Integrity Board of the agency, or in the case
of a non-Federal agency the Data Integrity Board of the
source agency, determines in accordance with guidance
issued by the Director of the Office of Management and
Budget that--

(I) the information is limited to identification and amount
of benefits paid by the source agency under a Federal
benefit program; and

(II) there is a high degree of confidence that the
information provided to the recipient agency is
"accurate;

(B) the individual receives a notice from the agency containing
a statement of its findings and informing the individual of
the opportunity to contest such findings; and

(C) (i) the expiration of any time period established for the
program by statute or regulation for the individual to
respond to that notice; or

(ii) in the case of a program for which no such period is
established, the end of the 30-day period beginning on
the date on which notice under subparagraph (B) is
mailed or otherwise provided to the individual.

(2) Independent verification referred to in paragraph (1) requires
investigation and confirmation of specific information relating
to an individual that is used as a basis for an adverse action
against the individual, including where applicable
investigation'and confirmation of--

(A) the amount of any asset or income involved;

(B) whether such individual actually has or had access to such
asset or income for such individual's own use; and

(C) the period or periods when the individual actually had such
asset or income.

(3)

(q)

Notwithstanding paragraph (1), an agency may take any
appropriate action otherwise prohibited by such paragraph if
the agency determines that the public health or public safety
may be adversely affected or significantly threatened during
any notice period required by such paragraph.

Sanctions.--(l) Notwithstanding any other provision of law, no
source agency may disclose any record which is contained in a
system of records to a recipient agency or non-Federal agency
for a matching program if such source agency has reason to
believe that the requirements of subsection (p), or any
matching agreement entered into pursuant to subsection (0), or
both, are not being met by such recipient agency.
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(2) No sour-ce agency may renew a matching agreement unless--

(A) the recipient agency or non-Federal agency has certified
that it has complied with the provisions of that agreement;
and

(B) the source agency has no reason to believe that the
certification is inaccur~te.

(r) Report on New Systems and Matching Programs.--Each agency that
proposes to establish or· make a significant change in a system
of records or a matching program shall provide adequate advance
notice of any such proposal (in duplicate) to the Committee on
Government Operations of the House of Representatives, the
Committee on Governmental Affairs of the Senate, and the Office
of Management and Budget in order to permit an evaluation of
the probable or potential effect of such proposal on the
privacy or other rights of individuals.

(s) Biennial Report.--The President shall biennially submit to the
Speaker of the House of Representatives and the President pro
tempore of the Senate a report--

(1) describing the actions of the Director of the Office of
Management and Budget pursuant to section 6 of the Privacy
Act of 1974 during the preceding 2 years;

(2) describing the exercise of individual rights of access and
amendment under this section during such years;

(3) identifying changes in or additions to systems of records;

(4) containing such other information concerning administration
of this section as may be necessary or useful to the
Congress in reviewing the effectiveness of this section in
carrying out the purposes of the Privacy Act of 1974.

(t) (1) Effect of Other Laws.--No agency shall rely on any exemption
contained in section 552 of this title to withhold from an
individual any record which is otherwise accessible to such
individual under the provisions of this section.

(2) No agency shall rely on any exemption in this section to
withhold from an individual any record which is otherwise
accessible to such individual under the provisions of
section 552 of this title.

(u) Data Integrity Boards.-
(1) Every agency conducting or participating in a matching

program shall establish a Data Integrity Board to oversee
and coordinate among the various components of such agency
the agency·s lmplementation of this section.
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(2) Each Data Integrity Board shall consist of senior officials
designated by the head of the agency, and shall include any
senior official designated by the head of the agency as
responsible for implementation of this section, and the
inspector general of the agency, if any. The inspector
general shall not serve as chairman of the Data Integrity
Board.

(3) Each Data Integrity Board--

(A) shall review, approve, and maintain all written
agreements for receipt or disclosure of agency records
for matching programs to ensure compliance with
subsection (0), and all relevant statutes, regulations t

and guidelines;

(B) shall review all matching programs in which the agency
has participated duri~g the year, either as a source
agency or recipient agency, determine compliance with
applicable laws, regulations, guidelines, and agency
agreements, and assess the costs and benefits of such
programs;

(C) shall review all recurring matching programs in which
the agency has participated during the year, either as
a source agency or recipient agency, for continued
justification for such disclosures;

(D) shall compile an annual report, which shall be
submitted to the head of the agency and the Office of
Management and Budget and made available to the public
on request, describing the matching activities of the
agency, including--

(i) matching programs in which the agency has
participated as a source agency or recipient
agency;

(ii) matching agreements proposed under subsection
(0) that were disapproved by the Board;

(iii) any changes in membership or structure of the
Board in the preceding year;

(iv) the reasons for any waiver of the requirement
in paragraph (4) of this section for completion
and submission of a cost-benefit analysis prior
to the approval of a matching program;

(v) any violations of matching agreements that have
been alleged or identified and any corrective
action taken; and

(vi) any other information required by the Director
of the Office of Management and Budget to be
included in such report;
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(E) shall serve as a clearinghouse for recelvlng and providing
information on the accuracy, completeness, and reliability
of records used in matching programs;

(F) shall provide interpretation and guidance to agency
components and personnel on the requirements of this
section for matching programs;

(G) shall review agency recordkeeping and disposal policies and
practices for matching programs to assure compliance with
this section; and

(H) may review and report on any agency matching activities
that are not matching programs.

(4) (A) Except as provided in subparagraphs (B) and (C), a Data
Integrity Board shall not approve any written agreement for
a matching program unless the agency has completed and
submitted to such Board a cost-benefit analysis of the
proposed program and such analysis demonstrates that the
program is likely to be cost effective.\2\

\2\ So in original. Probably should be "cost-effective.·"

(B) The Board may waive the requirements of subparagraph (A) of
this paragraph if it determines in writing, in accordance
with guidelines prescribed by the Director of the Office of
Management and Budget, that a cost-benefit analysis is not
required.

(C) A cost-benefit analysis shall not be required under
subparagraph (A) prior to the initial approval of a written
agreement for a matching program that is specifically
required by statute. Any subsequent written agreement for
such a program shall not be approved by the Data Integrity
Board unless the agency has submitted a cost-benefit
analysis of the program as conducted under the preceding
approval of such agreement.

(5) (A) If a matching agreement is disapproved by a Data Integrity
Board, any party to such agreement may appeal the
disapproval to the Director of the Office of Management and
Budget. Timely notice of the filing of such an appeal shall
be provided by the Director of the Office of Management and
Budget to the Committee on. Governmental Affairs of the
Senate and the Committee on Government Operations of the
House of Representatives.

(B) The Director of the Office of Management and Budget may
approve a matching agreement notwithstanding the
disapproval of a Data Integrity Board if the Director
determines that--

Laws in effect as ofJanuary 2, 2001
1-20

April 2002 Update

()



( ...)
'.•...

(i)

5 U.S.C. § 552a

the matching program will be consistent with all
applicable legal, regulatory, and policy
requirements;

(J

(J

(ii) there is adequate evidence that the matching
agreement will be cost-effective; and

(iii) the matching program is in the public interest.

(C) The decision of the Director to approve a matching
agreement shall not take effect until 30 days after it is
reported to committees described in subparagraph (A).

(D) If the Data Integrity Board and the Director of the Office
of Management and Budget disapprove a matching program
proposed by the inspector general of an agency, the
inspector general may report the disapproval to the head of
the agency and to the Congress.

(6) In the reports required by paragraph (3) (D), agency matching
activities that are not matching programs may be reported on an
aggregate basis, if and to the extent necessary to protect
ongoing law enforcement or counterintelligence investigations.

(v) Office.of Management and Budget Responsibilities.--The Director
of the Office of Management and Budget shall--

.(1) develop and, after notice and opportunity for public
comment, prescribe guidelines and regulations for the use
of agencies in implementing the provisions of this section;
and

(2) provide continuing assistance to and oversight of the
implementation of this section by agencies.

(Added Pub. L. 93-579, Sec. 3, Dec. 31, 1974, 88 Stat. 1897; amended
Pub. L. 94-183, Sec. 2(2), Dec. 31, 1975, 89 Stat. 1057; Pub. L. 97
365, Sec. 2, Oct. 25, 1982, 96 Stat. 1749; Pub. L. 97-375, title II,
Sec. 201 (a), (b), Dec. 21, 1982, 96 Stat. 1821; Pub. L. 97-452,
Sec. 2(a)(1), Jan. 12, 1983, 96 Stat. 2478; Pub. L. 98-477, Sec. 2(c),
Oct. 15, 1984, 98 Stat. 2211; Pub. L. 98-497, title I, Sec. 107(g),
Oct. 19, 1984, 98 Stat. 2292; Pub. L. 100-503, Secs. 2-6(a), 7, 8, Oct.
18, 1988, 102 Stat. 2507-2514; Pub. L. 101-508, title VII, Sec.
720l<b) (1), Nov. 5, 1990, 104 Stat. 1388-334; Pub. L. 103-66, title
XIII, Sec. 13581(C), Aug. 10, 1993, 107 Stat. 611; Pub. L. 104-193,
title I, Sec. 110(w), Aug. 22, 1996, 110 Stat. 2175; Pub. L. 104-226,
Sec. l(b) (3), Oct. 2, 1996, 110 Stat. 3033; Pub. L. 104-316, title I,
Sec. 115 (g) (2) (B), Oct. 19, 1996, 110 Stat. 3835; Pub. L. 105-34, title
X, Sec. 1026(b) (2), Aug. 5, 1997·, 111 Stat. 925; Pub. L. 105-362, title
XIII, Sec. 1301(d), Nov. 10, 1998, 112 Stat. 3293; Pub. L. 106-170,
title IV, Sec. 402 (a) (2), Dec. 17, 1999, 113 Stat. 1908.)

References in Text

Section 552(e) of this title, referred to in subsec. (a) (1), was
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redesignated section 552(f) of this title by section IB02(b) of Pub. L.
99-570.

Section 6103 of the Internal Revenue Code of 19B6, referred to in
subsec. (a) (B) (B) (iv) , (vii), is classified to section 6103 of Title
26, Internal Revenue Code.

Sections 404, 464; and 1137 of the 'Social Security Act~ referred to
in subsec. (a) (B) (B) (iv), are classified to sections 604, 664, and
1320b-7, respectively, of Title 42, The Public Health and Welfare.

For effective date of this section, referred to in subsecs. (k) (2),
(5), (7), (1) (2), (3), and (m), see Effective Date note below.

Section 6 of the Privacy Act of 1974, referred to in subsec.
(s) (1), is section 6 of Pub. L. 93-579, which was set out below and was
repealed by section 6(c) of Pub. L. 100-503.

For classification of the Privacy Act of 1974, referred to in
subsec. (s) (4), see Short Title note below.

Codification'

Section 552a of former Title 5, Executive ,Departments and
Government Officers and Employees, was transferred to section 2244 of
Title 7, Agriculture.

Amendments

1999--Subsec. (a) (B) (B) (viii). Pub. L. 106-170 added cl. (viii).
199B--Subsec. (u) (6), (7). Pub. L. 105-362 redesignated par. (7) as

(6), substituted --paragraph (3) (D)" for --paragraphs (3) (D) and
(6)", and struck out former par. (6) which read as follows: --The
Director of the Office of Management and Budget shall, annually during
the first 3 years after the date of enactment of this subsection and
biennially thereafter, consolidate in a report to the Congress the
information contained ·in the reports from the various Data Integrity
Boards under paragraph (3) (D). Such report shall include detailed
information about costs and benefits of matching programs that are
conducted during the period covered by such consolidated report, and
shall identify each waiver granted by a Data Integrity Board of the
requirement for completion and submission of a cost-benefit analysis
and the reasons for granting the waiver.' I

1997--Subsec. (a) (B) (B) (vii). Pub. L. 105-34 added cl. (vii).
1996--Subsec. (a) (B) (B) (iv) (III) 0 Pub. L. 104-193 substituted

"section 404(e), 464,' I for "section 464' '.
Subsec. (a) (B) (B) (v) to (vii). Pub. L. 104-226 inserted
"or'l at end of cl. (v), struck out "or'l at end of·cl.
(vi), and struck out cl. (vii) which read as follows:
--matches performed pursuant to section 6103(1) (12) of the
Internal Revenue Code of 19B6 and section 1144 of the Social
security Act; I I.

Subsecs. (b) (12), (m) (2). Pub. L. 104-316 substituted
- -3711 (e) ., for - -3711 (f) , , .

1993--Subsec. (a) (B) (B) (vii). Pub. L. 103-66 added cl. (vii).
1990--Subsec. (p). Pub. L. 101-50B amended subsec. (p) generally,

restating former pars. (1) and (3) as par. (1), adding
provisions relating to Data Integrity Boards, and restating
former pars. (2) and (4) as (2) and (3), respectivelyo
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1988--Subsec. (a) (8) to (13). Pub. L. 100-503, Sec. 5, added pars.
(8) to (13).
Subsec. (e) (12). Pub. L. 100-503, Sec. 3 (a), added par. (12).
Subsec. (f). Pub. L. 100-503, sec. 7, substituted
"biennially" for "annually" in last sentence.
Subsecs. (0) to (q). Pub. L. 100-503, Sec. 2 (2), added
subsecs. (0) to (q). Former subsecs. (0) to (q) redesignated
(r) to (t), respectively.
Subsec. (r). Pub. L. 100-503, Sec. 3 (b), inserted "and
matching programs" in heading and amended text generally.
Prior to amendment, text read as follows: "Each agency shall
provide adequate advance notice to Congress and the Office of
Management and Budget of any proposal to establish or alter
any system of records in order to permit an evaluation of the
probable or potential effect of such proposal on the privacy
and other personal or property rights of individuals or the
disclosure of information relating to such individuals, and
its effect on the pres~rvation of the constitutional
principles of federalism and separation of powers.' I

Pub. L. 100-503, Sec. 2(1), redesignated former subsec. (0) as (r).
Subsec. (s). Pub. L. 100-503, Sec. 8, substituted
"Biennial" for "Annual' I in heading, "biennially submit' I

for "annually submit' I in introductory provisions,
"preceding 2 years' I for "preceding year' I in par. (1), and
"such years' I for "such year' I in par. (2).

Pub. L. 100-503, Sec. 2(1), redesignated former subsec. (p) as (s).
Subsec. (t). Pub. L. 100-503, Sec. 2(1), redesignated former
subsec. (q) as (t).
Subsec. (u). Pub. L. 100-503, sec. 4, added subsec. (u).
Subsec. (v). Pub. L. 100-503, Sec. 6 (a), added subsec. (v).

1984--Subsec. (b) (6). Pub. L. 98-497, Sec. 107 (g) (1), substituted
"National Archives and Records Administration' I for
"National Archives of the United States' " and "Archivist
of the United States or the designee of the Archivist" for
"Administrator of General Services or his designee' I.

Subsec. (1) (1). Pub. L. 98-497, Sec. 107 (g) (2), substituted
"Archivist of the United States" for "Administrator of
General Services" in two places.
Subsec. (q). Pub. L. 98-477 designated existing provisions as
par. (1) and added par. (2).

1983--Subsec. (b) (12). Pub. L. 97-452 substituted "section 3711(f)
of title 31" for "section 3(d) of the Federal Claims
Collection Act of 1966 (31 U.S.C. 952(d»".
Subsec. (m) (2). Pub. L. 97-452 substituted "section 3711(f)
of title 31" for "section 3(d) of the Federal Claims
Collection Act of 1966 (31 U.S.C. 952(d»".
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1982--Subsec. (b) (12). Pub. L. 97-365, Sec. 2 (a), added par. (12).
Subsec. (e) (4). Pub. L. 97-375, Sec. 201(a), substituted
"upon establishment or revision" for "at least annually"
after "Federa~ Register' '.
Subsec. (m). Pub. L. 97-365, Sec. 2(b), designated existing
provisions as par. (1) and added par. (2).
Subsec. (p). Pub. L. 97-375, Sec. 201(b), substituted
provisions requiring annual submission of a report by the
President to the Speaker of the House and President pro
tempore of the Senate relating to the Director of the Office
of Management and Budget, individual rights of access,
changes or additions to systems of records, and other
necessary or useful information, for provisions which had
directed the President to submit to the Speaker of the House
and the President of the Senate, by June 30 of each calendar
year, a consolidated report, separately listing for each
Federal agency the number of records contained in any system
of records which were exempted from the application of this
section under the provisions of subsections (j) and (k) of
this section during the preceding calendar year, and the
reasons for the exemptions, and such other information as
indicate efforts to administer fully this section.

1975--Subsec. (g) (5). Pub. L. 94-183 substituted "to September 27,
1975' I for "to the effective date of this section' '.

Change of Name

committee on Government Operations of House of Representatives
treated as referring to committee on Government Reform and Oversight of
House of Representatives by section l(a) of Pub. L. 104-14, set out as
a note under section 21 of Title 2, The Congress. Committee on
Government Reform and Oversight of House of Representatives changed to
Committee on Government Reform of House of Representatives by House
Resolution No.5, One Hundred Sixth Congress, Jan. 6, 1999.

Effective Date of 1999 Amendment

Amendment by Pub. L. 106-170 applicable to individuals whose period
of confinement in an institution commences on or after the first day of
the fourth month beginning after December 1999, see section 402(a) (4)
of Pub. L. 106-170, set out as a note under section 402 of Title 42,
The Public Health and Welfare.

Effective Date of 1997 Amendment

Amendment by Pub. L. 105-34 'applicable to levies issued after Aug.
5, 1997, see section 1026(c) of Pub. L. 105-34, set out as a note under'
section 6103 of Title 26, Internal Revenue Code.
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Effective Date of 1996 Amendment

Amendment by Pub. L. 104-193 effective July 1, 1997, with
transition rules relating to State options to accelerate such date,
rules relating to claims, actions, and proceedings commenced before
such date, rules relating to closing out of accounts for terminated or
substantially modified programs and continuance in office of Assistant
Secretary for Family Support, and provisions relating to termination of
entitlement under AFDC program, see section 116 of Pub. L. 104-193, as
amended, set out as an Effective Date note under section 601 of Title
42, The Public Health and Welfare.

Effective Date of 1993 Amendment

Amendment by Pub. L. 103-66 effective Jan. 1, 1994, see section
13581(d) of Pub. L. 103-66, set out as a note under section 1395y of
Title 42, The Public Health and Welfare.

Effective Date of 1988 Amendment

Section 10 of Pub. L. 100-503, as amended by Pub. L. 101-56, Sec.
2, July 19, 1989, 103 Stat. 149, provided that:

--(a) In General.--Except as provided in subsections (b) and (c),
the amendments made by this Act [amending this section and
repealing provisions set out as a note below] shall take
effect 9 months after the date of enactment of this Act [Oct.
18, 1988].

--(b) Exceptions.--The amendment made by sections 3(b), 6, 7, and 8
of this Act [amending this section and repealing provisions
set out as a note below] shall take effect upon enactment.

--(c) Effective Date Delayed for Existing Programs.--In the case of
any matching program (as defined in section 552a(a) (8) of
title 5, United States Code, as added by section 5 of this
Act) in operation before June 1, 1989, the amendments made by
this Act {other than the amendments described in subsection
(b» shall take effect January 1, 1990, if--

--(1) such matching program is identified by an agency as being
in operation before June 1, 1989; and

--(2) such identification is--
--(A) submitted by the agency to the Committee on

Governmental Affairs of the Senate, the Committee on
Government Operations of the House of
Representatives, and the Office of Management and
Budget before August 1, 1989, in a report which
contains a schedule showing the dates on which the
agency expects to have such matching program in
compliance with the amendments made by this Act, and

--(B) published by the Office of Management and Budget in
the Federal Register, before September 15, 1989.' I

Effective Date of 1984 Amendment

Amendment by Pub. L. 98-497 effective Apr. 1, 1985, see section 301
of Pub. L. 98-497, set out as a note under section 2102 of Title 44,
public Printing and Documents.
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Effective Date

Section 8 of Pub. L. 93-579 provided that: --The provisions of this
Act [enacting this section and provisions set out as notes under this
section] shall be effective on and after the date of enactment [Dec.
31, 1974], except that the amendments made by sections 3 and 4
[enacting this section and amending analysis preceding section 500 of
this title] shall become effective 270 days following the day on which
this Act is enacted. I I

Short Title of 1990 Amendment

section 7201(a) of Pub. L. 101-508 provided that: --This section
[amending this section and enacting provisions set out as notes below]

may be cited as the -Computer Matching and Privacy Protection
Amendments of 1990'.1 I

Short Title of 1989 Amendment

Pub. L. 101-56, Sec. 1, July 19, 1989, 103 Stat. 149, provided
that:
--This Act [amending section 10 of Pub. L. 100-503, set out as a note
above] may be cited as the -Computer Matching and Privacy Protection
Act Amendments of 1989'.' I

Short Title of 1988 Amendment

Section 1 of Pub. L. 100-503 provided that: --This Act [amending
this section, enacting provisions set out as notes above and below, and
repealing provisions set out as a note below] may be cited as the
'Computer Matching and Privacy Protection Act of 1988'. I I

Short Title

Section 1 of Pub. L. 93-579 provided: --That this Act [enacting
this section and provisions set out as notes under this section] may be
cited as the 'privacy Act of 1974'. I I

. Termination of Reporting Requirements

For termination, effective May 15, 2000, of reporting provisions in
subsec. -(s) of this section, see section 3003 of Pub. L. 104-66, as
amended, set out as a note under section 1113 of Title 31, Money and
Finance, and page 31 of House Document No. 103-7.

Delegation of Functions

Functions of Director of Office of Management and Budget under this
section delegated to Administrator for Office of Information and
Regulatory Affairs by section 3 of Pub. L. 96-511, Dec. 11, 1980, 94
Stat. 2825, set out as a note under section 3503 of Title 44, Public
Printing and Documents.
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Publication of Guidance Under Subsection (p) (1) (A) (ii)

Section 7201(b) (2) of Pub. L. 101-508 provided that: "Not later
than 90 days after the date of the enactment of this Act [Nov. 5,
1990), the Director of the Office of Management and Budget shall
publish guidance under subsection (p) (1) (A) (ii) of section 552a of
title 5, united States Code, as amended by this Act. 11

Limitation on Application of Verification Requirement

Section 7201(c) of Pub. L. 101-508 provided that: "Section
552a(p) (1) (A) (ii) (II) of title 5, United States Code, as amended by
section 2 [probably means section 7201(b) (1) of Pub. L. 101-508), shall
not apply to a program referred to in paragraph (1), (2), or (4) of
section 1137(b) of the Social Security Act (42 U.S.C. 1320b-7), until
the earlier of--

"(I) the date on which the Data Integrity Board of the Federal
agency which administers that program determines that
there is not a high degree of confidence that information
provided by that agency under Federal matching programs
is accurate; or,

"(2) 30 days after the date of publication of guidance under
section 2(b) [probably means section 7201(b) (2) of Pub.
L. 101-508, set out as a note above] . I I

Effective Date Delayed for Certain Education Benefits Computer Matching
Programs

Pub. L. 101-366, title II, Sec. 206(d), Aug. 15, 1990, 104 Stat.
442, provided that:

"(I) In the case of computer matching programs .between the
Department of Veterans Affairs and the Department of Defense
in the administration of education benefits programs under
chapters 30 and 32 of title 38 and chapter 106 of title 10,
United states Code, the amendments made to section 552a of
title 5, United States Code, by the Computer Matching and
privacy Protection Act of 1988 [Pub. L. 100-503J (other than
the amendments made by section 10(b) of that Act) [see
Effective Date of 1988 Amendment note aboveJ shall take
effect on October 1, 1990.

"(2) For purposes of this subsection, the term 'matching program'
has the same meaning provided in section 552a(a) (8) of title
5, United States Code. I I

Implementation Guidance for 1988 Amendments

Section 6(b) of Pub. L. 100-503 provided that: "The Director
shall, pursuant to section 552a(v) of title 5, United States Code,
develop guidelines and regulations for the use of agencies in
implementing the amendments made by this Act [amending this section and
repealing provisions set out as a note below] not later than 8 months
after the date of enactment of this Act [Oct. 18, 1988J."
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construction of 1988 Amendments

section 9 of Pub. L. 100-503 provided that: --Nothing in the
amendments made by this Act [amending this section and repealing
provisions set out as a note below] shall be construed to authorize--

--(1) the establishment or maintenance by any agency of a
national data bank that combines, merges, or links
information on individuals maintained in systems of
records by other Federal agencies;

--(2) the direct linking of computerized systems of records
maintained by Federal agencies;

--(3) the computer matching of records not otherwise authorized
by law; or

--(4) the disclosure of records for computer matching except to
a Federal, State, or local agency.' I

Congressional Findings and Statement of Purpose

Section 2 of Pub. L. 93-579 provided that:
--(a) The Congress finds that--

--(1) the privacy of an individual is directly affected by the
collection, maintenance, use, and dissemination of
personal information by Federal agencies;

--(2) the increasing use of computers and sophisticated
information technology, while essential to the efficient
operations of the Government, has greatly magnified the
harm to individual privacy that can occur from any
collection, maintenance, use, or dissemination of
personal information;

--(3) the opportunities for an individual to secure employment,
insurance, and credit, and his right ~o due process, and
other legal protections are endangered by the misuse of
certain information systems;

--(4) the right to privacy is a personal and fundamental right
protected by the Constitution of the United States; and

-- (5) in order to protect the privacy of individuals identified
in information systems maintained by Federal agencies, it
is necessary and proper for the Congress to regulate the
collection, maintenance, use, and dissemination of
information by such agencies.

--(b) The purpose of this Act [enacting this section and provisions
set out as notes under this section] is to provide' certain
safeguards for an individual against an invasion of personal
privacy by requiring Federal agencies, except· as otherwise
provided by law, to--

--(1) permit an individual to determine what records pertaining
to him are collected, maintained, used, or disseminated
by such agencies;

--(2) permit an individual to prevent records pertaining to him
obtained by such agencies for a particular purpose from
being used or made available for" another purpose without
his consent;
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"(3) permit an individual to gain access to information
pertaining to him in Federal agency records, to have a
copy made of all or any portion thereof, and to correct
or amend such records;

"(4) collect, maintain, use, or disseminate any record of
identifiable personal information in a manner that
assures that such action is for a necessary and lawful
purpose, that the information is current and accurate for
its intended use, and that adequate safeguards are
provided to prevent misuse of such information;

"(5) permit exemptions from the requirements with respect to
records provided in this Act only in those cases where
there is an important public policy need for such
exemption as has been determined by specific statutory
authority; and

"(6) be subject to civil suit for any damages which occur as a
result of willful or intentional action which violates
any individual's rights under this Act. ' I

privacy Protection Study Commission

Section 5 of Pub. L. 93-579, as amended by Pub. L. 95-38, June 1,
1977, 91 Stat. 179, which established the Privacy Protection Study
Commission and provided that.the Commission study data banks, automated
data processing programs and information systems of governmental,
regional and private organizations to determine standards and
procedures in force for protection of personal information, that the
Commission report to the President and Congress the extent to which
requirements and principles of section 552a of title 5 should be
applied to the information,practices of those organizations, and that
it make other legislative recommendations to protect the privacy of
individuals while meeting the legitimate informational needs of
government and society, ceased to exist on September 30, 1977, pursuant
to section 5(g) of Pub. L. 93-579.

Guidelines and Regulations for Maintenance of Privacy and Protection of
Records of Individuals

Section 6 of Pub. L. 93-579, which provided that the Office of
Management and Budget shall develop guidelines and regulations for use
of agencies in implementing provisions of this section and provide
continuing assistance to and oversight of the implementation of the
provisions of such section by agencies, was repealed by Pub. L. 100
503, Sec. 6(c), Oct. 18, 1988, 102 Stat. 2513.

Disclosure of Social Security Number

Section 7 of Pub. L. 93-579 provided that,
"(a) (1) It shall be unlawful for any Federal, State or local

government agency to deny to any individual any right,
benefit, or privilege provided by law because of such
individual's refusal to disclose his social security
account number.

"(2) the [The] provisions of paragraph (1) of this subsection
shall not apply with respect to--
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"(A) any disclosure which is required by Federal statute,
or

"(B) the disclosure of a social security number to any
F~deral, State, or local agency maintaining a system
of records in existence and operating before January
1, 1975, if such disclosure was required under
statute or regulation adopted prior to such date to
verify the identity of an individual.

"(b) Any Federal, State, or local government agency which requests
an individual to disclose his social security account number
shall inform that individual whether that disclosure is
mandatory or voluntary, by what statutory or other authority
such number is solicited, and what uses will be "made of it. I I

Authorization of Appropriations to Privacy Protection Study Commission

Section 9 of Pub. L. 93-579, as amended by Pub. L. 94-394, Sept. 3,
1976, 90 Stat. 1198, authorized appropriations for the period beginning
July 1, 1975, and ending on September 30, 1977.

Classified National Security Information

For provisions relating to a response to a request for information
under this section when the fact of its existence or nonexistence is
itself classified or when it was originally classified by another
agency, see Ex. Ord. No. 12958, Sec. 3.7, Apr. 17, 1995, 60 F.R. 19835,
set out as a note under section 435 of Title 50, War and National
Defense.

Section Referred to in Other Sections

This section is referred to in sections 552b, 1212, 3111, 7133,
8148 of this title; title 7 sections 2204b, 2279b, 7035; title 10
sections 1102, 1506, 1588i title 12 section 1715z; title 14 section
645; title 15 section 278g-3; title 16 sections 410cc-35, 1536; title
19 section 1631; title 20 sections 1080a, 1090, 9010; title 22 section
4355; title 25 section 3205; title 26 sections 6103, 7852; title 29
section 1908; title 31 sections 3701, 3711, 3716, 3718, 3729, 3733,
7701; title 38 sections 3684A, 5701; title 39 section 410; title 42
sections 247b-4, 300aa-25, 402, 405, 904, 1306, 3544, 9660, 14614,
14616; title 44 sections 2906, 3501, 3504, 3506; title 46 sections
7702, 9303; title 49 section 30305; title 50 section 403-5b; title 50
App. section 2159.
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FOIA Contacts List

Name, Title, Address, and E-Mail Phone Number Fax Number
Brenda Dolan DOC FOIAIPA Officer (202) 482-4115 (202) 482-3270
Washington, D.C.
bdolanli7il.doc.eov

Jean Carter-Johnson, NOAA FOIA Officer (301) 713-3540 X209 (301) 713-1169
Silver Spring, MD
iean.carter.iobnsoni7il.noaa.!wv

Marie Marks, NOAA FOIA Team Leader (301) 713-3540 X144 (301) 713-2303
Silver Spring, MD
Marie.h.rnarks(@noaa.eov

Veronica Harvey, NOS FOIA Officer (301)713-3070 x184 (301)713-4307
Silver Spring MD
veronica.harve~f@.noaa.gov

Katie Geenen-Nierni, NOS FOIA Coordinator (301) 713-3070 X139 (301) 713-4307
Silver Spring, MD
katie.oeenen.niemiwlnoaa.gov

John Kaperick, NOS OR&R FOIA Liaison (206) 526-6400 (206) 526-6329
Seattle, WA
iohn.kanericki7il.noaa.eov

Gail Siani, Paralegal, (206) 526-4566 (206) 527-1542
Office of General Counsel
Seattle, WA
eail.e.sianii7il.noaa.gov

Katherine Pease, Senior Attorney, (562) 980-4077 (562) 980-4084
Office of General Counsel
Long Beach, CA
kathe.pease(@noaa.l!ov

Stephanie Fluke, Attorney, (727) 570-5362 (727) 570-5376
Office of General Counsel
St. Petersburg, FL
steohanie.f1ukeln)noaa.D ov

Cheryl Scannell, Attorney, (727) 570-5365 (727) 570-5376
Office of General Counsel
St. Petersburg, FL 33702-2439
chervl.scanneIl@noaa.gov

.
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FOIA Contacts List (continued)

Name, Title, Address, and E-Mail Phone Number Fax Number
Marguerite Matera, Attorney, (978) 281-9231 (978) 281-9389
Office of General Counsel
Gloucester, MA 01930-2298
mareuerite.materauv.noaa.e:ov

Gwendolyn Wilkie, Attorney, (978) 281-9211 (978) 281-9389
Office ofGeneral Counsel
Gloucester, MA
~wendolvn.wilkiel@noaa.~ov

Mary O'Connell (301)713-1328 (301) 713-1229
Office of General Counsel
Silver Spring MD 20910~3282
Marv.e.o·connell@noaa.(Jov

Linda Burlington (301)713-1332 . (301) 713-1229
Office of General Counsel
Silver Spring MD
Linda.B.Burlimrton(@noaa.~ov

U.S. Department of Commerce (202) 482-5391
Assistant General Counsel for Administration
Washington, D.C.
Judith Means jmeans@doc.flOV

John Gifft jgiffi@doc.gov

--FOIA appeals are handled by this office

U.S. Department of Justice (202) 514-3642
FOIA Counselor Service
--Can answer questions regarding FOIA,

exemptions, how to proceed on certain
types ofrequests, etc.

--These attorneys are very experienced
in FOIA litigation and are a good
resource to consult if you are unsure
or have an uncommon request

J-2
April 2002 Update

, •• > ........

(.J

.•..J....
'.



C)

()

FOIA Internet Resources

Web Site Resource Web Site Address
NOAA FOIA Office http://\vww.rdc.noaa.gov!-foia!

The NOAA FOIA Office web site has infonnation on
FOIA exemptions, fees, appeals, policies, reports, and
legislation. It also has a tutorial section on processing

FOIA requests ai:J.d available training.

U.S. Department of Justice http://www.usdoj.gov/oip!

The U.S. Department of Justice Office of Infonnation
and Privacy web site has an abundance of infonnation

on FOIA, including a "FOIA Reference Guide"
and infonnation on training. The Department of

Justice training on FOIA is the best available.
FOIA Reference Guide http://www.usdoj.20v/04[oi.104 3.htrnl

This is a great source ofinfonnation on topics
pertaining to FOIA. It includes infonnation from

both the requester and receiver perspectives.

FOIA Update Newsletter http://www.usdoj.go,,!oip/foi-upd.hnn

'rhis newsletter provides infonnation on updates to
FOIA. It also includes infonnation on current or
recently-settled cases and decisions. Items from

1979 - 2000 can be found at this address. There was
a change to "FOIA Post" after that.

FOIAPost. http://www.llsdoj.e.ov/oipffoiapostimain
nae.e.htl11

This is the replacement for "FOIA Update
Newsletter". It began in March 2001 and provides

updates to FOIA as well as infonnation on current or
recently-settled cases and decisions.

U.S. DOJ General FOIA Page http://WW\\'.usda;.20\'/04[aiaiindex.htm

!
This is good general page about FOIA in DOJ. It also
provides a FOIA contact list for federal agencies and

other good infonnation on FOIA.

White House Council on Environmental Qualitv http://'www.whitehouse.gov/ceq/

This site has armual FOIA reports for the Council on
Environmental Quality.
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Sample Letters and Memos



U.S. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
National Ocean Service
Office ofResponse and Restoration
7600 Sand Point Way N.E. - Bin C15700
Seattle. Washington 98115

September 13, 2000

John P. Englert
Kirkpatrick & Lockhart
535 Smithfield Street
Pittsburgh, PA 15222-2312

Re: FOlA Request #2000-Q0434

Dear Mr. Englert:

We are in receipt of your Freedom offuformation Act Request, dated August 23,2000, for records relating to
the li Tungsten site in Glen Cove, New York. We have classified you as a commercial use requestor under 15
CFR § 4.11 (b)(l) and you will be responsible to pay any costs associated with our response to your request. We
anticipate having a cost estimate available for you by September 25th

• Please feel free to contact me at (206)
526-6400 if you have any questions regarding your request.

Sincerely,

John Kaperick, FOlA liaison

Cc: NOAA FOlA Office
File
OR&RHQ
NOSHQ

C)
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October 4, 2000

John P. Englert
Kirkpalrick & Lockhart
535 Smithfield Street
Pittsburgh, PA 15222-2312

Re: FOlA Request #2000-00434

Dear Mr. Englert:

U.S. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
National Ocean Service .
Office of Response and Restoration
7600 Sand Point Way N.E. - Bin C15700
Seattle, Washington 98115

(J

We are in receipt of your Freedom of Information Act Request, dated August 23, 2000, for records relating to
!he Li Tungsten site in Glen Cove, New York. We have classified you as a commercial use requestor under 15
CFR § 4.11 (b)(I) and you will be responsible to pay any costs associated wi!h our response to your request. We
estimate !he costs associated wi!h your request to be $942.25 and hereby request prepayment of !hese costs Prior ...),.
to furlher processing of your request. The check should be made payable to "Treasury of !he United States" and (
sent directly to !he NOAA FOlA Office at 1305 East West Highway, Silver Spring, MD 20910, attention: \.
Marie Marks. Ifwe do not receive prepayment by 30 days from !he date of this letter, we will close this
request. Please feel free to contact me at (206) 526-6400 if you have any questions.

Sincerely,

John Kaperick, FOlA Liaison

Cc: NOAA FOlA Office
File
OR&RHQ
NOSHQ
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u.s. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
National Ocean Service
Office of Response and Restoration
7600 Sand Point Way N.E. - Bin C15700
Seattle, Washington 98115

April 8, 2002

Peggy Regan
Phelps Dunbar LLP
Canal Place
365 Canal Street, Suite 2000
New Orleans, LA 70130-9130

Re: FOIA Request 2002-00122, dated 12/20/2001

Dear Ms. Regan:

I am in receipt ofyour Freedom ofInformation Act request and your subsequent letter narrowing
the request to those documents NOAA would exclusively have regarding sites owned or leased in the
past by the Port ofBeIlingham, Washington. I have searched our records and have talked with our
Coastal Resource Coordinator in the Washington area and have detennined that we have no records
responsive to your request. Thank you for your interest in the operations of our agency. Please feel free
to contact me at any time ifyou have any questions. You may appeal this detennination within 30
calendar days from the date of this initial denial letter. Address your written appeal to the Assistant
General Counsel for Administration, Room 5875, U.S. Department of Commerce, 14th Street and
Constitution Avenue, NW, Washington, D.C. 20230, and prominently mark your letter and the outside
envelope, "Freedom of Information Appeal." Your appeal should state the reasons, under the Act, why
you believe this detennination to be in errOL It should also include a copy ofyour original request and
this response letter.

Sincerely,

John Kaperick, FOIA Liaison
NOAA Office ofResponse and Restoration
(206) 526-6400
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u.s. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
National Ocean Service
Office ofResponse and Restoration
7600 Sand Point WayN.E. - Bin C15700
Seattle, Washington 98115

..)
( ...

April 9, 2002

Lori E. Andrus
Lieff, Cabraser, Heimann & Bernstein
3319 West End Avenue, Suite 600
Nashville,1N 37203-1074

Re: FOIA Request 2002-00202, dated 2120/2002

Dear Ms. Andrus:

1 am in receipt ofyour Freedom ofInformation Act request and have reviewed it thoroughly. I have
searched our records and have talked with our Coastal Resource Coordination staff, our Damage
Assessment Center staff, our Scientific Support Coordination staff, and the Office of General Counsel
staff and have detennined that we have no records responsive to your request. Thank you for your
interest in the operations of our agency. Please feel free to contact me at any time ifyou have any
questions. You may appeal this detennination within 30 calendar days from the date of this initial denial
letter. Address your written appeal to the Assistant General Counsel for Administration, Room 5875, ..)
U.S. Department of Commerce, 14th Street and Constitution Avenue, NW, Washington, D.C. 20230, and "
prominently mark your letter and the outside envelope, "Freedom of Information Appeal." Your appeal i•....

should state the reasons, under the Act, why you believe this detennination to be in error. It should also
include a copy ofyour original request and this response letter.

Sincerely,

Margaret Davidson, Administrator
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U.S. DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric
Administration
National Ocean Service
Office of Response and Restoration
7600 Sand Point WayN.E. - Bin C15700
Seattle. Washington 98115

(J

October 19, 2000

Alfred E. Smith
Nossaman, Guthner, Knox & Elliott
445 South Figueroa Street, Thirty-First Floor
Los Angeles, CA 90071-1602

Re: FOIA Request #2000-00431

Dear Mr. Smith:

This responds to your Freedom of Information Act request, dated August 16, 2000, to the
National Oceanic and Atmospheric Administration. We are providing you with some
whole documents and some redacted documents. We have detennined that the rest of the
records requested by you are exempt from disclosure under 5 USC § 552(b)(5), as
amended. This exemption allows an agency to withhold from public disclosure inter
agency and intra-agency memoranda or other documents and communications which
would not be available by law to a party other than an agency in litigation with the
agency. The exemption incorporates several of the government's accepted privileges
from discovery in litigation, including the privileges for attorney work product, attorney
client communications and deliberative materials. An index of all withheld and/or
redacted documents is provided with this response.

Based on the above information, this constitutes a partial denial ofyour request.
You may appeal the denial of information within 30 calendar days from the date of this
initial denial letter. Address your written appeal to the General Counsel, Room 5882,
U.S. Department of Commerce, 14th Street and Constitution Avenue, NW, Washington,
D.C. 20230, and prominently mark your letter and the outside envelope, "FOIA Appeal."
Your appeal should state the reasons why you believe the requested records should be
released under the Act and why you believe this denial decision to be in error.

Sincerely,

Acting Director, National Ocean Service

cc: NOAA FOIA Office
File
OR&RHQ
NOSHQ
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