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Purpose15.1 .  ThischapterprovidesDepartmentoftheInterior (Department) policyand
guidanceforemployeestocarryouttheirresponsibilitiesundertheFreedomofInformationAct
FOIA), asamended (5U.S.C. 552).    

Policy15.2 .  ThepolicyoftheDepartmentistoprovidethepublicpromptaccesstoinformation
inaccordancewiththerequirementsandintentoftheFOIA.    

Scope15.3 .  Thischapterappliestoall bureausandoffices (hereinafter
Ifanyportionofthischapteris (orbecomes) inconsistentwitheitherthe

FOIAortheDepartmentregulations (43CFRPart2), thatportionofthischapterwillbe
void.  

Authorities15.4 . 

5U.S.C. 552; andA.  

B. 43CFRPart2.  

Responsibilities15.5  . 

A. ChiefFOIAOfficer.  sChiefInformationOfficer (CIO) isthe
ChiefFOIAOfficerand, inthatcapacity, isresponsiblefor:   

1) EnsuringthatbureausefficientlyandappropriatelycomplywithFOIA
policiesandrequirements;  

2) MonitoringimplementationoftheFOIAthroughouttheDepartment;  
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3) KeepingtheSecretary, theSolicitor, andtheDepartmentofJustice (DOJ)  
appropriatelyinformedoftheDepartment'sperformanceinimplementingtheFOIA;  

4) RecommendingtotheSecretaryadjustmentstotheDepartmpractices,  
policies, personnel, andfundingasmaybenecessarytoimprove implementation
oftheFOIA;  

5) ReviewingandreportingtoDOJ, throughtheSecretary, atsuchtimesandin
suchformatsasDOJmaydirect, ontheDepartment'sperformanceinimplementingtheFOIA;  

6) Facilitatingpublicunderstandingofthepurposesoftheexemptionslocatedat
5U.S.C. 552(b); and

7) DesignatingFOIAPublicLiaisons.  

B. DepartmentFOIAPolicyStaff.  TheDepartmentFOIAPolicyStaffincludesthe
DepartmentalFOIAOfficerandFOIASeniorSpecialist(s) intheOfficeoftheExecutiveSecretariat
andRegulatoryAffairs (OES).  TheDepartmentFOIAPolicyStaff, onbehalfoftheChiefFOIA
Officer, including:    

1) Developingprocedures (forexample, guidelines, standards, handbooks,  
brochures, trainingmaterials, writteninstructions, andguidance) thatrelatetoimplementationofthe

policiesandregulations, forDepartment-wide
FOIAimplementation;  

2) Reviewingallbureau/officeFOIAProceduresbeforetheyaredistributed,  
released, issued, orpresented.   

3) Maintainingthe FOIAwebsiteandelectronicFOIALibrary;  

4) Providingprogramoversight, technicalassistance, andFOIAtrainingto
Departmentalemployees;  

5) ManagingtheelectronicFOIAtrackingsystem (EFTS); acentralized, web- 
basedapplicationforDepartment-widestandardizedtracking, management, andreportingofFOIA
requests;  

6) MonitoringthenumberofFOIArequeststhathavenotbeenrespondedto
withinthestatutorytimeframe (backlog) throughmonthlyandquarterlyreporting;  

7) PreparingtheDepartmentannualreporttoDOJandCongress, discussed
belowinparagraph15.7;   
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8) ProvidingassistancetotheOfficeoftheSecretary (OS) FOIAOfficerin
coordinatingselectedhighprofileand/ormulti-bureaurequests; and

9) ReducingduplicateeffortsamongFOIAandCongressionaldocument
productionsandencouragingaccurate, consistent, complete, andtimelydocumentproductionsby
facilitatingongoingcoordinationbetweenbureauFOIAOfficersandOES.  

C. OfficeoftheSolicitor.  TheOfficeoftheSolicitor (SOL) assignsattorneysthatare
responsiblefor:    

1) ProvidingguidanceandlegalinterpretationsofFOIA, alongwithlegal
reviewsofFOIAdeterminationsandappeals, asnecessary;  

2) AssistinginthedevelopmentofFOIAregulations;   

3) AssistingtheDepartmentFOIAPolicyStaffintrainingDepartmental
employeesandreviewingbureauFOIAProcedures, whenrequested; and

4) MakingthefinaldecisionontheappropriatenessofinvokingFOIA

D. FOIAandPrivacyAct (PA) AppealsOfficer.  TheFOIAandPAAppealsOfficerare
responsiblefor:  

1) Administering

2) Makingdecisionsonappeals;   

3) DevelopingFOIAProceduresfProgram;  

4) AssistingtheDepartmentFOIAPolicyStaffinprovidingprogramoversight,  
technicalassistance, andtrainingtoDepartmentalemployeestoensurecompliancewiththeFOIA;   

5) Maintainingtheinformationrequiredby ulations;  
and

6) Providingtimely, accurate, andcompleteinformationwhenrequestedbythe
FOIAPolicyStaff, includingfortheAnnualReport.  

E. HeadsofBureaus.  Headsofbureausareresponsiblefor:  

1) EnsuringcompliancewiththeFOIA, theDepartmentsFOIAregulations, this
chapter, and FOIAProcedures (forexample, byissuinginternalFOIAProcedures
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asneeded (after ));  

2) DesignatingbothabureauFOIAOfficerandanalternatetoimplementthe
bureau FOIAprogramandtoserveastheprimarycontactswiththeDepartmentFOIAPolicy
StaffforFOIAactivities;  

3) Confirmingthatthebureau

4) Ensuringcompliancewiththepublicinformationrequirementsprescribedin
5U.S.C. 552(a)(2) (includingmakingavailableforpublicinspectionandcopying: finalopinions,  
unpublishedstatementsofpolicyandinterpretationsadoptedbytheagency, certainadministrative
staffmanuals, andcertainfrequentlyrequestedrecords, alongwithcreatingageneralindexofthe
frequentlyrequestedrecords);   

5) PromotingemployeeawarenessofFOIAobligations (includingthe
obligationtoprovidethoroughandpromptresponsestoFOIArequestsandidentifyinformationthat
shouldbemadeavailableproactively); and

6) Designating, inwriting, officesand/oremployeesauthorizedtomakefinal
decisionsonFOIArequestsforthebureau (hereinafter .  

F. BureauFOIAOfficers.  BureauFOIAOfficersareresponsiblefor:  

1) Reviewingallincomingrequests, loggingthemintotheEFTSwithinone
businessdayoftheirarrival (unlessthatfunctionhasbeendelegatedtoanActionOffice) usingthe
criteriadiscussedbelowinsectionH, anddeterminingtheActionOfficeresponsibleforpreparing
theresponse;  

2) TrackingandmanagingallFOIArequeststhebureauisresponsibleforto
ensurethat:  

a) Responsesareaccurate, complete, andpreparedinatimelymannerin
accordancewithapplicablelaws, policies, andFOIAProcedures; and

b) Feesareassessedandcollected, asappropriate;  

3) CoordinatingwithotherDepartmentalstaffandbureaus, asappropriate,  
includingalwayscontactingtherelevantbureauFOIAOfficer(s) inotherbureausbeforereferringa
requesttothemandadvisingtheOSFOIAOfficerwheneverarequestisreceivedthatinvolves
multiplebureausandmayrequirecoordination;  

4) Maintainingcontemporaneousdocumentationofallactionstakenin
processingeachFOIArequest, whichmaysupportresponsestopotentialappealsandlitigation;  
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5) Providingtimely, accurate, andcompleteinformationwhenrequestedbythe
FOIAPolicyStaff, includingfortheAnnualReport

6) Maintainingatleastoneemailaddressforrequesterstousewhensubmitting
electronicrequests;  

7) Monitoringtheportionofthe backlogattributabletothe
bureau;  

8) Reducingthebacklogattributabletothebureaubyarateofatleast
10percentperyearandensuringthatthebureaufullyrespondstoitstenoldestFOIArequestseach
year;  

9) DevelopingandmaintainingaFOIAhomepage, electronicFOIAlibrary, and
electronicindexoffrequentlyrequestedrecords, incompliancewiththemandatesoftheFOIA, the

webpublishingrequirements, applicableinformationqualityguidelines, andany
applicableappropriationsprovisions;    

10) ReviewingtheinformationontheirFOIAwebsite(s) regularlytoensurethat
itiscurrent, ofhighquality, accurate, andusable;   

11) Providingtechnicalassistanceandtrainingonatleastanannualbasisto
ensurethat, ataminimum, bureauemployeesresponsibleforprocessingFOIArequestsarefamiliar
withtheFOIAandabletoproperlyandpromptlyrespondtorequests (whilethescopeofthe
trainingisattheb
concurrencemustbeobtainedbeforethetrainingispresented);   

12) EnsuringthatemployeeswhohaveaccesstodataintheEFTSareawareof
theappropriatemaintenance, use, andotherhandlingrequirements, includingthoseestablishedby
thePA;   

13) EnsuringthatbureausEFTSentriesareaccurate, consistent, complete, and
enteredinatimelymannerinaccordancewithapplicablelaws, policies, andFOIAProcedures;   

14) EnsuringeachActionOfficehasatleastoneindividualwithsufficient
expertiseinFOIAtobeabletorespondproperlytoarequest; and

15) Cross-referencing
findcoordinationopportunitiesthatwillreduceduplicativeeffortsandencourageaccurate,  
consistent, complete, andtimelyFOIAandCongressionaldocumentproductions.  

G. ActionOffice.  Theofficeand/oremployeethatwillbemakingafinaldecisionona
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particularFOIArequestforthebureauisresponsiblefor:  

1) Acknowledgingreceiptoftherequestpromptlyinwriting, including
informingtherequesteroftheFOIAcontrolnumberandcontactinformation;  

2) Makingdeterminationsonfeewaiverandexpeditedprocessingrequests
withinthestatutorytimelimits;  

3) Notifyingtherequester, withinthestatutorydeadline, whetheritwillcomply
withtheirrequest;  

4) Conductingareasonablesearchandensuringthatanyrecordsfound
responsivetotherequestarereviewed
regulations;  

5) ConsultingwiththebureauFOIAOfficerbeforereferringarequestto
anotherbureauandconsultingwithappropriateDOIstaff, includingSOLstaff, beforedecidingto
withholdanyportionofaresponsiverecordunderaFOIAexemption, voluntarilyreleasearecord
thatisexemptfromdisclosure, utilizeaFOIAexclusion, ordenyafeewaiver;  

6) ObtaininganynecessaryreviewandconcurrencesfromtheFOIAPolicy
StaffandSOL;  

7) Following-uptomakesurelegiblecopiesoftherecordsaresenttothe
requester (and/ormadeavailableforinspectionandcopying), ifcopiesarenotsentwiththeinitial
response;  

8) Keepingarecordofinformationthathasbeenreleasedorwithheld, which
mayserveasareferenceforfuturerequests (todeterminewhetherthematerialisinthepublic
domain) andtosupportanypotentialappeal(s) and/orlitigation;  

9) Annotatingtheofficialfiletoshowwhichofficesandindividualsconducteda
searchinresponsetotherequest, whatwassearched, andwhenandhowthesearchwasconducted,  
tosupportanypotentialappeal(s) and/orlitigationandtohelptheFOIAOfficermaintain
contemporaneousdocumentationofallactionstakeninprocessingeachFOIArequest;   

10) Obtainingwrittenassuranceofpaymentoradvancepaymentasnecessaryand
preparingtheBillforCollectionwhenitisnotpreparedbythebureaufinanceoffice; and

11) EnteringacopyoftheresponseintotheEFTSorensuringthatthebureau
FOIAOfficerreceivesacopytoenterintotheEFTS.  

H. OSFOIAOfficer.  Whenrecordsonthesamesubjectarerequestedfrommultiple
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bureausorwhentheDepartmentreceivesarequestthatinvolvespotentiallycontroversialor
sensitiveissuesthataffectmultiplebureaus, theOSFOIAOfficerisresponsiblefor:  

1) ConsultingwithotherbureauFOIAOfficers;   

2) Consideringwhichbureaushaveamajorinterestintherecordsandwhich
bureauisinpossessionofmostoftherecords; and

3)  
coordinatetheresponse.  

I. EFTSUsers.  AllFOIA/PAOfficers, andcertainotheremployeeswithaneedto
knowtheinformationcontainedwithinit, areauthorizedtousetheEFTS.  AllEFTSusersare
responsiblefor:  

1) Complyingwithanytrainingand/orcertificationrequirementsofthe
and

2) Completingallrequiredand/orappropriatedatafieldsinanaccurate,  
consistent, complete, andtimelymanner (i.e., withinonebusinessdayofreceiptorotherchangein
status).  

J. FOIAPublicLiaison.  EachbureaumusthaveaFOIAPublicLiaison (preferablynot
thebureauFOIAOfficer) whoisresponsiblefor:    

1) Assistingindividualsinlocatingrecordsandframingtheirrequests;  

2) ReportingtotheDepartment'sChiefFOIAOfficer;   

3) Servingassupervisoryofficialstowhomarequestercanraiseconcernsabout
theservicetheyhavereceived; and

4) Assistinginreducingdelays, increasingtransparencyandunderstandingof
thestatusofrequests, anddisputeresolution.  

K. Employees.  AllemployeesoftheDepartmentareresponsiblefor:  

1) RespondingpromptlyandaccuratelytoFOIA-relatedrequests (forexample,  
requeststosearchforandprovideresponsiverecords); and

2) ComplyingwiththerequirementsofFOIAandtheFederalRecordsAct,   
44U.S.CChapter31.  
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UniformFeeSchedule15.6 .  TheDepartmentsfeescheduleforprocessingFOIArequestsis
publishedin43CFRPart2
http://www.doi.gov/foia/index.cfm.   

AnnualReport15.7 . 

stA. OnorbeforeFebruary1ofeachyear, inaccordancewith5U.S.C. 552(e), the
DepartmentmustsubmitareporttoDOJaboutitsFOIAactivitiesintheprecedingfiscalyear.  

B. TheFOIAPolicyStaffpreparestheAnnualReportbasedoninformationfromthe
EFTSandadditionalinformationprovidedbybureaus.   
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