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that the records requested may be lo-
cated and identified. If the description 
is insufficient to locate the requested 
records, the officer processing the re-
quest will notify the requester and ask 
for additional information. 

[77 FR 66540, Nov. 6, 2012] 

§ 1401.32 Logging of written requests. 
(a) All requests for records should be 

clearly and prominently identified as a 
request for information under the Free-
dom of Information Act, and if sub-
mitted by mail or otherwise submitted 
in an envelope or other cover, should 
be clearly and prominently identified 
as such on the envelope or other cover. 

(b) Upon receipt of a request for 
records from the FMCS Office of the 
General Counsel, the FMCS office or 
division responding to the request shall 
enter it in a public log. The log shall 
state the date and time received, the 
name and address of person making the 
request, the nature of the records re-
quested, the action taken on the re-
quest, the date of the determination 
letter sent pursuant to § 1401.34 (b) and 
(d), the date(s) any records are subse-
quently furnished, the number of staff 
hours and grade levels of persons who 
spent time responding to the request, 
and the payment requested and re-
ceived. 

[50 FR 52917, Dec. 27, 1985, as amended at 77 
FR 66540, Nov. 6, 2012] 

§ 1401.33 Description of information 
requested. 

(a) Each request should reasonably 
describe the records being sought, in a 
way that they can be identified and lo-
cated. A request should include all per-
tinent details that will help identify 
the records sought. 

(b) If the description is insufficient, 
the officer processing the request will 
so notify the person making the re-
quest and indicate the additional infor-
mation needed. Every reasonable effort 
shall be made to assist in the identi-
fication and location of the records 
sought. 

§ 1401.34 Time for processing requests. 
(a) All time limitations established 

pursuant to this section shall begin as 
of the time a request for records is re-

ceived by the Office of the General 
Counsel. 

(b) The officer or employee respon-
sible for responding to the request 
shall, within twenty (20) working days 
following receipt of the request, re-
spond in writing to the requester, de-
termining whether, or the extent to 
which, the Agency shall comply with 
the request. 

(1) If all of the records requested have 
been located and a final determination 
has been made with respect to disclo-
sure of all the records requested, the 
response shall so state. 

(2) If all of the records have not been 
located or a final determination has 
not been made with respect to disclo-
sure of all records requested, the re-
sponse shall state the extent to which 
the records involved will be disclosed 
pursuant to the rules established in 
this part. 

(c) Where the time limits for proc-
essing a request cannot be met because 
of unusual circumstances and FMCS 
determines to extend the time limit on 
that basis, FMCS will, as soon as prac-
ticable, notify the requester in writing 
of the unusual circumstances and the 
date by which the processing can be ex-
pected to be completed. Where the ex-
tension is for more than 10 working 
days, FMCS will provide the requester 
with an opportunity either to modify 
the request so that it may be processed 
within the time limits or to arrange an 
alternative time period for processing 
the request or a modified request. If 
FMCS reasonably believes that mul-
tiple requests submitted by a re-
quester, 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, 
they may be aggregated. 

(d) If any request for records is de-
nied in whole or in part, the response 
required by paragraph (b) of this sec-
tion shall notify the requester of the 
denial. Such denial shall specify the 
reason and also advise that the denial 
may be appealed to the Office of the 
FMCS Deputy Director as specified in 
§ 1401.35. In addition, such denial shall 
include an estimate of the volume of 
records or information withheld, in 
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