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record shall have attached to it an ex-
planation of the deletion. The extent of
the deletion shall be indicated, unless
doing so would harm an interest pro-
tected by the exemption under which
the deletion is made. It technically fea-
sible, the extent of the deletion shall
be indicated at the place in the record
where the deletion was made.

(d) Electronic reading room. Records
required by the FOIA to be maintain
and made available in the public read-
ing room created by the Peace Corps on
or after November 1, 1996, shall be
made available electronically.

(e) Most electronic public reading
room records will also be made avail-
able to the public on the Peace Corps
Web site at http://www.peacecorps.gov.

§303.6 Procedures for use of public
reading room.

Any member of the public may in-
spect or copy records described in
§303.5(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 in-
spect or copy records shall arrange a
time in advance, by telephone or letter
request made to the Peace Corps FOIA
Officer. Persons submitting request by
telephone will be notified whether a
written request would be advisable to
aid in the identification and expedi-
tious processing or the records sought.
Written request should identify the
records sought in the manner described
in §303.8(b) and should request a spe-
cific 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 re-
quested.

§303.7 Index of records.

The Peace Corps will maintain a cur-
rent index identifying any matter
within the scope of §303.4 or §303.5(b)(1)
through (5). The index will be main-
tained and made available for public
inspection and copying at the Peace
Corps’ headquarters in Washington,
DC. The cost of a copy of the index will
not exceed the standard charge for du-
plication set out in §303.13(e). The
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Peace Corps will also make the index
available on its public Web site.

§303.8 Requests for records.

(a) Except for records required by the
FOIA to be published in the FEDERAL
REGISTER or to be made available in
the public reading room, Peace Corps
records will be made promptly avail-
able, upon request, to any person in ac-
cordance with this section, unless it is
determined that such records should be
withheld and are exempt form manda-
tory disclosure under the FOIA.

(b) Requests. Requests for records
under this section shall be made in
writing via regular mail, e-mail, or fac-
simile and, as applicable, the envelope,
letter or subject line shall be clearly
marked ‘“‘Freedom of Information Re-
quest.” All requests shall be addressed
to the FOIA Officer. Requests by letter
shall use the address given in §303.5(a)
and requests by e-mail must be sent to
the FOIA electronic mailbox address
foia@peacecorps.gov. Any request not
marked and addressed as specified in
this paragraph will be so marked by
Peace Corps personnel as soon as the
request is properly identified. The re-
quest will then be forwarded imme-
diately to the FOIA Officer. A request
improperly addressed will not be
deemed to have been received for pur-
poses of the time period set out in
paragraph (h) of this section until it
has been received by the FOIA Officer.
Upon receipt of an improperly ad-
dressed request, the FOIA Officer shall
notify the requester of the date on
which the time period began. The re-
quest shall be stamped ‘‘received” on
the date it is received by the FOIA Of-
fice. Any request received by e-mail
shall be printed on paper and stamped
on the date it is received by the FOIA
Office.

(c) A request must reasonably de-
scribe the records requested so that
employees of the Peace Corps who are
familiar with the subject area of the
request are able, with a reasonable
amount of effort, to determine which
particular records are within the scope
of the request. If it is determined that
a request does not reasonably describe
the records sought, the requester shall
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be so informed and provided an oppor-
tunity to confer with Peace Corps per-
sonnel in order to attempt to reformu-
late the request in a manner that will
meet the needs of the requester and the
requirements of this paragraph. If the
Agency cannot identify the requested
records after a 2 hour search, it can de-
termine that the records were not ade-
quately described and ask the re-
quester to provide a more specific re-
quest.

(d) To facilitate the location of
records by the Peace Corps, a requester
should try to provide the following
kinds of information, if known;

(1) The specific event or action to
which the record refers;

(2) The unit or program of the Peace
Corps which may be responsible for or
may have produced the record;

(3) The date of the record or the date
or period to which it refers or relates;

(4) The type of record, such as an ap-
plication, a particular form, a con-
tract, or a report;

(5) Personnel of the Peace Corps who
may have prepared or have knowledge
of the record; or

(6) Citations to newspapers or publi-
cations which have referred to the
record.

(e) The Peace Corps is not required to
create a record or to perform research
to satisfy a request.

(f) Any request for a waiver or reduc-
tion of fees should be included in the
FOIA request, and any such request
should indicate the grounds for a waiv-
er or reduction of fees, as set out in
§303.13(f). The Peace Corps shall re-
spond to such request as promptly as
possible.

(g) Format. The Peace Corps will pro-
vide records in the form or format indi-
cated by the requester to the extent
such records are readily reproducible in
the requested form or format.

(h) Initial response/delays. (1) The
FOIA Officer, upon request for any
records made in accordance with this
section, except in the case of a request
for OIG records, shall make an initial
determination of whether to comply
with or deny such request and dispatch
such determination to the requester
within 20 business days after receipt of
such request, except for unusual cir-
cumstances, in which case the time

§303.8

limit may be extended for up to 10 busi-
ness days by written notice to the re-
quester setting forth the reasons for
such extension and the date on which a
determination is expected to be dis-
patched.

(2) If the FOIA Officer determines
that a request or portion thereof is for
OIG records, the FOIA Officer shall
promptly refer the request or portion
thereof to the OIG and send notice of
such referral to the requester. In such
case, the OIG FOIA Officer shall make
an initial determination of whether to
comply with or deny such request and
dispatch such determination to the re-
quester within 20 business days after
receipt of such request, except for un-
usual circumstances, in which case the
time limit may be extended for up to 10
business days by written notice to the
requester setting forth the reasons for
such extension and the date on which a
determination is expected to be dis-
patched. If for any reason, a request for
Agency information goes directly to
the OIG rather than through the FOIA
Officer, the OIG shall provide notice to
the FOIA Officer of its receipt of the
request. The FOIA Office and the OIG
should normally consult with each
other whenever they receive requests
for the same or similar records.

(3) Unusual circumstances. As used in
this part, ‘“‘unusual circumstances’ are
limited to the following, but only to
the extent reasonably necessary for the
proper processing of the particular re-
quest:

(i) The need to search for and collect
the requested records from components
or locations that are separate from the
office processing the request;

(ii) The need to search for, collect,
and appropriately examine a volumi-
nous amount of separate and distinct
records which are demanded in a single
request; or

(iii) The need for consultation, which
shall be conducted with all practicable
speed, with another agency or organi-
zation having a substantial interest in
the determination of the request or
among two or more components of the
Peace Corps having a substantial sub-
ject matter interest therin.

(i) If a request is particularly broad
or complex so that it cannot be com-
pleted within the time periods stated
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in paragraph (h) of this section, the
Peace Corps may ask the requester to
narrow the request or agree to an addi-
tional delay.

(j) When no determination can be dis-
patched within the applicable time
limit, the FOIA Officer or the OIG
FOIA Officer shall inform the requester
of the reason for the delay, the date on
which a determination may be ex-
pected to be dispatched, and the re-
quester’s right to treat the delay as a
denial and to appeal to the Associate
Director for the Office of Management
or the Inspector General, in accordance
with §303.12. If no determination has
been dispatched by the end of the 20-
day period, or the last extension there-
of, the requester may deem the request
denied, and exercise a right of appeal in
accordance with §303.12. The FOIA Offi-
cer or the OIG FOIA Officer may ask
the requester to forego an appeal until
a determination is made.

(k) After it has been determined that
a request will be granted, the respon-
sible official will act with due diligence
in providing a prompt response.

(1) Ezxpedited treatment. (1) Requests
and appeals will be taken out of order
and given expedited treatment when-
ever the requester demonstrates a com-
pelling need. A compelling need means:

(i) Circumstances in which the lack
of expedited treatment could reason-
ably be expected to pose an imminent
threat to the life or physical safety of
an individual;

(ii) An urgency to inform the public
about an actual or alleged Peace Corps
or Federal government activity and the
request is made by a person primarily
engaged in disseminating information;

(iii) The loss of substantial due proc-
ess rights; or

(iv) a matter of widespread and ex-
ceptional media interest in which there
exist possible questions about the
Peace Corps’ or the Federal govern-
ment’s integrity which affect public
confidence.

(2) A request for expedited processing
may be made at the time of the initial
request for records or at any later
time. For a prompt determination, a
request for expedited processing must
be properly addressed and marked and
received by the Peace Corps pursuant
to paragraph (b) of this section.
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(3) A requester who seeks expedited
processing must submit a statement
demonstrating a compelling need that
is certified by the requester to be true
and correct to the best of that person’s
knowledge and belief, explaining in de-
tail the basis for requesting expedited
processing.

(4) Within ten business days of its re-
ceipt of a request for expedited proc-
essing, the FOIA Officer or the OIG
FOIA Officer shall decide whether to
grant the request and shall notify the
requester of the decision. If a request
for expedited treatment is granted, the
request shall be given priority and
shall be processed as soon as prac-
ticable. If a request for expedited proc-
essing is denied, any appeal of that de-
cision shall be acted on expeditiously
by the Peace Corps.

(5) Appeals shall be made to the Asso-
ciate Director for the Office of Manage-
ment, who shall respond within 10 busi-
ness days of receipt of the appeal.

[68 FR 66008, Nov. 25, 2003, as amended at 72
FR 27055, May 14, 2007]

§303.9 Exemptions
records.

(a) The Peace Corps may withhold a
requested record from public disclosure
only if the record fits within one or
more of the following FOIA exemp-
tions:

(1) Matter specifically authorized
under criteria established by an Execu-
tive Order to be kept secret in the in-
terest of national defense or foreign
policy and is in fact properly classified
pursuant to such Executive Order;

(2) Matter which is related solely to
the internal personnel rules and prac-
tices of the Peace Corps;

(3) Matter which is specifically ex-
empted from disclosure by statute
(other than exemptions under FOIA at
5 U.S.C. 552(b)), provided that such
statute requires that the matter be
withheld from the public in such a
manner as to leave no discretion on the
issue, or establishes particular criteria
for withholding, or refers to particular
types of matters to be withheld;

(4) Trade secrets and commercial or
financial information obtained from a
person and privileged or confidential;

(5) Inter-agency or intra-agency
memoranda or letters which would not

for withholding
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