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Annual FOIA Report 

Preparation Handout 
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Section IV: Exemption 3 Statutes (Slide 13) 

Guidance: “Total” must be equal to/greater 
than total Ex. 3 citations in Section V.B.3 
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Section V.A:  Received, Processed, & 

Pending FOIA Requests (Slide 15) 

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

– All Processed Requests (Slides 16-18) 
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Section V.B.2: Disposition of FOIA 

Requests – “Other” Reasons (Slide 19) 

Guidance: Total number must match total 
number of “other” closures in Section V.B.1 
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Section V.B.3: Disposition of FOIA 

Requests – No. of Times Exemptions 

Applied (Slide 20) 

Guidance: Count each exemption as only 
applying once for each request 



7 

Section VI.A:  Received, Processed, & 

Pending Appeals (Slide 21) 

Guidance: 1 + 2 – 3 (must) = 4 
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Section VI.B:  Disposition of 

Administrative Appeals – All Processed 

Appeals (Slide 22) 
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Section VI.C.1: Reasons for Denial on 

Appeal – No. of Times Exemptions Applied 

(Slide 23) 

Guidance: Count each exemption as only 
applying once for each appeal 
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Section VI.C.2:  Reasons for Denial on 

Appeal – Reasons Other than Exemptions 

(Slide 24) 
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Section VI.C.3: Reasons for Denial on 

Appeal – “Other” Reasons (Slide 25) 

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



12 

Section VII.A: Processed Requests – 

Response Time for All Perfected Requests 

(Slide 30) 
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Section VII.B: Processed Requests – 

Response Time for Perfected Requests 

Where Information was Granted (Slide 31) 
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Section VII.C: Processed Requests – 

Response Time in Day Increments  

(Slides 32-34) 
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Section VII.D: Pending Requests – All 

Pending Perfected Requests (Slides 36 & 

37) 
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Section VII.E: Pending Requests – Ten 

Oldest Pending Perfected Requests  

(Slides 38 & 39) 

Guidance: If there is data in Section VII.D, 
then data must be reported in this section 
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Section VIII.A: Requests for Expedited 

Processing (Slides 41 & 42) 
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Section VIII.B: Requests for Fee Wavier 

(Slides 43 & 44) 
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Section IX: FOIA Personnel & Costs  

(Slides 46 - 48) 
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Section X: Fees Collected for Processing 

Requests (Slide 49) 

Guidance: When inputting both processing costs 
& amount of fees collected, DOJ Tool will auto-
calculate percentage of total costs 
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Section XII.A: Backlogs of FOIA Requests 

and Administrative Appeals (Slide 50) 

Guidance: Data must be less than or equal to 
# pending at end of FY in Section V.A 
(requests) & in Section VI.A (appeals) 
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Section XII.B: Consultations on FOIA 

Requests – Received, Processed, and 

Pending Consultations (Slides 51 & 52) 

Guidance: 1 + 2 – 3 (must) = 4 
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Section XII.C: Consultations on FOIA 

Requests – Ten Oldest Pending 

Consultations (Slide 53) 

Guidance: Chart must contain data if Section 
XII.B lists consultations pending at end of FY 
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Section XII.D.1: Comparison of Nos. of 

Requests Received and Processed (Slide 54) 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 
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Section XII.D.2: Comparison of Nos. of 

Requests Backlogged (Slide 55) 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 
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Section XII.E.1: Comparison of Nos. of 

Appeals Received and Processed (Slide 55) 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 
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Section XII.E.2: Comparison of Nos. of 

Appeals Backlogged (Slide 54) 

Guidance: Numbers for previous FY should come 
directly from previous Annual Report 


