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A FOIA request is generally a request for access t

0
third Darty, an organization, or 2 pa*tic”lﬂf topic of intere A ?nvac.y Act

cords concerning oneself; such req ests are also
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request is a request for re
treated as FOLA requests. ( II requests for access to records, regardless
of which law is cited by the requester, are incladed in this report).

nitial Request — 2 request to a federal agency for access to records under

1 Freedom of Information Act.
Appeal —a request to a federal agency asking that it review at a higher
administrative level a full denial or pariial denial of access to records
under the Freedom of Information Act, or any other FOIA determination
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Processed Request or Appeal — a request or appeal for which an agency



4
G,

o)

Y
et

et
o

has taken a final action on the request or the appeal in all respects.
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Multi-track processing — a system in which simple requests requiring
relatively minimal review are placed in one processing track and more
voluminous and complex requests are placed in one or more cther tracks.
Requests i n each frack are processed on a first-in/first-out baﬂs A

Ex Ddited processing -- an agency will process a FOTA request on an
exn dited basis when a requester has shown an
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xceptional nsed or
urgency for the records which warrants pricritization of his or her request
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Simple request -- a FOIA requ
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Complex request -- a FOIA request that an agency using multi-track
cessing placesin a Iowe: mﬂk based on the volume and/or complexity

of records requestad
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Demial -- an agency decision not to release any part o 2 record or records
in response o a FQIA request because 2ll the information in the quer‘_ed
records 1s determined by the agency o be exempz under one or more of the
FOIA’s exemptions, or for some procedural reason (such as because no
record is located i response to 2 FOTA request).

Time limits -- the time period in the Freedom of Information Act for an
agency to respond o a FOILA request (ordinarily 20 working davs from

proper receipt of a “perfected” FOIA request).

“Perfected” request -- a FOIA request for records which adequately

describes the records sought, which has been received by xhe rOI office
of H agenc* or agency ponent in pq ion of th . and for
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4. Exemption 3 statute -- a separate federal statute prohibiting the disclosure
of a certain type of information and authorizing its withholding under
FOIA subsection (b)(3).

5. Median number -- the middle, not average number. For example, 3, 7, and
14, the median number 1s 7.

8. Average number -- the number obtained by g of a group of
numbers by the quantity ofn umbers in the group. For example, of 3, 7,

')

and 14, the average number is &,

mber of times invoked.

description of type(s) of information withheld under each siatute (Be specific

gard to the information withheld.)
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whether a court has uphald the use of 2ach statuts. if so,

Al Numbers of initial requests.
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¢« Even though a requester may ask for several items, e.g., copies of

=

four audit reports, this still anly constitutes one reguest.
¥ e

« The total of the numbers in lines I and 2, minus the number in line
3, should equal the number in line 4
Number of requests pending 25 of end of preceding fiscal vear 2
. ~ sl
Number of requests received during current fiscal yvear A

Number of requests processed during current fiscal year . 5S¢
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(Enter this number also in line VIT.B.1.)
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(6) Exemption 6
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(7) Exemption 7 (4)
(8) Exemption 7 (B)

(9) Exemption 7 (C)
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(14) Exemption ©
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g. notanagency record 2
h. duplicate request &
i. other (specify) i
(If a request was denied under the Privacy Act, specif

s

Appeals of Initial Denials of

. This should include all access request:

Pm’aq Act exemption was used to deny the information.)
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FOIA/PA Requests (To be completed by the Department.)
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, whether first-party or third-party.
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Numbers of appeals.

1. Number of appeals received during fiscal year

2. Number of appeals processed during fiscal year

1 tinm ~F ala
Disposition of appeals
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2. Number partially reversed
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(7) Exemption 7(A)
(8) Exemption 7(B)

(9) Exemption 7(C)
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(10) Excemption 7(D)
(11) Exemption 7(E)

(12) Exemption 7 (F)
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request withdrawn

d. feas-related reason
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e. records not reasonably deserihad
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1 s denled under the Privacy Act, specify which
Privacy Act exemption was used {0 deny the information
VI  Compliance with Time Limits/Status of Pending Requests
« Bureaus should count days from the time at which a request is “perfected.”
¢ Bureaus should provide the median number of days under A and B. If the bureau

elieves that “average time” 1s a better measure of its performance, it may wish to
include that as well.

o Examples - calculating the median:



1) Given 7 requests completed during the fiscal year, aged 10, 23, 35, 63, 75, 80, and
400 days from date of perfection to date of completion, the total number of requests
completed during the fiscal year would be 7 and the median age of the completed
requests would be 65 days.

2) Example fOL calculatlo of median: If there were 6 pendin
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(NOTE: DOI does not use multitrack processing at this time.)
B. Status of pending requests.
1. N mbbr of requests pandmg 2s of end of FY 2003 /5

nter this number from Line V.A4.)

!\)

Median number of days that such requests were
ending as of that date (September 30, 2003) i

*O

(8

Average number of days that such requests we
pending as of that date ( optional)
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VII.  Comparisons with Previous Year(s)

Bureaus should state comparisons both in total numbers and n percentage of change.

Al Comparison of numbers of requests received:

B. Comparison of num

C. Comparison of
% changs over FY 02
FY 03 —SL 7
S
D op uel narrative s

roreo e mam el 1
TOTROOTOS BVEIAD

its employees {do aot i fraining

A
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E Number of requests Tor expedited processing receivad: i
LTI S - ~ I o/ P e T frearm g
Number of requests for expedited processing granted O

X, Costs/FOIA Staffing

Al Staffing levels.

—t

Number of full-time FOIA personnel /

!\J

Number of personnel with part-time or
occasional FOIA duties (in total work-vears) /.

(For example, if one emplovee spends 10% of his time on FOIA,
another 25%, and a third emplovee 30%, the total would be



.85 work-vears.)

~

3. Total number of personnel (in work-years) . 4

(For example, if there are 5 employees who are invoived in FOTA/PA
matters full time, and 3 emplos ees working on FOIA/PA matters part

under line 3 would be 5.85

s The salaries (or portion thereof) of the FOIA
Officer/Coordinator(s) and others involved in
administering/lmplementing the FOIA Program, including clerie
support (include under I, 2, and 3, if applicable). For purposes
the report, use the individual's salary (exclude benefits and
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3. Total costs Sl 2
4. Comparison with previous year(s) (including % of change) — /9 ,{,

Statement of additional resources needed for FOIA compliance
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FOIA Regulations (Including the Feg Schedule)
ra

This includes charges for search, review (commercial-use requesters only).
document duplication, and any other direct costs permitted under agency

regulations.

Total amount fﬁoaf\ﬂb"‘bdb‘f sency for nrocessinge ra 13

lotal amount of Tees collected by agency for processing requests
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