§212.31

countries upon application made either
or in person in writing to the USAID
Director, or other principal USAID of-
ficer, c/o American Embassy in the ap-
plicable country.

Subpart D—Access to Agency
Records

§212.31 Availability of agency records.

Upon receiving a request which rea-
sonably describes a USAID record, and
which is made in accordance with the
provisions of this subpart, USAID will
make such records, except the fol-
lowing, promptly available to the re-
questing party:

(a) Matters published in the FEDERAL
REGISTER pursuant to subpart B;

(b) Matters made available to the
public pursuant to subpart C; and

(c) Matters exempt from disclosure
pursuant to §212.41 or §241.42 of this
part.

§212.32 Identification of records.

The request for a record by a member
of the public must contain a reason-
ably specific description of the par-
ticular record sought so that a USAID
officer who is familiar with the subject
matter of the request may be able to
locate the record with a reasonable
amount of effort. A description that in-
cludes as much information as possible,
such as the subject matter, format, ap-
proximate date and, where pertinent,
the name of the country or person in-
volved, will facilitate the search for
the requested record.

§212.33 Procedure for
quests.

(a) Requests for records, other than
records available at the Public Reading
Room identified in §212.24(a), may be
made by a member of the public in
writing only to the Chief, Customer
Outreach and Oversight Staff, Room
1113, SA-16, Agency for International
Development, Department of State, 320
21st Street, N.W., Washington, D.C.
20523-1608. The request and the enve-
lope must be plainly marked ‘‘FOIA
Request.” Requests may be made oral-
ly, that is, in person, only for records
and materials available at the Public
Reading Room.
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(b) Requests for records may be made
directly to a USAID mission or office
abroad only by a citizen of the United
States who is present in that country
and must be by written application to
the USAID Director (or other principal
USAID officer), care of the American
Embassy in that country. Any such
written request and its envelope must
be plainly marked ‘“‘FOIA Request.”

(c) Only signed original (as opposed
to electronically transmitted) requests
are acceptable for procedures pursuant
to paragraphs (a) and (b) of this sec-
tion. Telephoned requests, or in-person
requests other than to the Public Read-
ing Room, cannot be accepted. If a
written request not properly marked
“FOIA Request” on both the letter and
envelope is thereby delayed in reaching
the Chief, Office of Customer Outreach
and Oversight Staff, such request will
not be deemed received by USAID until
actually received by that official. In
the event of such a delay, the person
making the request will be furnished a
notice of the effective date of receipt.

§212.34 Procedures for responding to
requests for records.

(a) Upon receipt by the Chief, Office
of Customer Outreach and Oversight
Staff, of a reasonably specific request
made pursuant to §212.33 of this part, a
maximum of ten working days will nor-
mally be taken to determine to what
extent the Agency can provide the in-
formation requested. Upon the making
of that determination, the person mak-
ing the request will be promptly so in-
formed. Copies of the releasable docu-
ments will be made available promptly
thereafter upon receipt of applicable
fees and charges as set forth in §212.35.

(b)(1) In wunusual circumstances,
USAID may not be able to determine
the availability of the requested docu-
ments within ten working days, in
which event the person making the re-
quest will be informed by written no-
tice of the delay, the reasons for the
delay and the date on which a deter-
mination may be expected. In this con-

text, the term “unusual cir-
cumstances’ refers to the following
situations:

(i) When there is a need to search for
and collect the requested records from
field facilities or other establishments
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