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also includes reasonable efforts to lo-
cate and retrieve information from 
records maintained in electronic form 
or format. 

Working days—All calendar days ex-
cluding Saturdays, Sundays, Federal 
Government holidays, and any other 
day on which OPIC is not open for busi-
ness. 

Subpart B—Procedures for Obtain-
ing Publicly Available 
Records 

§ 706.21 What types of OPIC records 
are publicly available, and how do I 
obtain access to or copies of these 
records? 

(a) Electronic access. (1) Many OPIC 
records are readily available to the 
public by electronic access, including 
OPIC’s Annual Report, OPIC’s Program 
Handbook, OPIC press releases, and ap-
plication forms for OPIC assistance. 
Persons seeking information are en-
couraged to visit OPIC’s Internet site 
at: www.opic.gov. 

(2) Records relating to OPIC’s FOIA 
program, including records required by 
the FOIA to be made available elec-
tronically, records which have been the 
subject of frequent FOIA requests, and 
OPIC’s annual FOIA Report are avail-
able in OPIC’s Electronic Reading 
Room. OPIC’s Electronic Reading 
Room may be accessed through the 
‘‘FOIA’’ link on OPIC’s Internet site 
at: www.opic.gov. The Electronic Read-
ing Room also contains an index of 
records available electronically. Gen-
erally, only records created after No-
vember 1, 1996 are available electroni-
cally. 

(b) Offline access. Publicly-available 
OPIC materials are readily available 
on OPIC’s Internet site at 
www.opic.gov. If you do not have access 
to the Internet, you may obtain many 
of the same materials by contacting 
one or more of the sources listed below. 

(1) General information. General infor-
mation (e.g., OPIC’s Annual Report, 
OPIC’s Program Handbook, and appli-
cation forms for OPIC assistance) are 
available from OPIC’s Information Of-
ficer. To obtain access to or copies of 
these records, call (202) 336–8400 and ask 
to be connected with the Information 
Officer, or write to the Information Of-

ficer. You may also obtain general in-
formation by calling the OPIC InfoLine 
at (202) 336–8799 and you may obtain 
documents by facsimile by calling the 
OPIC FactsLine at (202) 336–8700. 

(2) Claims information. OPIC’s Depart-
ment of Legal Affairs maintains public 
information files relating to the deter-
mination of claims filed under OPIC’s 
political risk insurance contracts and a 
list of all claims resolved by cash set-
tlements or guaranties. To obtain ac-
cess to or copies of these records, call 
(202) 336–8400 and ask to be connected 
with the Claims Assistant in Legal Af-
fairs or write to the Claims Assistant, 
Department of Legal Affairs. 

(3) Materials concerning OPIC’s Board 
of Directors. The Corporate Secretary 
maintains public information files con-
taining the minutes of the public por-
tions of Board of Directors meetings, 
as well as publicly-releasable Board 
resolutions. To obtain access to or cop-
ies of these records, call (202) 336–8400 
and ask to be connected with the Cor-
porate Secretary or write to the Cor-
porate Secretary. 

(4) Press releases. OPIC’s Press Office 
maintains copies of OPIC’s press re-
leases. To obtain access to or copies of 
these records, call (202) 336–8400 and ask 
to be connected with the Press Office 
or write to the Press Office. 

(5) Reading room material. Pursuant to 
the FOIA, OPIC maintains certain 
records for public inspection and 
photocopying, including records that 
have been the subject of frequent FOIA 
requests. To obtain access to or copies 
of these records, call (202) 336–8400 and 
ask to be connected with the FOIA Of-
fice or write to the FOIA Office. OPIC 
maintains an index of FOIA reading 
room records, which is updated regu-
larly. 

Subpart C—Procedures for 
Obtaining Records Under the FOIA 
§ 706.31 How do I request copies of or 

access to OPIC records that are not 
otherwise available to the public? 

(a) Submitting a request. To request 
records that are not otherwise avail-
able to the public, submit a written re-
quest to OPIC’s FOIA Office either by 
mail, by hand delivery, by facsimile 
transmission to (202) 408–0297, or by 
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electronic mail to FOIA@opic.gov. You 
must state that you are requested 
records under the FOIA. Your request 
is considered received by OPIC upon ac-
tual receipt by OPIC’s FOIA Office. 

(b) Format. Although FOIA requests 
do not need to follow a specific format, 
you must include the following infor-
mation: 

(1) You must reasonably describe the 
records you seek. This means that you 
must provide enough detail to enable 
OPIC personnel, using reasonable ef-
forts, to locate the records. Whenever 
possible, your request should include 
specific information about each record 
sought, such as the date, title or name, 
author, recipient, and subject matter. 
Any request that does not reasonably 
describe the records sought will not be 
considered received by OPIC until the 
request is clarified. If your request 
does not reasonably describe the 
records you seek, OPIC will make rea-
sonable efforts to contact you and tell 
you what additional information you 
need to provide in order to clarify your 
request. You then will have an oppor-
tunity to modify your request to meet 
the requirements of this section. Any 
time you spend clarifying your request 
(discussing your request with OPIC and 
preparing a revised request) is excluded 
from the 20 working-day period (or any 
extension of this period) that OPIC has 
to respond to your request. 

(2) You must state the format (e.g., 
paper, computer disk, etc.) in which 
you would like OPIC to provide the re-
quested records. If you do not state a 
preference, you will receive any re-
leased records in the format most con-
venient to OPIC. 

(3) You must include your mailing 
address and telephone number. You 
may also provide your electronic mail 
address, which will allow OPIC to con-
tact you quickly to discuss your re-
quest and, in some instances, to re-
spond to your request electronically. 

(4) You must state your willingness 
to pay fees under this Part or, alter-
nately, your willingness to pay fees up 
to a specified limit. If you believe that 
you qualify for a partial or total fee 
waiver under § 706.35(a), you should re-
quest a waiver and provide justifica-
tion as required by § 706.35(b). If your 
request does not contain a statement 

of your willingness to pay fees or a re-
quest for a fee waiver, OPIC will advise 
you of the requirements of this para-
graph. If you fail to respond within ten 
working days of such notification, 
OPIC will stop processing your request. 

§ 706.32 When will I receive a response 
to my FOIA request? 

(a) General. The FOIA requires OPIC 
to respond within twenty working days 
after the date on which OPIC’s FOIA 
Office received the request. 

(b) Order of processing. Generally, 
OPIC responds to FOIA requests in the 
order in which they are received. 

(c) Extensions. (1) In unusual cir-
cumstances, OPIC may require an ex-
tension of time in which to respond to 
your request. OPIC will provide written 
notice to you whenever such unusual 
circumstances exist. Unusual cir-
cumstances may include, for example: 
The need to search for and collect re-
quested records from storage facilities 
located outside of OPIC’s premises; the 
need to search for, collect, and appro-
priately examine a voluminous amount 
of separate and distinct records that 
are requested in a single request; or the 
need for consultation with another 
agency having a substantial interest in 
the request. If the extension is ex-
pected to exceed ten working days, 
OPIC will offer you the opportunity to: 

(i) Alter your request so that proc-
essing may be accelerated; or 

(ii) Propose an alternative, feasible 
time frame for processing the request. 

(2) When OPIC reasonably believes 
that multiple requests submitted by a 
requester, or by a group of requesters 
acting in concert, constitute a single 
request that would otherwise involve 
unusual circumstances, and the re-
quests involve clearly related matters, 
such requests may be aggregated for 
purposes of this section. 

(d) Expedited processing. OPIC will ex-
pedite processing of your FOIA request 
if you provide information indicating 
that one of the following factors is 
present: circumstances in which the 
lack of expedited treatment could rea-
sonably be expected to pose an immi-
nent threat to the life or physical safe-
ty of an individual; or an urgent need 
to inform the public about an actual or 
alleged federal government activity, if 
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