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shall, in conformance with 5 U.S.C. 
552(a)(1), separately state, publish and 
maintain current in the FEDERAL REG-
ISTER for the guidance of the public the 
following information with respect to 
that bureau: 

(1) Descriptions of its central and 
field organization and the established 
places at which, the persons from 
whom, and the methods whereby, the 
public may obtain information, make 
submittals or requests, or obtain deci-
sions; 

(2) Statements of the general course 
and method by which its functions are 
channeled and determined, including 
the nature and requirements of all for-
mal and informal procedures available; 

(3) Rules of procedure, descriptions of 
forms available or the places at which 
forms may be obtained, and instruc-
tions as to the scope and contents of 
all papers, reports, or examinations; 

(4) Substantive rules of general appli-
cability adopted as authorized by law, 
and statements of general policy or in-
terpretations of general applicability 
formulated and adopted by the bureau; 
and 

(5) Each amendment, revision, or re-
peal of matters referred to in para-
graphs (a)(1) through (4) of this section. 

(b) The United States Government Man-
ual. The functions of each bureau are 
summarized in the description of the 
Department and its bureaus in the 
United States Government Manual, 
which is issued annually by the Office 
of the Federal Register. 

§ 1.4 Public inspection and copying. 

(a) In general. Subject to the applica-
tion of the exemptions and exclusions 
described in 5 U.S.C. 552(b) and (c), each 
Treasury bureau shall, in conformance 
with 5 U.S.C. 552(a)(2), make available 
for public inspection and copying, or, 
in the alternative, promptly publish 
and offer for sale the following infor-
mation with respect to the bureau: 

(1) Final opinions, including concur-
ring and dissenting opinions, and or-
ders, made in the adjudication of cases; 

(2) Those statements of policy and in-
terpretations which have been adopted 
by the bureau but are not published in 
the FEDERAL REGISTER; 

(3) Its administrative staff manuals 
and instructions to staff that affect a 
member of the public; 

(4) Copies of all records, regardless of 
form or format, which have been re-
leased to any person under 5 U.S.C. 
552(a)(3), and which the bureau deter-
mines have become or are likely to be-
come the subject of subsequent re-
quests for substantially the same 
records because they are clearly of in-
terest to the public at large. The deter-
mination that records have become or 
may become the subject of subsequent 
requests shall be made by the Respon-
sible Official (as defined at § 1.1(b)(12)). 

(5) A general index of the records re-
ferred to in paragraph (a)(4) of this sec-
tion. 

(b) Information made available by com-
puter telecommunications. For records 
required to be made available for pub-
lic inspection and copying pursuant to 
5 U.S.C. 552(a)(2) (paragraphs (a)(1) 
through (4) of this section) which are 
created on or after November 1, 1996, as 
soon as practicable but no later than 
one year after such records are created, 
each bureau shall make such records 
available on the Internet. 

(c) Deletion of identifying details. To 
prevent a clearly unwarranted invasion 
of personal privacy, or pursuant to an 
exemption in 5 U.S.C. 552(b), a Treas-
ury bureau may delete information 
contained in any matter described in 
paragraphs (a)(1) through (4) of this 
section before making such matters 
available for inspection or publishing 
it. The justification for the deletion 
shall be explained fully in writing, and 
the extent of such deletion shall be in-
dicated on the portion of the record 
which is made available or published, 
unless including that indication would 
harm an interest protected by the ex-
emption in 5 U.S.C. 552(b) under which 
the deletion is made. If technically fea-
sible, the extent of the deletion shall 
be indicated at the place in the record 
where the deletion was made. 

(d) Public reading rooms. Each bureau 
of the Department of the Treasury 
shall make available for public inspec-
tion and copying, in a reading room or 
otherwise, the material described in 
paragraphs (a)(1) through (5) of this 
section. Fees for duplication shall be 
charged in accordance with § 1.7. See 
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the appendices to this subpart for the 
location of established bureau reading 
rooms. 

(e) Indexes. (1) Each bureau of the De-
partment of the Treasury shall main-
tain and make available for public in-
spection and copying current indexes 
identifying any material described in 
paragraphs (a)(1) through (3) of this 
section. In addition, each bureau shall 
promptly publish, quarterly or more 
frequently, and distribute (by sale or 
otherwise) copies of each index or sup-
plement unless the head of each bureau 
(or a delegate) determines by order 
published in the FEDERAL REGISTER 
that the publication would be unneces-
sary and impractical, in which case the 
bureau shall nonetheless provide copies 
of the index on request at a cost not to 
exceed the direct cost of duplication. 

(2) Each bureau shall make the index 
referred to in paragraph (a)(5) of this 
section available on the Internet by 
December 31, 1999. 

§ 1.5 Specific requests for other 
records. 

(a) In general. (1) Except for records 
made available under 5 U.S.C. 552(a)(1) 
and (a)(2), but subject to the applica-
tion of the exemptions and exclusions 
described in 5 U.S.C. 552(b) and (c), each 
bureau of the Department of the Treas-
ury shall promptly make the requested 
records available to any person in con-
formance with 5 U.S.C. 552(a)(3). The 
request must conform in every respect 
with the rules and procedures of this 
subpart and the applicable bureau’s ap-
pendix to this subpart. Any request or 
appeal from the initial denial of a re-
quest that does not comply with the re-
quirements in this subpart will not be 
considered subject to the time con-
straints of paragraphs (h), (i), and (j) of 
this section, unless and until the re-
quest is amended to comply. Bureaus 
shall promptly advise the requester in 
what respect the request or appeal is 
deficient so that it may be amended 
and resubmitted for consideration in 
accordance with this subpart. If a re-
quester does not respond within 30 days 
to a communication from a bureau to 
amend the request in order for it to be 
in conformance with this subpart, the 
request file will be considered closed. 
When the request conforms with the re-

quirements of this subpart, bureaus 
shall make every reasonable effort to 
comply with the request within the 
time constraints. If the description of 
the record requested is of a type that is 
not maintained by the bureau, the re-
quester shall be so advised and the re-
quest shall be returned to the re-
quester. 

(2) This subpart applies only to 
records in the possession or control of 
the bureau at the time of the request. 
Records considered to be responsive to 
the request are those in existence on or 
before the date of receipt of the request 
by the appropriate bureau official. Re-
quests for the continuing production of 
records created after the date of the 
appropriate bureau official’s receipt of 
the request shall not be honored. Bu-
reaus shall provide the responsive 
record or records in the form or format 
requested if the record or records are 
readily reproducible by the bureau in 
that form or format. Bureaus shall 
make reasonable efforts to maintain 
their records in forms or formats that 
are reproducible for the purpose of dis-
closure. For purposes of this section, 
readily reproducible means, with respect 
to electronic format, a record or 
records that can be downloaded or 
transferred intact to a floppy disk, 
compact disk (CD), tape, or other elec-
tronic medium using equipment cur-
rently in use by the office or offices 
processing the request. Even though 
some records may initially be readily 
reproducible, the need to segregate ex-
empt from nonexempt records may 
cause the releasable material to not be 
readily reproducible. 

(3) Requests for information classi-
fied pursuant to Executive Order 12958, 
‘‘Classified National Security Informa-
tion,’’ require the responsible bureau 
to review the information to determine 
whether it continues to warrant classi-
fication. Information which no longer 
warrants classification under the Exec-
utive Order’s criteria shall be declas-
sified and made available to the re-
quester, unless the information is oth-
erwise exempt from disclosure. 

(4) When a bureau receives five or 
more requests for substantially the 
same records, it shall place those re-
quests in front of an existing request 
backlog that the responsible official 
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