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§ 1602.5

can demonstrate a solid basis for expecting publication through that entity, whether or not the journalist is actually employed by the entity. A publication contract would present a solid
basis for such an expectation; the Corporation may also consider the past
publication record of the requester in
making such a determination.
(i) Review means the process of examining documents located in response to
a request to determine whether any
portion of any such document is exempt from disclosure. It also includes
processing any such documents for disclosure. Review does not include time
spent resolving general legal or policy
issues regarding the application of exemptions.
(j) Search means the process of looking for and retrieving records that are
responsive to a request for records. It
includes page-by-page or line-by-line
identification of material within documents and also includes reasonable efforts to locate and retrieve information
from records maintained in electronic
form or format. Searches may be conducted manually or by automated
means and will be conducted in the
most efficient and least expensive manner.
(k) Submitter means any person or
entity from whom the Corporation receives grant application records.
[63 FR 41196, Aug. 3, 1998, as amended by 68
FR 7437, Feb. 14, 2003; 73 FR 67793, Nov. 17,
2008]
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§ 1602.3 Policy.
The Corporation will make records
concerning its operations, activities,
and business available to the public to
the maximum extent reasonably possible. Records will be withheld from
the public only in accordance with the
FOIA and this part. Records exempt
from disclosure under the FOIA may be
made available as a matter of discretion when disclosure is not prohibited
by law, and disclosure would not
foreseeably harm a legitimate interest
of the public, the Corporation, a recipient, or any individual.
§ 1602.4 Records published in the Federal Register.
The Corporation routinely publishes
in the FEDERAL REGISTER information

on its basic structure and operations
necessary to inform the public how to
deal effectively with the Corporation.
The Corporation will make reasonable
efforts to currently update such information, which will include basic information on the Corporation’s location,
functions, rules of procedure, substantive rules, statements of general
policy, and information regarding how
the public may obtain information,
make submittals or requests, or obtain
decisions.
§ 1602.5 Public reading room.
(a) The Corporation will maintain a
public reading room its office at 3333 K
St. NW., Washington, DC, 20007. This
room will be supervised and will be
open to the public during the regular
business hours of the Corporation for
inspecting and copying records described in paragraph (b) of this section.
(b) Subject to the limitation stated
in paragraph (c) of this section, the following records will be made available
in the public reading room:
(1) All final opinions, including concurring and dissenting opinions, and
orders issued in the adjudication of
cases;
(2) Statements of policy and interpretations adopted by the Corporation
that are not published in the FEDERAL
REGISTER;
(3) Administrative staff manuals and
instructions to the staff that affect the
public or recipients;
(4) Copies of records, regardless of
form or format, released to any person
in response to a public request for
records pursuant to § 1602.8 which the
Corporation has determined are likely
to become subject to subsequent requests for substantially the same
records, and a general index of such
records;
(5) The current index required by
§ 1602.7;
(6) To the extent feasible, other
records considered to be of general interest to recipients or members of the
public in understanding activities of
the Corporation or in dealing with the
Corporation in connection with those
activities.
(c) Certain records otherwise required by FOIA to be available in the
public reading room may be exempt
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from mandatory disclosure pursuant to
section 552(b) of the FOIA and § 1602.9.
Such records will not be made available in the public reading room. Other
records maintained in the public reading room may be edited by the deletion
of identifying details concerning individuals to prevent a clearly unwarranted invasion of personal privacy. In
such cases, the record shall have attached to it a full explanation of the
deletion. The extent of the deletion
shall be indicated, unless doing so
would harm an interest protected by
the exemption under which the deletion is made. If technically feasible,
the extent of the deletion shall be indicated at the place in the record where
the deletion was made.
(d) Records required by the FOIA to
be maintained and made available in
the public reading room that are created by the Corporation on or after November 1, 1996, shall be made available
electronically. This includes the index
of published and reading room records,
which shall indicate which records are
available electronically.
(e) Most electronic public reading
room records will also be made available to the public on the Corporation’s
websites at http://www.lsc.gov and http://
oig.lsc.gov.
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[63 FR 41196, Aug. 3, 1998, as amended by 68
FR 7437, Feb. 14, 2003; 73 FR 67793, Nov. 17,
2008]

§ 1602.6 Procedures for use of public
reading room.
Any member of the public may inspect or copy records described in
§ 1602.5(b) in the public reading room
during regular business hours. Because
it will sometimes be impossible to
produce records or copies of records on
short notice, a person who wishes to inspect or copy records is advised to arrange a time in advance, by telephone
or letter request made to the Office of
Legal Affairs. Persons submitting requests by telephone will be notified
whether a written request would be advisable to aid in the identification and
expeditious processing of the records
sought. Written requests should identify the records sought in the manner
provided in § 1602.8(b) and should request a specific date for inspecting the
records. The requester will be advised

as promptly as possible if, for any reason, it may not be possible to make the
records sought available on the date requested.
[63 FR 41196, Aug. 3, 1998, as amended by 68
FR 7437, Feb. 14, 2003]

§ 1602.7 Index of records.
The Corporation will maintain a current index identifying any matter
within the scope of § 1602.4 and
§ 1602.5(b) (1) through (5). The index will
be maintained and made available for
public inspection and copying at the
Corporation’s office in Washington, DC.
The cost of a copy of the index will not
exceed the standard charge for duplication set out in § 1602.13(e). The Corporation will also make the index available
on its websites.
§ 1602.8 Requests for records.
(a) Except for records required by the
FOIA to be published in the FEDERAL
REGISTER (§ 1602.4) or to be made available in the public reading room
(§ 1602.5), Corporation records will be
made promptly available, upon request,
to any person in accordance with this
section, unless it is determined that
such records should be withheld and
are exempt from mandatory disclosure
under the FOIA and § 1602.9.
(b) Requests. Requests for records
under this section shall be made in
writing, with the envelope and the letter or e-mail request clearly marked
Freedom of Information Act Request.
All such requests shall be addressed to
the Corporation’s Office of Legal Affairs or, in the case of requests for
records maintained by the Office of Inspector General, to the Office of Inspector General. Requests by letter
shall use the address given in
§ 1602.5(a). E-mail requests shall be addressed to FOIA@lsc.gov or, in the case
of requests for records maintained by
the Office of Inspector General,
FOIA@oig.lsc.gov. Any request not
marked and addressed as specified in
this paragraph will be so marked by
Corporation personnel as soon as it is
properly identified, and will be forwarded immediately to the Office of
Legal Affairs, or as appropriate, the Office of Inspector General. A request improperly addressed will only be deemed
to have been received as in accordance
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