HOW TO PREPRE A FOIA REQUEST

PRESCRIBING DIRECTIVE:  DoDR-5400.7/AF Sup

OPR:  374 CS/SCSR (FOIA MANAGER)

PURPOSE:  This instruction assists individuals in properly preparing an official Freedom of Information Act (FOIA) request.

INSTRUCTIONS:  Military and civilian personnel may submit FOIA requests acting as private citizens.  Requester SHOULD NOT use Government equipment, supplies, stationery, postage, telephones, or official Air Force mail channels for making FOIA requests.  The FOIA requires response to requesters within 20 workdays (date received in FOIA Office excluding weekends/holidays).
1. Refer to “sample letter” on reverse side.

a. Use plain bond paper – DO NOT use official letterhead

b. Use “Mr/Mrs/Ms/Miss” as your title – DO NOT use your rank/grade

c. Use your postal box as a return address – DO NOT use your organization/unit address

d. Address the letter to:  374 CS/SCSR

       ATTN:  FOIA Manager

e. In the body of the letter, include the following items:

1) Cite the request is under the FOIA

EXAMPLE:  “Under the Freedom of Information Act, I request…”

2) Provide as much information on the document requested to prevent delays and reduce search efforts (case number, date or time-frame of occurrence, names, location, etc.)

3) State you willing to pay for any processing fees involved.  Fees are waived for the first 2-hours of search, the first 100 pages of reproduction, and if the cost doesn’t exceed $15.00.

EXAMPLE:  “I am willing to pay for any processing fees involved,” or “…..not to exceed (dollar

                       amount).”

f. Include your home phone in case we need to contact you.

2. Where to send you FOIA request?

a. By mail:  374 CS/SCSR, ATTN:  FOIA Manager, Unit 5081, APO AP 96328-5081

b. or handcarry/deliver to Bldg 653, Room 120, Yokota Air Base

3. If you have any questions, please contact the FOIA Manager at 225-8644 or 7729.

SAMPLE LETTER










1 Jan 00

FROM:  Mrs. Jane Doe


PSC 78, Box 5000


APO AP 96326-5000

SUBJECT:  Freedom of Information Act (FOIA) Request

TO:  374 CS/SCSR

        ATTN:  FOIA Manager

     Under the Freedom of Information Act, I request a copy of a Security Police Investigation report concerning a harassment complaint against me by Mrs. Stevens on or about 1 Dec 99 at the NCO Club.

     I am willing to pay for any processing fees involved (or”___not to exceed dollar amount”).  If you have any questions, please contact me at 227-1234 (do not use duty phone numbers).








Mrs. Jane Doe

NOTE:  For Security Forces Incident Report  - Third party information for personnel serving overseas or in sensitive or routinely deployable units are considered a denial and must be forwarded to HQ PACAF.  If you consider third party information as not responsive to your request, it must be noted in your request and documents will be redacted to eliminate third party information and could possibly be released within the 20-workday statutory time frame.  If not, it will add additional time to get you request fulfilled as it will start another process.

