
1007 

Council on Environmental Quality § 1515.5 

(b) The Chief FOIA officer shall des-
ignate a FOIA Public Liaison who is 
the supervisory official to whom a 
FOIA requester can raise concerns 
about the service the FOIA requester 
has received from the CEQ FOIA Cen-
ter, described in Section 1515.5(a), fol-
lowing an initial response from the 
staff of the CEQ FOIA Center staff. The 
FOIA Public Liaison shall assist, as ap-
propriate, in reducing delays and in-
creasing understanding of the status of 
requests. The Chief FOIA officer shall 
also designate a CEQ FOIA Officer re-
sponsible for overseeing CEQ’s day-to- 
day administration of the FOIA and for 
receiving, routing, and overseeing the 
processing of all FOIA requests. 

PROCEDURES FOR REQUESTING RECORDS 

§ 1515.5 Making a Freedom of Informa-
tion Act request. 

(a) Availability of records. The Council 
maintains a World Wide Web site, 
http://www.whitehouse.gov/administra-
tion/eop/ceq, and an online Freedom of 
Information Act Requester Service 
Center (‘‘Center’’), http:// 
www.whitehouse.gov/administration/eop/ 
ceq/foia. From the Center, a requester 
can find contact information regarding 
the CEQ’s FOIA Public Liaison, as de-
fined in Section 1515.4(b), and access 
CEQ’s Online Reading Room where 
CEQ makes available records per-
taining to matters within the scope of 
5 U.S.C. 552(a)(2), as amended, and envi-
ronmental issues and other documents 
that, because of the nature of their 
subject matter, are likely to be the 
subject of FOIA requests. To save both 
time and money, CEQ strongly urges 
requesters to review documents cur-
rently available from the Center’s On-
line Reading Room before submitting a 
request. 

(b) Requesting information from the 
Council. (1) Requesters must make a 
Freedom of Information Act request in 
writing. For quickest possible han-
dling, it should be sent via e-mail to: 
efoia@ceq.eop.gov and must include in 
the subject line of the e-mail message: 
‘‘Freedom of Information Act Re-
quest.’’ Written requests may also be 
faxed to (202) 456–0753 or addressed and 
mailed to: Council on Environmental 
Quality, Executive Office of the Presi-

dent, 722 Jackson Place NW., Wash-
ington, DC 20503. Requesters should 
mark both the request letter and the 
envelope ‘‘Freedom of Information Act 
Request’’ and include their name, ad-
dress, and sufficient contact informa-
tion to allow follow up regarding the 
scope and status of your request. 

(2) The request should identify or 
reasonably describe the desired record. 
It should be as specific as possible, so 
that the item can be readily found. 
Blanket requests, such as requests for 
‘‘all materials relating to’’ a specified 
subject are not recommended. Request-
ers should specify the preferred form or 
format (including electronic format) 
for the response. CEQ will accommo-
date such requests, if the record is 
readily reproducible in that form or 
format. Please be aware that FOIA re-
quests and responses may themselves 
be made available for public inspec-
tion. 

(3) The CEQ FOIA Officer is respon-
sible for acting on all initial requests; 
however, he or she may consult and 
refer, pursuant to Section 
552(a)(6)(B)(iii)(III) of the FOIA, with 
another agency if he or she determines 
that that agency is better able to act 
on the request. Whenever the CEQ 
FOIA Officer refers all or any part of 
the responsibility for responding to a 
request to another agency, he or she 
will notify the requester of the refer-
ral, the name of the agency and agency 
official to whom it has been referred, 
and which portion of the request has 
been referred. Unless a request is 
deemed ‘‘expedited’’ as set forth in Sec-
tion 1515.7 below, the CEQ FOIA Officer 
will respond to requests in order of re-
ceipt. CEQ may use two or more proc-
essing tracks by distinguishing be-
tween simple and more complex re-
quests based on the amount of time 
and work needed to process the re-
quest. CEQ may provide requesters on 
a slower track an opportunity to limit 
the scope of their request in order to 
qualify for faster processing. 

(4) The Council will make a reason-
able effort to assist with defining the 
request to eliminate extraneous and 
unwanted materials and to keep search 
and copying fees to a minimum. If 
budgetary constraints exist, the re-
quester should indicate the maximum 
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fee he or she is prepared to pay to ac-
quire the information. (See also 
§ 1515.11) 

(5) The Freedom of Information Act 
does not require a government agency 
to create or research information; 
rather, it only requires that existing 
records be made available to the pub-
lic. 

§ 1515.6 CEQ’s response to a request. 
(a) Upon receipt of any written re-

quest for information or records, under 
the Act, the CEQ FOIA Officer or his or 
her designee, will make an initial de-
termination on the request within 20 
days (excepting Saturdays, Sundays 
and Federal holidays) from the date 
CEQ receives the request unless un-
usual or exceptional circumstances 
exist. The CEQ FOIA Officer will pro-
vide written notification of the deter-
mination, including, if applicable, noti-
fication that the request has been re-
ferred to another agency for consulta-
tion as set forth above in § 1515.5(b)(3). 
CEQ may make one request to the re-
quester for information and toll the 20- 
day period while it is awaiting such in-
formation that it has reasonably re-
quested from the requester. It may also 
toll the 20-day period if necessary to 
clarify with the requester issues re-
garding fee assessment. In either case, 
CEQ’s receipt of the requester’s re-
sponse to its request for information or 
clarification ends the tolling period. 

(b) Requests received by the CEQ 
FOIA Officer or his or her designee will 
be assigned an individualized tracking 
number if they will take more than 10 
days to process. Requesters may call 
the FOIA Public Liaison at (202) 456– 
6224 and, using the tracking number, 
obtain information about the request, 
including the date on which CEQ origi-
nally received the request and an esti-
mated date on which CEQ will com-
plete action on the request. 

(c) If it is appropriate to grant the re-
quest, a staff member will immediately 
collect the requested materials in 
order to accompany, wherever possible, 
the Freedom of Information Officer’s 
letter conveying decision. 

(d) If a request is denied in part or in 
full, the letter conveying the decision 
will be signed by the CEQ FOIA Officer, 
and will include: The reasons for any 

denial, including any FOIA exemp-
tion(s) applied by the FOIA Officer in 
denying the request; an estimate of the 
volume of records or information with-
held, in number of pages or in some 
other reasonable form of estimation. 
This estimate does not need to be pro-
vided, if the volume is otherwise indi-
cated through exemptions on records 
disclosed in part or, if providing an es-
timate would harm an interest pro-
tected by an applicable exemption; and 
the procedure for filing an appeal. 

§ 1515.7 Expedited processing. 
(a) Requests and appeals will be 

taken out of order and given expedited 
treatment whenever it is determined 
that they involve: 

(1) 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; or 

(2) An urgency to inform the public 
about an actual or alleged Federal Gov-
ernment activity, if made by a person 
primarily engaged in disseminating in-
formation. 

(b) A request for expedited processing 
may be made at the time of the initial 
request for records or at any later 
time. 

(c) A requester who seeks expedited 
processing must submit a written 
statement, certified to be true and cor-
rect to the best of that person’s knowl-
edge and belief, explaining in detail the 
basis for requesting expedited proc-
essing. For example, a requester within 
the category described in paragraph 
(a)(2) of this section, if not a full-time 
member of the news media, must estab-
lish that he or she is a person whose 
main professional activity or occupa-
tion is information dissemination, 
though it need not be his or her sole 
occupation. A requester within the cat-
egory (a)(2) of this section must also 
establish a particular urgency to in-
form the public about the government 
activity involved in the request, be-
yond the public’s right to know about 
government activity generally. Formal 
certification may be waived as a mat-
ter of administrative discretion. 

(d) Within 10 days of its receipt of a 
request for expedited processing, the 
CEQ FOIA Officer will decide whether 
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