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Liberties Oversight Board, The White
House, Washington, DC 20502; or via
fax: (202) 456-1066. To ensure prompt re-
ceipt, the Board recommends sending a
request via fax, as security procedures
may delay requests sent through the
mail. The words “FOIA REQUEST”
should be clearly marked on the enve-
lope or cover page, as well as on the ac-
tual request. The request must contain
a means of contacting the requestor
via mail and via telephone. The Board
does not accept FOIA requests by e-
mail.

(b) Each request must reasonably de-
scribe the record(s) sought, including
when known: The organization or indi-
vidual originating the Record; subject
matter; type of record; location; and
any other pertinent information which
would assist in promptly locating the
Record. Requests shall also contain a
description of their purpose so that a
determination may be made regarding
the appropriate fee structure that
should be applied to the request. See
§1000.10(i). Requests that do not meet
these requirements will not be consid-
ered a proper request.

(c) When a request is not considered
reasonably descriptive, or requires the
production of voluminous records, or
places an extraordinary burden on the
FOIA Officer or other members of the
Board staff that would seriously inter-
fere with its normal functioning, the
Board shall provide the person an op-
portunity to limit the scope of the re-
quest so that it may be processed with-
in that time limit or an opportunity to
arrange with the Board an alternative
time frame for processing the request
or a modified request. Refusal by the
person reasonably to modify the re-
quest or arrange such an alternative
time frame shall be considered as a fac-
tor in determining whether exceptional
circumstances exist for purposes of 5
U.S.C. 552(a)(6)(C).

§1000.7 Initial determination.

References to the FOIA Officer shall,
unless otherwise stated, include the
FOIA Officer’s designee. The FOIA Offi-
cer shall have the authority to approve
or deny requests received pursuant to
these regulations. The decision of the
FOIA Officer shall be final, subject

§1000.8

only to administrative appeal as pro-
vided in §1000.9.

§1000.8 Response to FOIA request.

(a) When a requested record has been
identified and is available, the FOIA
Officer shall notify the person making
the request as to where and when the
record is available for inspection or the
copies will be available. The notifica-
tion shall also advise the person mak-
ing the request of any fees pursuant to
§1000.10.

(b) The FOIA Officer shall approve or
deny, in whole or in part, a request for
Records as soon as reasonably possible.
Such a response will be given in writ-
ing and will occur within 20 days after
the Officer receives the request. The
FOIA Officer may grant or deny a por-
tion of a request if it appears that
other, separate elements of the request
will require additional time to com-
plete. Pursuant to 5 U.S.C. 552(a)(6)(B),
the FOIA Officer may extend these
time limits by written notice to the
person making such request. Such
written notice shall set forth the un-
usual circumstances for such extension
and the date on which a determination
is expected to be dispatched. Such a no-
tice shall not specify a date that would
result in an extension for more than 10
days, except as provided in §1000.6(c).
Additional time may be required be-
cause:

(1) It is necessary to search for, collect,
and appropriately examine a voluminous
amount of separate and distinct records
which are demanded in a single request;

(2) It is necessary to consult with another
organization having a substantial interest in
the determination of the request or among
two or more components of the organization
having substantial subject matter interest
therein; or

(3) For other reasons discussed in 5 U.S.C.
552(a)(6)(B).

(c) If the request is denied, the writ-
ten notification to the person making
the request shall include the names of
the individuals who participated in the
determination, the reasons for the de-
nial, and a notice that an appeal may
be lodged with the head of the agency
within 30 calendar days of receipt of
the denial or partial denial.

(d) The FOIA officer may grant expe-
dited consideration of a FOIA request
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