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telephone number and an electronic
mail address.

(f) A request must describe the
records sought in enough detail to en-
able CIGIE personnel to locate them
with reasonable effort. A requester
should include as much specific infor-
mation as possible regarding dates, ti-
tles, names of individuals, and names
of agencies or other organizations that
may help identify the records. Wide
ranging requests that lack specificity
or that contain broad descriptions of
subject matters without reference to
specific records, may be considered
“not reasonably described’’ and there-
fore not subject to further processing.

(g) If CIGIE determines that a re-
quest does not reasonably describe the
records, the agency will inform the re-
quester and provide the requester with
an opportunity to modify the request.
The ‘‘date of receipt” in such cases
shall be the date of receipt of the modi-
fied request.

(h) The time limit for processing the
request will be tolled while any fee
issue is not resolved. If CIGIE antici-
pates that the fees for processing the
request will exceed the amount that
the requester has stated he or she is
willing to pay, or will amount to more
than $25.00, the agency will notify the
requester. In such cases, the agency
will require the requester to agree in
writing to pay the estimated fee.

(i) The requester must meet all of the
requirements of this section in order
for the request to be perfected. CIGIE
will only process perfected requests.

§9800.7 Agency response to requests
for records.

(a) With the exception of IC records,
the CIGIE FOIA Officer, the Chief
FOIA Officer, and persons designated
by the CIGIE Chairperson are solely
authorized to grant or deny any re-
quest for CIGIE records.

(b) When a request for records is sub-
mitted in accordance with §9800.6,
CIGIE shall inform the requester of its
determination concerning that request
within 20 working days (excepting Sat-
urdays, Sundays, and Federal holi-
days), plus any extension authorized
under §9800.14. If CIGIE grants the re-
quest, CIGIE will inform the requester
of any conditions surrounding the

§9800.9

granting of the request. If CIGIE
grants only a portion of the request,
the portion not granted will be treated
as a denial. If CIGIE denies the request
in whole or in part, CIGIE will inform
the requester of that decision and of
the following:

(1) The reason for the denial;

(2) The name and title or position of
the person responsible for denial of the
request;

(3) The requester’s right to appeal
any such denial and the title and ad-
dress of the official to whom such ap-
peal is to be addressed; and

(4) The requirement that such appeal
be received within 45 days of the date
of the denial.

(c) If CIGIE cannot fulfill a request
because the records requested are in
the custody of another agency outside
CIGIE, CIGIE will inform the requester
and will forward the request to that
agency or department for processing in
accordance with this regulation.

§9800.8 Multitrack processing.

(a) CIGIE processes requests using a
multitrack processing system. There
are four processing tracks: An expe-
dited track, if the request qualifies; a
simple track for relatively simple re-
quests; a complex track for more com-
plex and lengthy requests; and a re-
manded track, when a FOIA appeal is
granted.

(b) CIGIE processes requests on a
“first-in, first-out’” basis for each
track, unless there are unusual cir-
cumstances as referenced in §9800.14, or
the requester is entitled to expedited
processing as described in §9800.11.

§9800.9 General provisions respecting
release of records.

(a) CIGIE will provide the records in
the form or format specified by the re-
quester, if the records are readily re-
producible in that form or format.

(b) If the request concerns documents
involving a personal privacy interest or
documents protected by another con-
fidentiality statute, the requester must
provide either a notarized statement or
a statement signed under penalty of
perjury, declaring that the requester is
actually the person he or she claims to
be. Original signatures are required.
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