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Agenda 
 Annual FOIA Report 

• Statutory Requirements 
• Overview of Process and General 

Guidance 
• Section-by-Section Overview of the 

Annual Report 
• Tips and Tricks 

 Quarterly FOIA Reports 
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5 U.S.C. § 552(e) 
FOIA requires agencies to submit a report to 
the Attorney General each year covering the 
preceding fiscal year. 
Statute provides that the Attorney General: 
• In consultation with the Director of OMB, 

shall develop reporting and performance 
guidelines for these reports, and 

• May establish additional requirements for 
reports that may be useful. 3 



/;_;.=--\ 

.~' ·JJ , ,~> UNITED STATES DEPARTMENTco/ JUSTICE 

   
     

    
   

  
 

   

Posting Raw Data 
 The raw, statistical data used in the 

agency’s Annual FOIA Report must be 
made available for public inspection 
without charge in an electronic, aggregated, 
searchable format, that may be 
downloadable in bulk. 

 OIP issued guidance in 2016 on how 
agencies can meet this requirement. 

4 

https://www.justice.gov/oip/oip-guidance/new_requirements_agency_annual_foia_reports_2016
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 Open Government Directive 
 Requires agency Annual FOIA Reports to 

be published in a machine-readable, open 
format, in addition to the regular human-
readable format. 

 Accordingly, DOJ requires agencies to 
provide their data in a specified NIEM-
XML format for uniformity and uploading 
onto FOIA.gov. 

5 

https://FOIA.gov
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    Using FOIA.gov to Complete the Annual 
FOIA Report 

 Agencies are required to submit their report to OIP 
using the FOIA.gov Annual Report Tool. 

 Each agency has at least one Agency Manager 
account holder who will be able to create and 
submit the agency’s report. 

 If agencies require assistance using the FOIA.gov 
tool, contact OIP. 

6 
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  FOIA.gov Annual Report Tool 
 Has built-in math and logic checks to 

assist agencies in compiling their data. 
 Generates the charts for the human-

readable version of the report and the 
machine-readable NIEM-XML. 

 Agencies must use the charts produced by 
the tool as the basis of their human 
readable reports to ensure consistency 
between the two versions. 7 

https://FOIA.gov
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 Annual FOIA Report Handbook 
Explains the legal, procedural, and technical requirements 
for the Annual FOIA Report: 
• Chapter I: Describes the scope and overall process for 

completing the report. 
• Chapter II: Provides guidance for FOIA professionals 

regarding data entry and case management, which also 
apply to the Annual FOIA Report. 

• Chapter III: Provides step-by-step instructions for 
completing the report in FOIA.gov. 

Posted on OIP’s Reports page: https://www.justice.gov/oip/reports-1 
8 

https://www.justice.gov/oip/reports-1
https://FOIA.gov
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Using Raw Data to Prepare Report 

 We encourage agencies to review their raw 
data before aggregating the metrics for the 
FOIA.gov Annual Report Tool, to the 
extent feasible. 

 For decentralized agencies, this includes 
reviewing each component’s data. 

 Validating the raw data first, if feasible, 
reduces discrepancies in the consolidated 
report. 9 

https://FOIA.gov
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Using Raw Data to Prepare Report 
By beginning with the raw data, agencies can: 
• Address discrepancies pertaining to 

individual requests and update the tracking 
system early in the review process. 

• Consolidate and clear the final report more 
efficiently. 

• Improve data quality by identifying 
requests that need refinement in how they 
are labeled for tracking and closure. 10 
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Using Raw Data to Prepare Report: 
Agencies can identify potential corrections earlier in the 
process, such as: 
• Discrepancies in numbers of pending requests, 

appeals, and consultations across fiscal years 
• Perfected dates 
• “Other” dispositions used 
• Ex. 3 statutes used (see Ex. 3 charts) 
• Calculate medians, averages, # of days 
• Ensure requests have all applicable data entered 

11 

https://www.justice.gov/oip/foia-resources#s4
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Overview of Process for Fiscal Year 2023 

1. After September 30, begin verifying your 
raw data and completing the Annual Report 
in FOIA.gov. 

2. Resolve any validation errors in FOIA.gov. 
3. Submit the draft report to OIP in FOIA.gov 

by no later than November 13, 2023. 
• Notify OIP by emailing 

DOJ.OIP.FOIA@usdoj.gov once your 
agency submits the report. 12 

mailto:DOJ.OIP.FOIA@usdoj.gov
https://FOIA.gov
https://FOIA.gov
https://FOIA.gov
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Overview of Process for Fiscal Year 2023 

4. Make any necessary corrections resulting 
from the OIP review process. 

5. Use the charts provided by OIP to 
complete the human-readable version of 
your Annual FOIA Report. 

13 
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Overview of Process for Fiscal Year 2023 
6. Before March 1, post both the open 

format NIEM-XML and human-readable 
versions of your Annual FOIA Reports on 
your website and provide the links to OIP 
for aggregation on DOJ's website. 

7. Post the raw data for the FY 2023 report 
on your website. Agencies will be 
required to provide a link to their raw data 
in their Chief FOIA Officer Reports. 

14 
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Scope - Types of Requests 
Continue to give incoming requests the 
potential benefit of access under both the 
FOIA and the Privacy Act (PA). 
Do include PA requests in the Annual Report 
when FOIA applies.  FOIA applies when: 
• A search goes beyond PA “system of 

records,” and so involves a FOIA search, or 
• PA exemptions apply to the records, so 

access under the FOIA is considered. 15 
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Scope - Types of Requests 

Do not include Privacy Act requests in the 
Annual Report when: 
• You do not use the FOIA in any way to 

process the request. 
• You search exclusively within PA “system 

of records”, and you do not claim any PA 
exemptions. 

16 
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General Guidance Points for Sections 
IV – XII 

Ensure accurate data and reliable systems so 
that the Report is accurate and meaningful. 

All fields are required, even if your agency 
does not have data to report in a particular 
section. Enter N/A or 0 as indicated in the 
guidance. 

Carefully follow the directions in the DOJ 
Annual FOIA Report Handbook. 17 
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General Guidance Points for Sections 
IV – XII 

For processing times and days pending, 
count days from receipt of a perfected 
request; use working days, unless 
otherwise stated. 

Section V of the Report reflects both 
perfected & non-perfected “purported” 
requests, whereas Section VII (“Response 
Time”) reflects perfected requests only. 

18 
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FOIA.gov Access and Home Page 
 Go to admin.foia.gov  
 Log in using Max.gov (PIV or authenticator app) 
 Refer to the Agency Manager Guide for 

instructions 
 From the Home page you can: 

• Edit your agency’s information 
• Create or Upload an Annual Report 
• Create Quarterly Reports 
• See status of existing reports 

19 

https://admin.foia.gov
https://FOIA.gov
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Logging into the FOIA.gov Tool 

Note: All 
agency users, 
except National 
Railroad 
Passenger 
Corporation 
(Amtrak), are 
required to 
login via 
MAX.gov 
authentication. 

20 
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Agency Info 
• Agency Name 
• Agency Abbreviation 
• Component Check Boxes 
• Report Year 
• Date 

Guidance: Decentralized agencies should check 
off the acronyms for all components that are 
reporting this year. Centralized agencies should 
check off the only acronym that appears. 22 
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Home » Add content 

Ag.ency II nfo * 

IV. Exemption 3 Statutes 

V .A. FOIA REQUESTS -­
RECBVE!D, PROCESSm AND 
PENDING FOIA REQUESTS 

V.B.(1 ). DISPOSITION OF IFOIA 
REQUESTS - ALL PROCESSm 
REQUESTS 

V.B.(2). DISPOSITION OF IFOIA 
REQUESTS - •oTHER.. REASONS 
FOR -PUll_ DENIAl.S BASm ON 
REASONS OTHER THAN 
EXEMFTION5'" 

V.B.(3). DISPOSITION OF IFOIA 
REQUESTS - NUMBER OF TIMES 
EXEMFTIONS APPUffi 

VI.A. ADMJNISTRATIVE APPEALS 
OF INmAL DETERMINATIONS 
OF FOIA REQUESTS -

Al.In 

Agency Info 

If the agency's FOIA information is reported by 'component' (sub-organization, o 'fin, ,-1,.,,";""' rti.. "' 

Component abbre~lations entered here are available throughout this workbook fr 
each component. Select all active components that should appear in your agency' Components 
If a component is added, data must be entered in all fields for that component. C 
for the ,component. 0 
Agency * 

I 
Agency Abbreviation 

I 
Components 
Select all active components_ 

FOIA Annual Report Year 

i 2020 1 

Date Prepared 

I 
Date must be formatted as YYYY-MM-DD 

Eg. 1979-01-29 

ol 

I 

I 

Antit rust 

D 
ATF 

D 
BOP 

D 
CiVii 

D 
Civi Rights 

D 
COPS 

D 
Criminal 

D 
CRS 

D 
DEA 

,1ts must be defined here. 
ntry of information for 
issing please inform OIP. 

lllill remove all data fields 
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Reporting Features 

 Cloning a Previous Year’s Report: 
Agencies may “clone” an existing report
and automatically or manually clear the
old data so components are easily
populated throughout each report section. 

 Adding Placeholders for Components
When creating a new blank report, the
Add Placeholder button allows agencies
to add all components section-by-section. 

24 
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Reporting Features 
 To clone an existing report, please contact OIP.  

Please follow the instructions in the Handbook 
carefully to ensure you remove old data.  

 Cloning is most useful for decentralized agencies
that cannot upload an XML file. 

25 
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Reporting Features 

 DOJ Annual FOIA Report Handbook includes
instructions on how to add placeholders for all
components to each section.  

 This is useful for agencies building their reports
from scratch (not cloning or uploading an XML).  

26 
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Reporting Features 

 Split Form View This functionality gives
agencies two options for adding or editing
data: the "Default" view of all the tabs 
and a "Split" view, showing each tab 
individually. 

27 
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Reporting Features 

 DOJ Annual FOIA Report Handbook includes
instructions on how to view the report in default
or split view. 

 Split view is best suited for agencies with a lot
of components that experienced significant
slowness in adding components, adding Ex. 3 
statutes, saving, or otherwise editing data. 

28 
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Section IV: Exemption 3 Statutes 

• Statute Citation 
• Type of Information Withheld 
• Case Citation (if applicable) 
• Number of Times Relied Upon by 

Agency/Component 
• Total Number of Times Relied Upon by 

Agency 

Guidance: “Total” must be equal to/greater 
than total Ex. 3 citations in Section V.B.3 29 
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Section IV: Exemption 3 Statutes 

Guidance: “Total” must be equal to/greater 
than total Ex. 3 citations in Section V.B.3 30 
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Section V:  Types of Requests 

For charts in this Section, include all 
“purported” FOIA requests, both perfected 
and non-perfected. 

31 
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Section V.A:  Received, Processed, & 
Pending FOIA Requests 

1. Number of Requests Pending as of Start of 
FY 

2. Number of Requests Received During FY 
3. Number of Requests Processed During FY 
4. Number of Requests Pending as of End of 

FY 
Guidance: 1. + 2. – 3. (must) = 4. 
This is auto-calculated for you. 32 



ExernptiDfil 3 Statutes 

VA Rlli\ REQUESTS - ­
RECENED. fROCES8ID AND 
fENlillNG FOIA RiEQUESliS 

V.B,.(1 )_ DISPOSmON OF RM 
REQU~ - AU PROCESSID 
REQUESlfS 

V.B.(2)_ DISPOSmON OF fOJA 
REQUESlfS - "Ornm• 
REASONS, FO 11FULIL D!NMI..S 
M:SID ON REMO.NS OTlfER. 
THAN BEMPTIO ~ 

V.B.(3)_ DISPOSmON OF fOJA 
REQUESlfS - NUM:RllR OF .TiIMES 
GEMPTION5 AWI..IID 

/;_;.=--\ 

.~' ·JJ , ,~> UNITED STATES DEPARTMENTco/ JUSTICE 

F01A RlEOO~ V . . A.. 

+ FO .• quest s V. A. 

Agem:y/Componstt 

I - one - "f" I 
Requests Pend ng as ,of Sta:rt ,of Fis.cal Year 

I 
sts lR:eceived m Fi!S-Ca.l Year 

Requests [Processed 1· n Fi!SU! Vear 

I 
Reqµests !Pend ng as ,of End of Fits:eal ·vear 

I 

  

   

Section V.A:  Received, Processed, & 
Pending FOIA Requests 

Guidance: 1. + 2. – 3. (must) = 4. 33 
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Section V.B.1:  Disposition of FOIA 
Requests – All Processed Requests 

Dispositions to use when records were located 
and processed for release: 

 Full Grant 
 Partial Grant/Partial Denial 
 Full Denial Based On Exemptions 

34 
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Section V.B.1:  Disposition of FOIA 
Requests – All Processed Requests 

Whenever possible, use “Full Grant,” “Partial 
Grant/Partial Denial,” or “Full Denial” 
dispositions to close a FOIA request. 

Guidance: Partial Grant/Partial Denial 
should be used when information is released, 
even if the “partial denial” is based on a 
procedural reason. 35 
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Section V.B.1:  Disposition of FOIA 
Requests – All Processed Requests 

Procedural Dispositions: 
 No Records  Improper FOIA 
 All Records Referred Request 
 Request Withdrawn  Not an Agency 
 Fee-Related Reasons Record 
 Records not  Duplicate 

Reasonably Request 
Described  Other* 36 
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Section V.B.1: Disposition of FOIA Requests 
– All Processed Requests 

37 
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Section V.B.2: Disposition of FOIA 
Requests – “Other” Reasons 

• Component/Agency 
• Description of “Other” Reason 
• Number of Times each “Other” Reason 

Used 
• Total Number of “Other” Closures 

Guidance: Total number must match total 
number of “other” closures in Section V.B.1 38 
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Section V.B.2:  Other-Other FOIA Requests 
– “Other” Reasons 
Procedural Dispositions: 
 Aggregate Cases 
 Court Sealed 
 Directed Requester to Another Entity Subject to the 

FOIA 
 Litigation 
 Unable to Locate or Contact Requester 
 Directed Requester to Publicly Available Information 
 Referred Not Responsive 

39 
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Section V.B.2: Disposition of FOIA 
Requests – “Other” Reasons 

Guidance: Total number must match total 
number of “other” closures in Section V.B.1 40 
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Section V.B.3: Disposition of FOIA 
Requests – No. of Times Exemptions 
Applied 

• Total number of times the agency applied 
each exemption during the fiscal year 

Guidance: Count each exemption only once 
per request. 

41 
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Section V.B.3: Disposition of FOIA 
Requests – No. of Times Exemptions 
Applied 

Guidance: Count each exemption as only 
applying once for each request 42 
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Section VI.A:  Received, Processed, & 
Pending Appeals 

1. Number of Appeals Pending as of Start of 
FY 

2. Number of Appeals Received During FY 
3. Number of Appeals Processed During FY 
4. Number of Appeals Pending as of End of FY 

Guidance: 1. + 2. – 3. (must) = 4. 
This will be auto-calculated. 43 
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IV. Exemption 3 Statutes 
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I I EXEMPTIONS APPLIED 

  

   

Section VI.A:  Received, Processed, & 
Pending Appeals 

Guidance: 1. + 2. – 3. (must) = 4. 44 
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Section VI.B: Disposition of 
Administrative Appeals – All Processed 
Appeals 

• Number Affirmed on Appeal 
• Number Partially Affirmed & Partially 

Reversed/Remanded on Appeal 
• Number Completely Reversed/Remanded 

on Appeal 
• Number Closed for Other Reasons 
• Total 45 
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Agency Info * 

IV. Exemption 3 Statutes 
ADMINISTRAT IVE A~PEALS VI. B. 

4 Administ ratrve Appeal s VI. IE. 
V.A. FOIA RE.QUESTS --
RECEIVED, PROCESSED AND 

Agency /Component PENDING FOIA REQUESTS 

I -Nome - "' I 
V.B. (1 ). DISPOSITION OF FOIA Number Affirmed on Appea!I 
RE.QUESTS -- ALL PROCESSED 

I I RE.QUESTS 

Number Partially Affirmed & Partially Reversed / Remanded on Appeal 
V.B. (2). DISPOSITION OF FOIA 

I I 
RE.QUESTS -- "Oll-lERn 
REASONS FOR nFULL DENIALS 
BASED ON REASONS OTHER Number Com1pletely Reversed/Remanded on Appeal 
TI-IAN EXEMPTIONS'' 

I I 
V.B. (3) . DISPOSITION OF FOIA Number of Appeals Closed for Other !Reasons 
RE.QUESTS -- NUMBER OF TIMES 

I I EXEMPTIONS APPU ED 

Total 
VI.A. ADMINISTRATIVE APPEALS 

I I OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS: --

The total mu,st match the num ber ente red in sect ion VLA ' umber of Ap peals Pro RECEIVED, PROCESSED, AND 
PENDING ADMINISTRATIVE age ncy ove rall. 
APPEA 

    
   

Section VI.B: Disposition of 
Administrative Appeals – All Processed 

46 

Appeals 
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Section VI.C.1: Reasons for Denial on 
Appeal – No. of Times Exemptions Applied 

• Total number of times the agency applied 
each exemption during the fiscal year on 
appeal 

Guidance: Count each exemption as only 
applying once for each appeal 47 
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IV. Exemption 3 Statutes 
ADM INIST RAT IVE APPEALS VI. C. (1) 

- + Number of Times Exemptions . 
V.A. FOIA REQUESTS --
RECEIVED, PROCESSED AND 

Agency /Component PENDING FOIA REQUESTS 
I - None - • I 

V.B.(1 ). DISPOSITION OF FOIA Ex. l 
REQUESTS -- ALL PROCESSED 

l J REQUESTS 

Ex. 2 
V.8.(2). DISPOSITION OF FOIA 

I I 
REQUESTS -- ·ornER" 
REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER Ex. 3 
T1lAN EXEMPTIONS" 

I I 

V.8.(3). DISPOSITION OF FOIA Ex. " 
REQUESTS -- NUMBER OF TIMES 

I I 
EXEMPTIONS APPLIED 

Ex. s 
VI.A. ADMINISTRATIVE APPEALS 

I I 
OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, AND Ex. 6 
PENDING ADMINISTRATIVE 
APPEA l J 

- Ex. 7(A) 
VI.B. DISPOSITION OF 
ADMINISTRATIVE APPEALS --

I I ALL PROCESSED APPEALS 

Ex. 7(8) 

VI.C.(1). REASONS FOR DENIAL l J ON APPEAL -- NUMBER OF 
TIMES EXEMPTIONS APPLI ED Ex. 7(C) 

VI.C.(2). REASONS FOR DENIAL I I 

ON APPEAL -- REASONS OTHER Ex. 7(0) TllAN EXEMPTIONS 

I I 

VI.C.(3). REASONS FOR DENIAL Ex. 7(E) 
ON APPEAL - "OTHER'" 
REASONS 

I I 

VI.C.(4). RESPONSE TIME FOR 
Ex. 7(F) 

ADMINISTRATIVE APPEALS 
I J 
Ex.8 

VI.C.(S). TEN OLDEST PENDING 

I I 
ADMINISTRATIVE APPEALS 

Ex.9 
VII.A. FOIA REQUESTS --

I I 
RESPONSE TIME FOR ALL 

   
    

Section VI.C.1: Reasons for Denial On 
Appeal – No. of Times Exemptions Applied 

48 
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Section VI.C.2: Reasons for Denial On 
Appeal – Reasons Other than Exemptions 
 No Records 
 Records Referred at 

Initial Request Level 
 Request Withdrawn 
 Fee-Related Reasons 
 Records not 

Reasonably Described 
 Improper FOIA 

Request 

 Not Agency Record 
 Duplicate Request 

/Appeal 
 In Litigation 
 Appeal Based 

Solely on Denial of 
Req. for Exp. 
Processing 

 Other* 49 
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IV. Exemption 3 Statutes 
ADMINISTRATIVE APPEALS VI. C. (2) 

+ Adm in ist rat ive Appeals VI. C (2) 
V.A.. FOIA REQUESTS --
RECEIVED, PROCESSED AND 

Agency /Component PENDING FOIA REQUESTS 
[ - None - • I 

V.B.(l ). DISPOSITION OF FOIA No Records 
REQUESTS -- ALL PROCESSED 

I I REQUESTS 

Records Referred at lnilial Request Level 
V.B.(2) . DISPOSITION OF FOIA 

I I REQUESTS -- "OlllER" 
REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER Request Withdrawn 
TllAN EXEMPTIONS" 

I. J 
V.B.(3). DISPOSITION OF FOIA Fee-Related Reason 
REQUESTS -- NUMBER OF TIMES 

I I EXEMPTIONS APPLIED 

Records Not Reasonably Descri bed 
VI.A.. ADMINISTRATIVE APPEALS 

I I OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, AND Improper FOIA Request for Other Reason 
PENDING ADMINISTRATIVE 
APPEA I I 
VI.B. DISPOSITION OF 

Not Agency Record 

ADMINISTRATIVE APPEALS -- I J ALL PROCESSED APPEALS 

Duplicate Request or Appeal 

VI.C.(J)_ REASONS FOR DENIAL I I ON APPEAL -- NUMBER OF 
TIMES EXEMPTIONS APPLIED Request in Litigation 

- l J VI.C.(2). REASONS FOR DENIAL 
ON APPEAL - - REASONS OT HER Appeal Based Solely on Denial of Request for Expedited Processing 
THAN EXEMPTIONS 

I I 
VI.C.(3)_ REASONS FOR DENIAL Other* 
ON APPEAL - "OTHER" 
REASONS I I 

:t Explain in chart VI.C.(3). 
VI.C.(4)_ RESPONSE TIME FOR 
ADMINISTRATIVE APPEALS 

VI.C.(S)_ TEN OLDEST PENDING 
( Add Administrative Appeals VI. C (2) ) 

ADMINISTRATIVE APPEALS Agency OVe rail No Records 

VII.A. FOIA REQUESTS -- I I 

    
   

Section VI.C.2: Reasons for Denial On 
Appeal – Reasons Other than Exemptions 

50 
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Section VI.C.3: Reasons for Denial On 
Appeal – “Other” Reasons 

• Component/Agency 
• Description of “Other” Reason 
• Number of Times each “Other” Reason 

Used 
• Total Number of “Other” Closures 

Guidance: Total number must match total 
number of “other” closures in Section VI.C.2

51 
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Section VI.C.3: Reasons for Denial on 
Appeal – “Other” Reasons 
 Agency Performed Adequate Search 
 Appeal Withdrawn 
 Component has no request 
 Improper Appeal 
 Moot 
 No component response to adjudicate 
 Records deemed unresponsive 
 Unable to locate or contact requester 
 Untimely 

52 
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If a component or the agency does not have other reasons to lis t , users should enter "N/ A" for the Descript ion and ''O'' fo r the Number 
of T imes Mother'" Reason was Relied Upon. 

Show row weights 

ADMINISTRATIVE APPEALS VI. C. (3) 

+ Administrat ive Appeals VI . C (3) ( Remove ) 
Agency / Component 

Show row weights 

"Other" Reasons Info rmat ion ADMINISTRATIVE APPEAL VI.C.3 INFORMATION 

+ Admin istrative A. ( Remove ) 
Description of '"Other'" Reasons for Denials from Chart B(l) 

I 
/,1 

Number of Times "Other'" Reason Was Re.lied Upon 

L I 

( Add Admin istrative Appeals VI. c (3) Other Denials Details ) 

-

( Add Administrative Appeals VI. C (3) ) 
Agency Overall Total 

L __] 
Footnotes (VI.C.(3).) 

I 

    
  

    
   

Section VI.C.3: Reasons for Denial on 
Appeal – “Other” Reasons 

Guidance: Total number must match total 
number of “other” closures in Section VI.C.2 53 
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Section VI.C.4: Response Time for 
Administrative Appeals 

• Median number of days to process 
• Average number of days to process 
• Lowest number of days to process 
• Highest number of days to process 

54 
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tt9c-1 n .. y , nru 
Show row weights 

IV. Exemption 3 Statutes 
ADMINISTRATIVE APPEALS VI. C. (4) 

+ Administ rat ive Appeal, VI. C (4) 
V.A. FOIA REQUESTS -- ( Remove ) 
RECEIVED, PROCESSED AND 

Agency /Component PENDING FOIA REQUESTS 

I - None - • I 
V.B.(1 ). DISPOSITION OF FOIA Median Number of Days 
REQUESTS -- ALL PROCESSED l I 
REQUESTS 

Average Number of Days 
V.B.(2). DISPOSITION OF FOIA 

I 
I 

REQUESTS -- "OTHER" I 
REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER Lowest Number of Days 
THAN EXEMPTIONS" 

I 
I 

I 

V.8.(3). DISPOSITION OF FOIA Highest Number of Days 
REQUESTS -- NUMBER OF TIMES 

I EXEMPTIONS APPLIED I 

VI.A. ADMINISTRATIVE APPEALS 
This is the f irst sect ion in which the · Agency Overa1 1· information cannot be calculate d from component information, and must be entered OF INITIAL DETERMINATIONS 

OF FOIA REQUESTS -- manually. 
RECEIVED, PROCESSED, AND 

( ) PENDING ADMINISTRATIVE Add Administrative Appeals VI. C (4) 
APPEA 

Agency overall Median Number of Days 

VI.B. DISPOSITION OF l J ADMINISTRATIVE APPEALS --
ALL PROCESSED APPEALS 

Agency overall Average Number of Days 

VI.C.(l ). REASONS FOR DENIAL I 
ON APPEAL - NUMBER OF 

Agency overall Lowest Number of Days TIMES EXEMPTIONS APPLIED 

I 
VI.C.(2). REASONS FOR DENIAL Agency overall Highest Number of Days 
ON APPEAL - REASONS OTHER 
THAN EXEMPTIONS l J 
VI.C.(3). REASONS FOR DENIAL 

Footnotes (VI.C.(4).) 

ON APPEAL - "OTHER" 
REASONS 

VI.C.(4). RESPONSE TIME FOR 
ADMINISTRATIVE APPEALS 

/; 

VI.C.(S). TEN OLDEST PENDING 
Al lows entry of any free-format notes associated with this section of the report . 

ADMINISTRATIVE APPEALS 

    Section VI.C.4: Response Time for 

55 

Administrative Appeals 
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Section VI.C.5: Ten Oldest Pending 
Administrative Appeals 

• Ten oldest pending administrative appeals 
at agency/component 

• Date each administrative appeal was 
received and number of days pending as of 
the end of the fiscal year 

Guidance: Data must be here if there are any 
pending appeals at the end of the fiscal year 56 
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J 

V.A. FOIA REQUESTS -- ADM INISTRATIVE APPEALS VI. C. (5} 

RECEIVED, PROCESSED AND 
PENDING FOIA REQUESTS + Oldesc Days ~ 
V.B.(l). DISPOSITION OF FOIA Agency/ Component 
REQUESTS -- ALL PRCX:ESSED I - None - • I REQUESTS 

V.B.(2). DISPOSITION OF FOIA 
I Oldest 

Date 
REQUESTS -- ~arnER" L J REASONS FOR "FULL DENIALS 2nd 
BASED ON REASONS OTHER 
THAN EXEMPTIONS" Dat "" m u s1 be format ted as YYYY - MM - 00 

Eg. 1979- 0/ - 29 
3,d 

V.B.(3). DISPOSITION OF FOIA 
Number of Days Pend ing 

REQUESTS -- NUMBER OF TIMES 
4th I I EXEMPTIONS APPLIED 

VI.A. ADMINISTRATIVE APPEALS 5th 
OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, AND 6th 
PENDING ADMINISTRATIVE 
APPEA 

7th 

VI.B. DISPOSITION OF 
ADMINISTRATIVE APPEALS --
AU. PROCESSED APPEALS 8th 

r 
-

VI.C.(1). REASONS FOR DENIAL 9th 
ON APPEAL -- NUMBER OF 
TIMES EXEMPTIONS APPLIED 

10th 

VI.C.(2). REASONS FOR DENIAL 
ON APPEAL -- REASONS OTHER 
fflAN EXEMPTIONS 

VI.C.(3). REASONS FOR DENIAL ( Add Oldest Days ) 
ON APPEAL -- •oTHERn 
REASONS 

I Agency Over all Oldesc Appeal 
Agency OVerall Date of Appeal 

VI.C.(4). RESPONSE TIME FOR 
Agency Overall 2nd I I 

ADMINISTRATIVE APPEALS 
Date must be fo rmatted as YYYY-MM-DD 

- E.g. 1979-01-29 
VI.C.(5). TEN OLDEST PENDING Agency OVerall 3rd 
ADMINISTRATIVE APPEALS Agency OVerall Number of Days Pending 

Agency Overall 4th I I 

VII.A. FOIA REQUESTS --
RESPONSE TIME FOR AU 
PRCX:ESSED PERFECTED Anenru Overall 5th 

    

   
   

Section VI.C.5: Ten Oldest Pending 
Administrative Appeals 

Guidance: Data must be here if there are any 
pending appeals at the end of the fiscal year 57 
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Section VII: FOIA Requests: Response 
Time for Processed & Pending Requests 

 Include response times for perfected 
requests only. 

Begin counting from date of receipt of the 
perfected request. 

All agencies are required to have an 
expedited track. 58 
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Section VII: FOIA Requests: Response 
Time for Processed & Pending Requests 

 If using a multi-track system, report for 
each track separately and use no more than 
the three designated tracks: simple, 
complex, and expedited. 

 If not using multi-track system, must report 
separately requests which have been 
granted expedited processing. 

59 



/;_;.=--\ 

.~' ·JJ , ,~> UNITED STATES DEPARTMENTco/ JUSTICE 

 

    
   

     
     

Sections VII: Special Instructions 

 If not using multi-track processing, report 
requests in either the simple or complex 
track, whichever best characterizes majority 
of the requests processed. 

For Sections VII.A/VII.B – if agency has no 
data to report for a specific track, input 
“N/A” instead of zero. 

60 
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Section VII.A: Processed Requests – 
Response Time for All Perfected Requests 

• Simple, Complex, & Expedited Processing 
Tracks 

• For each Track, must report: 
o Median number of days to process 
o Average number of days to process 
o Lowest number of days to process 
o Highest number of days to process 

61 
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IV. 0 ,•u•u•c• , 

- PROCESSED REQUESTS VII . A. 

V.A. FOIA REQUESTS --
RECEIVED, PROCESSED AND + Processed Requests VII. ( Remove ) PENDING FOIA REQUESTS 

V.B.(l ). DISPOSITION OF FOIA I Simple 
Agency /Component 

REQUESTS -- ALL PROCESSED 
REQUESTS I - None - • I 

Complex 
Median Number of Days 

V.B.(2). DISPOSITION OF FOIA 
REQUESTS -- "OlllER" Expedited Processing r I 
REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER Average Number of Days 
TllAN EXEMPTIONS" 

I I 
V.B.(3). DISPOSITION OF FOIA Lowest Number of Days 
REQUESTS -- NUMBER OF TIMES l I EXEMPTIONS APPLIED 

Highest Number of Days 
VI.A. ADMINISTRATIVE APPEALS 

I I OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, AND 
PENDING ADMINISTRATIVE 
APPEA 

VI.B. DISPOSITION OF ( Add Processed Requests VII. ) 
ADMINISTRATIVE APPEALS --
ALL PROCESSED APPEALS I Agency ove rall - - Simple 

Agency overall Median Number of Days 

VI.C.(l). REASONS FOR DENIAL 
I I ON APPEAL - NUMBER OF Agency Overall -- Complex 

TIMES EXEMPTIONS APPLIED 
Agency overall Average Number of Days 

VI.C.(2). REASONS FOR DENIAL 
Agency Overall -- Expedited I I 

ON APPEAL - REASONS OTHER 
Processing 

TllAN EXEMPTIONS Agency overall Lowest Number of Days 

r I 
VI.C.(3). REASONS FOR DENIAL 

Agency overall Highest Number of Days ON APPEAL - "OTHER" 
REASONS 

I I 
VI.C.(4). RESPONSE TIME FOR 
ADMINISTRATIVE APPEALS 

Footnotes (VII.A.) 

VI.C.(5). TEN OLDEST PENDING I 
I 

ADMINISTRATIVE APPEALS 

   
  

Section VII.A: Processed Requests – 

62 

Response Time for All Perfected Requests 
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Section VII.B: Processed Requests – 
Response Time for Perfected Requests 
Where Information Was Granted 

• Simple, Complex, & Expedited Processing 
Tracks 

• For each Track, must report: 
o Median number of days to process 
o Average number of days to process 
o Lowest number of days to process 
o Highest number of days to process 63 
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Agency Info * fl AGENCY OVERALL" informat ion cannot be calcul ated from component in format ion , and must be entered . Enter "N/A~ fo r Median, 
Average, Lowest or Hig hest Number of Days if there are no requests for t hat track. 

-
IV. Exemption 3 Statutes Show row weights 

PROCESSED REQUESTS VII. B. 

V.A.. FOIA REQUESTS --
RECEIVED, PROCESSED AND + Processed Requests VII. ( ) PENDING FOIA REQUESTS Remove 

V.B.(1). DISPOSITION OF FOIA I Simple 
Agency / Component REQUESTS -- ALL PROCESSED 

REQUESTS I - None - • I 
Complex 

Median Number of Days 

V.B.(2). DISPOSITION OF FOIA 
REQUESTS -- · ornm· Expedited Processing L J 
REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER Average Number of Days 
TiiAN EXEMPTIONS" 

I I 
V.B.(3). DISPOSITION OF FOIA Lowest Number of Days 
REQUESTS -- NUMBER OF TIMES L J EXEMl'TlONS APPLIED 

Highest Number of Days 
VI.A.. ADMINISTRATIVE APPEAl5 I I OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, AND 
PENDING ADMINISTRATIVE 
APPEA 

-
VI . B. DISPOSITION OF ( Add Processed Requests VII . ) 
ADMINISTRATIVE APPEAl5 --
ALL PROCESSED APPEAl5 

Agency Overall Simple 
Agency Overall Median Number of Days 

VI.C(I). REASONS FOR DENIAL I ON APPEAL - NUMBER OF Agency Overal I - - Complex 
TIMES EXEMPTIONS APPLIED 

Agency Overall Average Number of Days 

VI.C.(2 ). REASONS FOR DENIAL 
Agency Overall - - Expedited [ j 

ON APPEAL - REASONS OTHER 
Prucessing 

TiiAN EXEMPTIONS Agency Overall Lowest Number of Days 

I 
VI.C.(3). REASONS FOR DENIAL 

Agency Overall Highest Number of Days ON APPEAL - "OTHER" 
REASONS 

r j 
VI.C.(4). RESPONSE TIME FOR 
ADMINISTRATIVE APPEAl5 

Footnotes (VII.B.) 

VI.C(S). TEN OLDEST PENDING I 
ADMINISTRATIVE APPEAl5 

  
  

 

Section VII.B: Processed Requests – 
Response Time for Perfected Requests 
Where Information Was Granted 

64 
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Section VII.C.1: Processed Requests – 
Response Time in Day Increments 
For Each Track – Simple, Complex, Expedited 

• Total number of requests processed in the 
simple track by amount of time to process 

• 13 periods, from 1-20 days to 401+ days 
• Number of requests in each time period 

added together equals total number of 
requests in simple track 

65 
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IV . Exe01pt ion 3 Starut es 
PROCESSED REQUESTS VII. C. (1) 

+ Processed Requests VI I .. C. 
V .A. FOIA REQUESTS --
RECBVED, PROCESSED A N D 

Agency/Co1111ponent PENDING FOIA REQUESTS 
I - None - "' I 

V . B.(l) . DISPOSITION OF FOIA <l-20 Days 
REQUESTS -- A LL PRO O ESSED 

I I REQUESTS 

21-40 Days 
V .B.(2 ) . DlSPOSITION OF FOIA 

I I REQUESTS - - '"OliHER" 
REASO NS FOR "FULL DENIALS 
RASED O N REASONS OTHER 41-60 Days 
THAN EXEM PTIONS'" 

I I 
V .B.(3) . DlSPOSITION OF FOIA 61-80 Days 
REQUESTS - - NUMRER O F TIMES 

I I EXIEMIPTIONS A~PUE!D 

81-100 Days 
V I.A. ADM IN ISTRATIVE A P~ EALS 

I I OF INITIAL DETERMINATIONS 
OF FOIA REQ UESTS --
RECEIVED, PROCESSED, AND 101-120 Days 
PE'NDING ADM INISTRA TllVE 
A~PEA I I 
V I.B. DISPOSITION O F 

121-140 Days 

ADMINISTRATIVE A~EALS -- I I ALL PROCESSED A P~ EALS 

141-160 Days 

V I.C.(1 ). REASO NS FOR DENIAL I I 

   
  

Section VII.C.: Processed Requests – 
Response Time in Day Increments 

66 
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Sections VII.C: Special Instructions 

 If no data to report in any of the Section 
VII.C charts, input zero for each of the time 
periods. 

The total number of requests captured in 
charts VII.C.1, VII.C.2, & VII.C.3 should 
be equal to or less than the total number of 
requests processed from Section V.B.1. 

67 
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Section VII.D: Pending Requests – All 
Pending Perfected Requests 
For Each Track – Simple, Complex, Expedited 

• For each Track report: 
o Number of requests pending 
o Median number of days pending 
o Average number of days pending 

68 



/;_;.=--\ 

.~' ·JJ , ,~> UNITED STATES DEPARTMENTco/ JUSTICE 

  

   
      

    

   
      

    
 

Section VII.D: Special Instructions 

 If no requests pending in a particular track 
at the end of the fiscal year, input “0” for 
number pending and “N/A” for median and 
average number of days pending. 

 If the agency has perfected requests pending 
at the end of the fiscal year, this data must 
be equal to or less than the number pending 
in section V.A. 69 
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Agency Info * "AGENCY OVERALL" information cannot be calcu lated from component information, and must be entered. If there are no pending 
requests for a track, enter ·o· for number pending and "N/A" for Median and Average Number of Days, 

IV. Exemption 3 Statutes Show row weights 

PENDING REQUESTS VII. D. 

V.A. FOIA REQUESTS --
RECEIVED, PROCESSED AND + Pending Requests VII. D. 

( Remove ) PENDING FOIA REQUESTS 

Agency /Component 
V.R.(l). DISPOSITION OF FOIA I - None - ., J 

REQUESTS - -ALL PROCESSED 
REQUESTS 

Simple 
Number Pending 

V.R.(2). DISPOSITION OF FOIA 
I I REQUESTS -- "OTHERn Complex 

REASONS FOR nFULL DENIALS 
BASED ON REASONS OTHER Median Number of Days 
THAN EXEMPTIONS" Expedited Processing 

I I 

V.R.(3). DISPOSITION OF FOIA Average Number of Days 
REQUESTS -- NUMBER OF TIMES 

I I EXEMPTIONS APPLIED 

VI.A. ADMINISTRATIVE APPEALS 
OF INITIAL DITTRMINA TIONS 

     Section VII.D: Pending Requests – All 

70 

Pending Perfected Requests 
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Section VII.E: Pending Requests – Ten 
Oldest Pending Perfected Requests 

• Ten oldest pending perfected requests at 
agency/component 

• Date each request was received and 
number of days pending as of the end of 
the fiscal year 

Guidance: If there is data in Section VII.D, 
then data must be reported in this section 71 
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Section VII.E: Special Instructions 

 If no requests to list in this chart, or fewer 
than ten to report, input “N/A” into the 
“Date of Receipt” field and input “0” for the 
“Number of Days Pending.” 

 If one of the requests listed in this chart for 
your agency has been tolled, please enter 
requests in order based on the number of 
days pending. 72 
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"AGENCY OVERALL" informat ion cannot be calcu lated from component i nformat ion, and must be entered. In the date fie ld enter t he 
date the request was rece ived. If there a re no pend ing perfected requests fo r a com ponen t, enter "N / A" fo r Date of Rece ipt and "O" fo r 
Days Pend ing. 

Show row we ig h ts 

PENDING REQUESTS V II . E. 

4 O ldest Days 

Agency /Component 

I - None - • I 

I O ldest 

2nd 

3rd 

4th 

5th 

6th 

7th 

8th 

9th 

10th 

( Remove ) 

Date 

I I 
Date must be fo rmatte d as YYYY-MM-0D 
E.g. I 979-0 I -29 

Numb er of Days Pending 

I I 

     
 

     
  

Section VII.E: Pending Requests – Ten 
Oldest Pending Perfected Requests 

Guidance: If there is data in Section VII.D, 
then data must be reported in this section 73 
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Section VIII: Requests for Expedited 
Processing & Requests for Fee Waiver 

Report only requests for expedited 
processing and requests for fee waiver 
which the agency adjudicated during the 
fiscal year, i.e. granted or denied. 

Do not report requests which became moot 
for various reasons and were thus, neither 
granted or denied. 74 
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Section VIII.A: Requests for Expedited 
Processing 

Expedited Processing – count calendar 
days starting the day the request for 
expedition is received through the day you 
provide notice to the Requester of your 
determination to grant or deny the request. 

75 
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Section VIII.A: Requests for Expedited 
Processing 

• Number of Requests Granted 
• Number of Requests Denied 
• Median Number of Days to Adjudicate 
• Average Number of Days to Adjudicate 
• Number Adjudicated within 10 Calendar 

Days 

76 
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REQUESTS VIII. A. 

V.A. FOIA REQUESTS --
RECBVED, PROCESSED AND 4 Requests VIII. A. 
PENDING FOIA REQUESTS 

Agency /Component 
V.B . .(l). DI.SPOSITION OF FOIA I -None - ,.. I 
REQUESTS -- ALL PROCESSED 
REQUESTS Number Granted 

I I V.B .. (2). DISPOSITION OF FOIA 
REQUESTS -- "OTHER" Must co ntain non-negative integers. 

REASONS FOR "FULL DENIALS 
Number Denied BASED ON REASONS OTHER 

THAN EXEMPTIONS" 

I I 
Must co ntain non-negative integers. 

V.B .. (3). DISPOSITION OF FOIA 
REQUESTS -- NUMBER OF TIMES Median Number of Days to Adjudicate 
EXEMPTIONS APPLIED 

I I 

VI.A. ADMINISTRATIVE APPEAl!.5 
Must co ntain non-negative dec imal numbers , or the spec ial value "N/A". 

OF INITIAL DETERMINATIONS Average NuR1ber of Days to Adjudicate 
OF FOIA REQUESTS --
RECBVED, PROCESSED, AND 

I I PENDING ADMINISTRATIVE 
APPEA Must co ntain non-negative dec imal numbers , or the spec iial value "N/ A". 

Number Adjudicated Within Ten calendar Days 
VI.B. DISPOSmON OF 

I I ADMINISTRATIVE APPEALS --
All PROCESSED APPEALS Must co ntain non-negat ive dec imal numbers , or the spe6al value "N/ A". 

    Section VIII.A: Requests for Expedited 

77 

Processing 
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Section VIII.B: Requests for Fee Waiver 

Fee Waiver – count working days from the 
day you determine that fees will be 
assessed, if a fee waiver was requested, 
through the day you make the determination 
whether to grant or deny the fee waiver. 

 If no fees are assessed, request for fee 
waivers are moot & should not be counted. 

78 
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Section VIII.B: Requests for Fee Wavier 

• Number of Requests for Fee Waiver 
Granted 

• Number of Requests Fee Wavier Denied 
• Median Number of Days to Adjudicate 

Request 
• Average Number of Days to Adjudicate 

Request 

79 
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IV. Exemption 3 Statutes 

REQUESTS FOR FEE WAIVER VIII. R. 

V.A. FOIA REQUESTS --
RECEIVED, PROCESSED AND 4 Reql!lests VIII. B. 
PENDING FOIA REQUESTS 

Agency /Component 
V.B.(l). DISPOSITION OF FOIA I -None - '" I REQUESTS -- ALL ~ROCESSED 
REQUESTS Number Granted 

I I V.B.(2). DISPOSITION OF FOIA 
REQUESTS -- "OTHER" Must contain non-negative integers. 

REASONS FOR "FULL DENIALS 
Number Denied BASED ON REASONS OTH~R 

Tl-lAN EXEMPTIONS" 
I I 
Must contain non-negative integers. 

V.B.(3). DISPOSITION OF FOIA 
REQUESTS -- NUMBER OF TIMES Median !Number of Days to Adjudicate 
EXEMPTIONS APPLIED 

I I 

VI.A. ADMINISTRATlVf APPEAlS 
Must contain non-negative decimal numbers, or the special value• /A". 

OF INITIAL DETERMINATIONS Average Number of Days to Adjudicate 
OF FOIA REQUESTS --
RECEIVED, PROCESSED, ANID 

I I PENDING ADMINISTRATIVE 
APPEA Must contain non-negative decimal numbers, or the special value• /A". 

   Section VIII.B: Requests for Fee Wavier 

80 
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Section VIII Special Instructions 

 If no requests for either expedited 
processing or fee waiver were adjudicated 
during the fiscal year, then the “Median” or 
“Average” number of days to adjudicate in 
either Section VIII.A or VIII.B should be 
reported as N/A instead of zero. 

81 
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Section IX: FOIA Personnel & Costs 

1. Number of “Full-Time” FOIA Employees 
2. Number of “Equivalent Full-Time FOIA 

Employees” 
3. Total Number of “Full-Time” FOIA Staff 
4. Processing Costs 
5. Litigation-Related Costs 
6. Total Costs 

Guidance: 1. + 2. = 3. 4. + 5. = 6. 82 
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Section IX Special Instructions 

 “Equivalent full-time FOIA employee” – 
created by adding together the % of time 
dedicated to FOIA duties by employees 
performing less than full-time FOIA work. 
Each time 100% is reached, the time expended 
is counted as one "equivalent full-time FOIA 
employee." 

 If an agency processed FOIA requests during 
the fiscal year, some amount of personnel data 
must be reported. 83 
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Section IX Special Instructions 
Processing Costs – Administrative cost for 

processing both initial requests and 
administrative appeals. 

 If an agency processed FOIA requests 
during the fiscal year, processing costs data 
must be reported. 

Agency budgets will be helpful resources to 
determine processing and litigation costs. 84 
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Section IX Special Instructions 
Litigation-Related Costs – Sum of all 

costs expended by the agency in litigating 
FOIA requests. 

 Includes salaries of personnel involved in 
FOIA litigation, litigation overhead, 
attorney fees and costs, and any other FOIA 
litigation-related expenses. 

85 
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IV . Exemptron 3 Statut es 
FOIA PERSONNEL AND COSTS VC. 

+ FOIA Per sonne l and Costs IX . 
V .A FOIA REQUESTS --
RECEIVED, PROCESSED A N D 

Agency /Component PeNDING FOIA REQUESTS 
I - Norie - ... I 

V .B.(1 ) . m s POSITION OF FOIA 
PERSONNEL 

Numbe.- o.f i rull-Time FOIA &np1oyees" REQUESTS -- A LL PROCESSED 
REQUESTS 

COSTS I I 
V .B.(2 ). m s POSITION OF FOIA Numbe.- o.f 1Equivalent Full-Time FOIA Employees" 
REQUESTS -- "OTHER" 

I I REASONS FOR "FU LL DENILALS 
BASED O N REASONS OTHER 
THAN EXEM PTIONS'" 

Total Numbe.- of "Fulll-Time FOIA Staff"" 

V .B.(3}. m s POSITION OF FOIA I I 
REQUESTS - - NUMBER O F TIMES 
00EMPTIONS A ~ PLIED 

V I.A ADM INISTRATIVE A PPIEALS 

) O F INITIAL DETERMINATION S C Add FOIA Personnel and Costs IX. O F FOIA REQU ESTS --
REC EIVED, PRO CESSED, A ND 
PEN DING ADMINISTRATIVE 
A ~ PEA Agen cy O verall PERSONN EL 

Age,ncy Ove.-all Numbe,.- of "Full-Time FOIA Employees'" 

V I.B. DISPOSITION O F Agency Overall COSTS I I 
ADMINISTRATIVE A mEALS - -

Age,ncy Ove.-all Numbe,.- of "Equfvallent Full-Time FOIA Employees" A LL PROCESSED A PPEALS 

I I 
VI.C.(I ). REASONS FOR DENIAL Agency Ove.-all Totall Numbe.- of "Full - Time FOIA Staff" O N APPEAL - NUMBER OF 
TIM ES EXEMPTIONS APPLIED I I 
V I.C.(2). REASO N S FOR DENIAL 
ON APPEAL - REASONS OTH ER 
THAN EXEM PTIONS Footnotes (IX.) 

V I.C.(3). REASON S FOR DENIAL 

  Section IX: FOIA Personnel & Costs 
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Section X: Fees Collected for Processing 
Requests 

• Total Amount of Fees Collected 
• Percentage of Total Processing Costs 

(calculated by taking amount of fees 
collected divided by processing costs) 

Guidance: When inputting both processing 
costs & amount of fees collected, percentage 
of total costs will be auto-calculated. 87 
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FEES X. 

+ Fees X .. 

~ency /Colllilponent: 

I - None - "' I 
Total Amount: of Fees Collected 

s I I 
~------------~ 

Pe.-cent:age of Total Cost's 

I I 
T h e "·Percentage of T otal Co s t s " fi e ld is calcu lated by com par-i 

( Add Fee.s X. ) 

~ency Overall Total Anlouint: of Fees Collected 

sl I ~------------~ 
~ency Overa.l I Pe r-centage of Total Costs 

I I 
T h e "·P•erce n tage of T otal Costs " fi e ld is callcu lated by co m par-i ng th 

Footnotes (X.) 

I 

 

 
    
 

Section X: Fees Collected for Processing 
Requests 

Guidance: When inputting both processing costs 
& amount of fees collected, percentage of total 
costs will be auto-calculated. 

88 
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Section XI.A: Number of Times Subsection 
(c) Used 
• Number of times the agency or component 

used a FOIA subsection (c) exclusion. 
• Most agencies do not use exclusions; all 

exclusion use must be approved by OIP. 
• Decentralized agencies must account for 

each of their components when reporting. 

89 
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/-\yt:m.y IIIIU 
Show row weights 

IV. Exemption 3 Statutes 
SUBSECTION XI. A. 

+ Subsection XI. ___ ( Remove ) V .A. FOIA REQUESTS --
RECEIVED, PROCESSED AND 
PENDING FOIA REQUESTS Agency /Component 

I -None - TI 

V.B.(l). DISPOSITION OF FOIA Number of Times Subsection Used 
REQUESTS -- ALL PROCESSED 

I I 
REQUESTS 

V.B.(2). DISPOSITION OF FOIA 
REQUESTS -- "OTHER" 

( Add Subsection XI. A. ) REASONS FOR "FULL DENIALS 
BASED ON REASONS OTHER 
THAN EXEMPTIONS" 

Agency Overall Number of Times Subsection Used 

V.B.(3). DISPOSITION OF FOIA I 
REQUESTS -- NUMBER OF 

Footnotes (XI.A.) TIMES EXEMPTIONS APPLIED 

VI.A. ADMINISTRATIVE APPEALS 
rn:: IMITII\I nrrrnMIMATl()M(;: 

    Section XI.A: Number of Times Subsection 
(c) Used 

90 
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Section XI.B: Number of (a)(2) Records 
Posted 

• Provide the sum of all (a)(2) records 
posted to your agency's FOIA webpage. 

• Provide an estimate of all (a)(2) records 
posted to the agency’s webpage outside 
the FOIA office by your agency's program 
offices. 

91 
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- -
I View I Edit I Delete I Revi sions I Generate docx 

I 
XML 

Home » FOIA- 90 test karen 

Title * 

I FOIA-90 test karen I 

Agency Info * 
XI.B_ Number of Subsection (A)(2) Postings 

IV_ Exemption 3 Stat utes 
If the component field 1s filled in, all other ed itable columns must be filled in. All values must be non-negative 
in tegers . To add a component click "Add" above the "Agency Overall" fields. The "Agency Overall " f1eld(s) will be 
autocalculated as you enter data in this sect ion. 

V.A. FOIA REQUESTS -- Show row we igh ts RECEIVED, PROCESSED AND 
PENDING FOIA REQUESTS SUBSECTION XI. B. 

V.B.( l). DISPOSITION OF FOIA + subsection XI. B. ( Remove ) REQU ESTS -- ALL PROCESSED 
REQU ESTS 

Agency/ Component 

V.B.(2). DISPOSITION OF FOIA 
I - None - ,. I 

REQUESTS -- "OTHER" Number of Records Posted by the FOIA Office REASONS FOR "FULL DENIALS 
IIASED ON REASONS OTHER l I THAN EXEMPTIONS" 

Number of Records Posted by Program Offices 

V.8.(3). DISPOSITION OF FOIA l j REQUESTS -- NUMBER OF TIMES 
EXEMPTIONS APPLIED 

VI.A. ADMINISTRATIVE APPEALS ( Add Subsection XI. B. ) OF INITIAL DETERMINATIONS 
OF FOIA REQUESTS --

Agency Overall Number of Records Posted by the FOIA Office RECEIVED, PROCESSED, AND 
PENDING ADMINISTRATIVE [ ~ APPEAL 

- Agency Overall Number of Records Posted by Program Offices 
VI.B. DISPOSITION OF I ADMINISTRATIVE APPEALS --
ALL PROCESSED APPEALS 

Footnotes (XI.B.) 

VI.C.(l). REASONS FOR DENIAL 
ON APPEAL -- NUMBER OF 
TIMES EXEMPTIONS APPLIED 

VI.C.(2). REASONS FOR DENIAL 
ON APPEAL -- REASONS OTHER ;; 
THAN EXEMPTIONS Allows entry of any free-format notes associated with th is section of the report. 

   
  

Section XI.B: Number of (a)(2) Records 

92 

Posted – FOIA.gov Tool 
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Section XII.A: Backlogs of FOIA Requests 
and Administrative Appeals 

• Number of Backlogged Requests as of 
End of FY 

• Number of Backlogged Appeals as of End 
of FY 

Guidance: Data must be less than or equal to 
# pending at end of FY in Section V.A 
(requests) & in Section VI.A (appeals) 93 
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FOIA REQUESTS AND ADMINISTRATIVE APPEALS XII. A. 

+ FOIA Requests an _._ 

Agency /Component 

[ - None - • ] 

Number of Backlogged Requests as of Bnd of Fiscal Year 

Number of Baddogged Aippeals as of End of Fiscal Year 

Must contain non-negativ,e i nt,egers, or the special! value "N / A". 

Show row weights 

( Remove ) 

 
 

    
    

   

Section XII.A: Backlogs of FOIA Requests 
and Administrative Appeals 

Guidance: Data must be less than or equal to 
no. pending at end of FY in Section V.A 
(requests) & in Section VI.A (appeals) 

94 
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Section XII.B: Consultations on FOIA 
Requests – Received, Processed, and 
Pending Consultations 

1. Number of Consultations Pending at Start 
of FY 

2. Number of Consultations Received in FY 
3. Number of Consultations Processed in FY 
4. Number of Consultations Pending at End 

of FY 
Guidance: 1. + 2. – 3. (must) = 4. 

95 
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Section XII.B Special Instructions 

Count only consultations received at 
agency, not those consultations that were 
sent by your agency to another agency. 

96 
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-
fOIA REQUESTS AND ADMINISTRATIVE APPEALS XII. B. 

+ FOIA Reques ts and Administra ... ( Remove ) 

Agency /Component 

I - Nome - -.. 1 

Number of Consul1ations Rece.ived from Other Agencies 1hat were Pending at tihe Age:ncy as of Stan of the Fiscal Vear 

I I 
Number of Consultations Rernived from Othe,r Agencies During the Fiscal Year 

I I 
Number of Consultations Received from Othe,r Agencies 1hat were Processed by the Agency During Ehe Fiscal Year 

I I 
Number of Consultations Rece.ived from Othe,r Agencies 1hat were Pending at tihe Age:ncy as of End of ~he Fiscal Year 

I I 

   
   

   

Section XII.B: Consultations on FOIA 
Requests – Received, Processed, and 
Pending Consultations 

Guidance: 1. + 2. – 3. (must) = 4. 
97 
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Section XII.C: Consultations on FOIA 
Requests – Ten Oldest Pending 
Consultations 
• Ten oldest pending consultations at 

agency/component 
• Date each consultation was received and 

number of days pending as of the end of 
the fiscal year 

Guidance: Chart must contain data if Section 
XII.B lists consultations pending at end of FY 98 
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-
fOIA REQUESTS AND ADM INISTRATIVE APPEALS XII. C. 

+ Oldest Days ( Remove ) 
Agency /Component 

I - None - • I 
Oldest 

Date 

2nd I I 
Date m ust be formatted as YYYY-MM-OD 
E.g. 1979-01-29 

3rd 
Number of Days Pend ing 

4th I I 

'>th 

6th 

7th 

8th 

9th 

10th 

    
   

  
  

Section XII.C: Consultations on FOIA 
Requests – Ten Oldest Pending 
Consultations 

Guidance: Chart must contain data if Section 
XII.B lists consultations pending at end of FY 99 
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Section XII.D.1: Comparison of Nos. of 
Requests Received and Processed (Previous 
to Current Annual Report) 

• Number of requests received/processed 
during FY from last year’s Annual Report 

• Number of requests received/processed 
during FY from current Annual Report 

Guidance: Numbers for previous FY should 
come directly from previous Annual Report 100 
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FOIA IEQUESTS AND ADMINISTRATIVE APPEALS XII. D. (11). 

+ FOIA Requests and Admi ... 

Agency/Component 

I - None - • I 

NUMBER RECEIVED 

NUMBrn PROCESSED 

( Remove ) 

Number Received During Fiscal Year from Last Year's 
Annual Report 

Number Received During !Fiscal Year from Current 
Annual Report 

  
 

   
 

Section XII.D.1: Comparison of Nos. of 
Requests Received and Processed 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 101 
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Section XII.D.2: Comparison of Nos. of 
Requests Backlogged (Previous to Current 
Annual Report) 

• Number of requests backlogged as of end 
of FY from last year’s Annual Report 

• Number of requests backlogged as of end 
of FY from current Annual Report 

Guidance: Numbers for previous FY should 
come directly from previous Annual Report 102 
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FOIA REQUESTS AND ADMINISTRATIVE APPEALS XII. D. (2). 

+ FOIA Requests an ... 

Agency /Component 
[ - None - ~ ] 

( Remove ) 

Number of Backlogged Requests as of Emd of the Fiscal Year from Previous 
An1nual Report 

Number of Baddogged Requests as of Emd of the Fiscal Year from Current 
An1nual Report 

  

   
 

Section XII.D.2: Comparison of Nos. of 
Requests Backlogged 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 103 
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Section XII.E.1: Comparison of Nos. of 
Appeals Received and Processed (Previous 
to Current Annual Report) 

• Number of appeals received/processed 
during FY from last year’s Annual Report 

• Number of appeals received/processed 
during FY from current Annual Report 

Guidance: Numbers for previous FY should 
come directly from previous Annual Report 104 
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FOIA REQUESTS AND ADMINISTRATIVE APPEAl5 XII. E. (l). 

+ FOIA Requests and Admi ... 

Agency /Component 
[ - None - -.- 1 

NUMBER RECEIVED 

NUMBER PROCESSED 

( Remove ) 

Number Received During !Fiscal Year from Last Year's 
Annual Report 

Number Received During !Fiscal Year from Current 
Annual Report 

    

   
 

Section XII.E.1: Comparison of Nos. of 
Appeals Received and Processed 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 105 
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Section XII.E.2: Comparison of Nos. of 
Appeals Backlogged (Previous to Current 
Annual Report) 

• Number of appeals backlogged as of end 
of FY from last year’s Annual Report 

• Number of appeals backlogged as of end 
of FY from current Annual Report 

Guidance: Numbers for previous FY should 
come directly from previous Annual Report 106 
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fOIA ~EQUESTS AND ADMINISTRATIVE APPEAl5 XII. E. (2). 

+ FOIA Requests and Admi ... 

Agency /Compornerit 

I -None - "' I 
Number of Backlogged Requests as of End of the Fisc~I Year from Previous Annual Report 

I I 
Number of Backlogged Requests as of End of the Fisc~I Year from Current Annual Report 

I I 

    

   
 

Section XII.E.2: Comparison of Nos. of 
Appeals Backlogged 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 107 
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Validating and Saving the Report 
 Validating will flag any errors throughout 

the report in red 
 Review and correct any errors 
 Save the report before closing 
 Do not close the window before it returns 

to the “Home” screen 
 If you must step away from the computer, 

save to prevent losing data if your session 
times out 

108 
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- · ..l aJ I■ .. _ __ __ - - - - --- ■ - -- - - -

XII. E.(2 )~ COMPARISON OF 
N UMBBRS O ,F ADMINISTRATIVE 
APPEALS FROM PR.EV'.IOUS AND 
CURRENT ANNUAL REPORT --
RACKLOGGED APPEALS 

Ou nr,e'nt slate: Draft 

Ohamge to: I Draft T l 

Sc ed u le a st at us c ange 

C Val idate ) Save C Preview ) Delete 

  Validating and Saving the Report 
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Submission of Data & Review by OIP 

Agencies must submit their Annual 
Report to OIP by no later than 
November 13th. 

Members of OIP’s Compliance Team 
will review the submission and advise 
agencies of any outstanding issues prior 
to clearing. 

110 
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Existing Annual FOIA Reports 

Authored by Last Change 

kare n. n .hopkins@u sdoj . gov 

kare n. n .hopkins@u sdoj . gov 

08/22 /2019 - 1455 

08/22 /20 19 - 1303 

XII.E.(2 ). COMPARISON! OF 
N UMBE!RS O F ADM INISTRATIVE 
A~PEAL.S FROM PREVIOUS AND 
CURRENT ANNUAL REPORT -­
RACKLOGGED APPEALS 

OUnr;ent state: Draf t 

dhange to: 

Sc hed u le a 

Validate 

Status -Drah Edit 

Submitted to OIP 

<,------------0 

Preview Delete 

  

  
  

  

Status and Submitting the Report to OIP 

Note: Once a report 
is “Submitted to 
OIP” you will not 
be able to edit the 
report. 
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Submission of Data & Review by OIP 
Once the report has been approved, OIP 

will provide agencies with the charts for 
Sections IV through  XII of their human-
readable report and the final XML file. 

Agencies will then add the first three 
sections of the human-readable report 
outlined in the Annual FOIA Report 
Handbook to the charts and provide the 
relevant information for those sections. 112 
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Completing the Human-Readable Version: 
Adding Sections I – III of the Report 
I. Basic Information Regarding Report 

• Provide name, title, address, and telephone 
number of person(s) to be contacted with 
questions about the Report. 

• Provide an electronic link for access to the 
Report on the agency FOIA website. 

• Explain how to obtain a copy of the Report 
in paper form. 113 
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Completing the Human-Readable Version: 
Adding Sections I – III of the Report 

II. Making a FOIA Request 
• Provide Components’ contact information for 

receiving requests. 
• Provide description of why some requests are 

not granted & the general categories of 
exempt records at the agency. 

• Provide electronic link to the agency’s FOIA 
regulations, including the fee schedule. 

114 
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Completing the Human-Readable Version: 
Adding Sections I – III of the Report 

III. Acronyms, Definitions & Exemptions 

• Agency acronyms and definitions of 
terms used in the Report. 

• Concise descriptions of the Exemptions. 

115 
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Posting the Report 
Once cleared by OIP, agencies must post both 
versions of their Annual Report (NIEM-XML 
and human-readable) on their FOIA website and 
send OIP the links to the Reports. 

The links will be posted on OIP’s website, and 
the data will be made available on FOIA.gov. 

Agencies must maintain previous Reports on 
their websites for at least seven years. 

116 
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Tips and Tricks 
 Grey fields are auto-calculated. 
 Red tabs/fields mean there is a validation error 

that needs to be addressed. 
 Some validation occurs in real time; some occurs 

after clicking validate; recommend entering all 
data before validating. 

 Build a shell report before you start entering data 
to save time on data entry. 

 When editing, suggest making all changes at 
once, rather than incrementally, to save load time. 117 
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  Questions on the Annual Report? 
If you have any questions regarding this 
presentation, the Annual FOIA Report 
Handbook, or the completion of your Annual 
Report, please contact OIP’s Compliance 
Team. 

Phone: (202) 514-FOIA (3642) 

Email: DOJ.OIP.FOIA@usdoj.gov 
118 
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 Quarterly FOIA Reports 
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Quarterly FOIA Report Guidance 
 OIP issued updated quarterly report 

guidance in 2021. 
 Guidance provides that Agency Managers 

now submit their Quarterly Report data 
directly into FOIA.gov. 

 Agencies do not need to post the files on 
their websites. 

 Overall data points and deadlines remain 
the same. 120 
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Updated Quarterly FOIA Report 
Guidance 

 Previously, agencies entered data into an 
online generator that provided a .zip file 
for posting on the agency website. 

 Now, agencies enter their data into 
FOIA.gov and “Submit to OIP.” 

 OIP will then “publish” all data after the 
deadline. 121 
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Updated Quarterly FOIA Report 
Guidance 
Data points remain the same: 

• Number of Ten Oldest Requests Closed for 
agency overall 

• Number of requests received during the 
reporting period 

• Number of requests processed during the 
reporting period 

• Number of requests in an agency’s backlog 
at the end of the reporting period 

122 
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Quarterly FOIA Report Posting Deadlines 

 Quarter 1: January 26 
 Quarter 2: April 26 
 Quarter 3: July 26 
 Quarter 4: October 25 

123 
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Updated Quarterly FOIA Report 
Guidance 

 Once your data is ready, Agency 
Managers should log into www.FOIA.gov. 

 Once logged in, select “Create Quarterly 
FOIA Report Data” on your home page. 

 A new blank quarterly report will appear. 
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Updated Quarterly FOIA Report 
Guidance 

1. Enter your 
agency 

2. Select 
components 

3. Enter Fiscal 
Year and 
Quarter 
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Updated Quarterly FOIA Report 
Guidance 

1. Enter your 
agency data in 
each of the 
tabs. You may 
add component 
placeholders. 

2. Submit to OIP 
when final. 

Updated Quarterly Report Guidance has detailed instructions 126 



Questions? 
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