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1. Purpose. To prescribe procedures and policies for admnistra-
tion of the Freedom of Information Act (FOA) as outlined by
reference (a).

2. Cancel | ati on. MCBO 5720. 211.

3. Summary of Revi sion. This revision contains a significant nunber
of changes and should be reviewed in its entirety.

4, I nf ormati on. The FO A establishes the right of public access to
records about individuals and their governnent. Wth the exception
of nine specific exclusions, listed in paragraph 6a of this Oder,
all information contained in records, whether adverse or favorable,

is in the realm of public domain.

5. Record(s) Defined. The term "record" is explained in detail in
paragraph (6) of enclosure (2) to reference (a). In summary,
records:

a. I ncl ude books, papers, maps, photographs, and other

docunentary material regardless of physical form or characteristics.
Computer files are included, provided they are retrievable in the

approximate form desired and do not entail substantial programm ng.

b. Do not include property such as art objects, structures,
furniture, paintings, designs, draw ngs, and data. However, requests
to examne or view such material may be granted subject to the
exenptions described in enclosure (2) of reference (a).
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6. Exenpt i ons

a. The only records exenpt from disclosure under FOA are:
(1) dassified files.
(2) Internal personnel rules and practices.
(3) Those specifically exenpt by statute.

(4) Trade secrets and confidential, conmercial, or financial
i nf ormati on.

(5) Inter-agency and intra-agency nenoranda containing
advice, opinions, or recommendations as contrasted wth factual
matters.

(6) Information in personnel and nedical files as well as
simlar personal information in other files that, if disclosed, would
result in a clearly unwarranted invasion of personal privacy.

(7) Investigatory files conpiled for |aw enforcenent
pur poses.

(8) Reports conpiled by heads of government agencies
responsible for regulating financial institutions.

(9) GCeological and geophysical information.

b. In addition to a record being in one of the categories |isted
above, it nust be shown that release of the information wll
jeopardi ze a government interest, before access can be denied.

c. The presence of "For Oficial Use Only" (FOUO narking on a
record wll not be the sole reason for denying its release.
Information which is "reasonably segregable" and does not fall under
a FOA exenption nust be considered for release to the requester.
Reference (b) provides additional guidance concerning the release of
information contained within FQUO records.

7. Denial Authority. The CG MCB is the Initial Denial Authority for
records. The Base Adjutant is authorized to sign "By direction" for
the Initial Denial Authority.

8. Request for Records

a. The Base Adjutant has coordinating responsibility for all
FOA requests; wll maintain records of all requests and action
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taken; wll <collect and record costs incurred; and will respond to
all FOA A requests.

b. Requests received from individuals for copies or examnation

of records pertaining to thenselves wll be processed per Privacy Act
procedures contained in reference (b). If the requester cites or
inplies the FOA the request wll be processed under the tine limts

of FOA and the exenptions and fees of the Privacy Act.

c. Mnimum Requirenents for FO A Request. To qualify as a
request under the FO A, the request nust at a mninum

(1) Be in witing and indicate expressly or by inplication
that it Is a request under the FAA

(2) Contain a reasonable description of the requested
records.

(3) Contain a clear statenment that the requester is wlling
and able to pay all fees, or fees up to a specified limt, or provide
satisfactory evidence establishing that the requester is entitled to
a waiver of fees per enclosure (3) of reference (a). Fees under $15
are usually waived.

(4) Requests not neeting the mnimum requirenments of the FAA
will be processed per paragraph 7e of reference (a).

d. Action on Receipt of Request

(1) Activity heads receiving witten requests for information
or records will hand-date the receipt date of the request and
i medi ately hand-deliver the request to the Base Adjutant. The Base
Adjutant will determne if the request falls under the FOA and if
the requested record is located at this Base. If not, the Base
Adjutant will forward the request to the cognizant command and draft
a letter to the requester stating to whom the request has been
f or war ded.

(2) If the request falls under the purview of MIB, Quantico

or MCCDC, the Base Adjutant wll imediately task it to the
appropriate activity head with information copies provided to
intermedi ate organizations, as appropriate. In order to respond

within the 20 working day tinme limt (as required by reference (a))
and allow adequate tine to locate and duplicate the request, a due
date will be assigned.
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(3) The Staff Judge Advocate (SJA) and Counsel, MCDC, wll
provide legal guidance in their respective areas of cognizance for
all cases in which questions arise pertaining to the legality of
providing or denying a record. Respective areas of cognizance for
providing FO A advice are:

(a) For the SJA Mlitary law, civilian personnel |aw
cases, general standards of conduct matters and standards of conduct
matters related to mlitary personnel, and all other matters except
those falling under the cognizance of Counsel.

(b) For Counsel : Al  appropriated and nonappropriated
contract and procurenment law matters; business and comercial |aw
aspects of patent, copyright, royalty, trademark and other
intellectual property matters; environmental and |land use matters;
procurenment integrity and other standards of conduct matters
affecting civilian enployees; all comercial and business |aw
litigation involving the command and all commercial and business |aw
aspects of acquisition, custody, disposal, mnanagenent, and taxation
of real and personal property.

e. Accountability. Each activity head wll establish a system
for strict accountability of requests to ensure that tinely responses
are made and that records of tine of receipt and chain of custody are
mai nt ai ned.

f. Time Limt

(1) The Base Adjutant wll nake a witten reply to the
requester within 20 working days after receipt of a request.

(2) The Initial Denial Authority is permtted to extend the
time limt for responding to requests. Extensions of tine are only
aut horized when the conditions set forth by paragraph 11g2 of
reference (a) are net.

9. Reports. The annual FO A report required by reference (a) wll
be prepared by the Base Adjutant.

10. Concurrence. This Oder has been coordinated with and concurred
in by the CG MCCDC.

11. Action

a. Base Adj utant

(1) Coordinate and prepare replies to all FOA requests
recei ved.
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(2) Miintain files associated with FOA

(3) Collect and record all fees associated with FOA
requests, and imediately deposit fees collected with the D sbursing
Oficer.

(4) Prepare all reports pertaining to FOA

b. Staf f Judge Advocate and Counsel. Provide |egal guidance on
FO A requests as required.

c. Activity Heads

(1) Ensure that all witten requests for information are hand-
dated upon receipt and inmmediately hand-delivered to the Base
Adj ut ant .

(2) Provide requested information or records under their
cogni zance to the Base Adjutant on a priority basis so that adequate
responses can be nmade within the tinme prescribed by Public Law.

(3) Include with the information or record forwarded to the

Base Adjutant, costs associated with the reproduction or search based
on information contained in reference (a).

E. CAVA 08,8;{.

Chief of Staff
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