Quide to Electronic
Freedom of I nfornmation

1. G@Guide to FOA & Public Records

This Qui de describes the public information and official
records of the Federal Retirenment Thrift |nvestnent Board
(Board). It also explains how you can gain access to various
agency records or copies of them This guidance was prepared in
accordance wth the Electronic Freedom of Information Act (FO A)
Amendnents of 1996. Most of this information is codified at
5 CFR Part 1631, “Availability of Records.”

2. Description of the Board

The Board was established as an i ndependent agency by the
Federal Enpl oyees’ Retirenment System Act (FERSA) of 1986 (5
US. C 8472). It is one of the snmaller Executive Branch agen-
cies, with just over 100 enployees. It was established to adm n-
ister the Thrift Savings Plan (TSP), which provides Federal em
pl oyees the opportunity to save for retirenent. The TSP is a
tax-deferred defined contribution plan simlar to a private sec-
tor 401(k) plan. The TSP is one of the three parts of the Fed-
eral Enpl oyees’ Retirenment System (FERS) (5 CFR Parts 1600-1699).

FERSA vests responsibility for the agency in six naned
fiduciaries: the five Board nenbers and the Executive Director
As part of its mssion to operate the TSP and nmanage its invest-
ments solely in the interest of TSP participants and benefici a-
ries, the Board perforns the follow ng duties:

Mai nt ai ns an account for each TSP participant;

Est abl i shes i nvestnment policies for the Governnent Secu-
rities Investnent (G Fund, Fixed Incone |Index |Invest-
ment (F) Fund, Common Stock I ndex |Investnent (C) Fund,
Smal | Capitalization Stock Index Investnent (S) Fund,
International Stock Index Investnment (1) Fund,

Provi des enpl oyi ng agencies with sufficient informtion
regardi ng the various aspects of the Plan to facilitate
i nfornmed deci si on—mki ng on the part of their enployees;

Makes | oans to participants fromtheir own accounts;

Pays benefits to separated partici pants and benefici a-
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ries, including: 1) direct paynents, 2) transfer of ac-
counts to eligible retirenent plans, and 3) purchase of
annuities; and

Provi des gui dance to the enpl oying agencies on the im
pl ementati on of the TSP.

3. Means of Access to Certain Board Records

The primary nmeans of access to Board records is through FO A
requests, as described below The Board al so nmaintains two Wb
sites that provide informati on concerning the agency. The Wb
site http://ww.tsp.gov provides information on the TSP that is

of particular interest to TSP participants. It provides TSP
features, rates of return, calculators, current information, and
downl oadabl e forns and publications. It also allows participants

to access information concerning their own accounts and to pro-
vide coments regarding the Wb site.

The Web site http://frtib.gov contains adm nistrative infor-
mati on, such as job vacancy announcenents, procurenment announce-
ments, and records subject to the electronic reading roomre-
qui renents of the FO A

The Board will treat requests from TSP partici pants about
their own accounts and fromthird parties about individual par-
ticipant TSP account records as Privacy Act requests, and w |
process them under the Board’s Privacy Act regul ations. Requests
fromparticipants and third parties about TSP records other than
i ndi vi dual participant account records nmay be processed under the
FO A

4. (QObtaining Records Through FO A Requests

The Freedom of Information Act, 5 U S.C. 552, as anended,
al | ows persons access to records regardi ng how t heir governnment
operates. The FO A applies to existing records only and does not
require agencies to create new records to conply with a request.
The FO A al so does not require agencies to collect information
they do not have or to do research or analyze data for a re-
guester. Mreover, FO A requests nust be specific enough to



permt a Board enployee famliar with the subject matter to | o-
cate records in a reasonable period of tine.

Under the FO A, certain records may be withheld in whole or
in part fromthe requester if they fall within one of nine FOA
exenptions [see U S. C. 552(b)(1)-(9)]. In sone cases, the Board
is able to provide copies of all of the records requested. How
ever, in other instances, part or all of the information re-
guested falls under an exenption and is therefore w thheld as
permtted under the FO A

In the event that the Board relies on one or nore FO A ex-
enptions to deny a requester access to records, the Board w |l
informthe requester of this in its response letter. The letter
will also notify the requester of the right to admnistratively
appeal the initial denial determnation to the Board s Ceneral
Counsel. The appeal nmust be in witing, made within 30 cal endar
days of the date of receipt of the FOA Oficer’s witten deter-
m nation, |abeled a FO A appeal, and nailed to the address shown
in section 5 of this Guide. The General Counsel nust act upon an
appeal of a denial of a request for records within 20 days of
receipt.

5. How to Make a FO A Request

FO A requests should be nade in witing to the FOA Oficer,
Federal Retirement Thrift Investnment Board, 1250 H Street, N W,
Washi ngton, D.C. 20005-5985. The request shoul d reasonably de-
scribe the records being sought, including, when known: the en-
tity or individual originating the record, the date of the re-
cord, the subject matter, the type of docunent, the | ocation of
the record, and other pertinent information which would assist in
| ocating the record(s). For fee assessnent/wai ver purposes, the
requester should al so describe the type of entity it is as de-
scribed at 5 CFR 8§ 1631.11. The FO A Oficer can respond faster
to a request for specific records than to a request for *al
information” on a particular subject. Also, fees for a nore
specific and imted request are likely to be | ower.

FO A requesters may have to pay fees covering sone or all of
the costs of processing their requests, unless the fees are waiv-
ed or reduced. Requesters should include in their request |et-

ters the maxi mum dol |l ar amount they are wlling to pay. |If the
fees exceed the maxi num anount stated, the FOA Oficer wll
contact the requester before filling the request. The follow ng

specific fees may be charged for services rendered to the public
in connection with the release of information under the FO A



Searching for records, per hour or fraction thereof $
@salary rate (basic pay of researcher plus 23.5%
over head)

O her facilitative searches, index assi stance, and

a conmputer search (actual cost) $
! Copi es nade by duplicating (per page) $0. 15
! Attestation of each record as a true copy $0. 75

Certification of each record as a true copy under

the seal of the agency $1. 00
! Si gned statenent of negative search for records $1. 00
Cenerally, fees will be collected after the records are

supplied to the requester. Fees may only be paid by check or
noney order made payable to the Federal Retirement Thrift Invest-
nment Boar d.

The requester may ask for a waiver or reduction of fees. |If
that request is denied, the FOA Oficer will state in witing
the basis for the fee assessnent, the fees, and the procedures
for appealing the denial to the Board s CGeneral Counsel. The
CGeneral Counsel nust respond to an appeal of denial within 20
busi ness days of receiving it.

The requester may ask for expedited processing. Wen the
FO A Oficer receives a request for expedited processing, he or
she will determine within 10 busi ness days whether to process the
request on an expedited basis. |If a request for expedited pro-
cessing is denied, the requester nmay appeal the denial to the
Board's General Counsel. The Ceneral Counsel nust act on such an
appeal within 5 days.

The FO A Oficer should respond to a request for records
wi thin 20 business days of receiving it. |If the FOA Oficer is
unabl e to respond within 20 busi ness days, he or she nust ac-
know edge receipt of the request in witing and may extend the
time for the decision for up to 10 additional business days by

witten notice to the requester. |If the Board will be unable to
process the request within this additional tinme period, the re-
guester will be notified and given the opportunity to limt the

scope of the request or arrange with the FOA Oficer an alterna-
tive time frame for processing the request.



