UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice INFO-29
Washington, DC 20250

For: State and County Offices

Annual FOIA Report to USDA

Approved by: Associate Administrator for Operations and Management

. &Y

1 Overview

A Background

In early 2007, it was determined by GAO that data from USDA’s annual FOIA report was
not reliable. As part of FSA’s Corrective Action Plan, FSA committed to:

e developing an electronic tracking system for the collection of the annual FOIA report
data
e providing required oversight for FOIA processing at all levels.

The electronic tracking system is expected to be in place for the FY 2008 annual FOIA
report. All FOIA requests received since October 1, 2007, are required to be dataloaded once
the electronic tracking system becomes operational.

B Purpose
This notice provides:
e instructions for completing FSA-534A
e an example of FSA-534A to collect needed data in addition to FSA-534.
Note: See Exhibit 1.
Disposal Date Distribution
September 1, 2008 State Offices; State Offices relay to County
Offices
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2 FSA-534A Information

A FSA-534A Details

The electronic tracking system requires additional data to be entered that is not captured on
the current FSA-534. This additional data is necessary to accurately complete the FY 2008
annual FOIA report. FSA-534A contains headings that correspond to the following line
items on FSA-534.

Item Description
3 Name of Requester
5 Description of the Request
6 Date of Final Response
7 Cost to Process Request
9 Fees Collected
14 Denial by 5 U.S.C. 552 (a) and 552 (b)

Each heading contains multiple items that must be completed on FSA-534A. Instructions for
completing FSA-534A are provided in Exhibit 1.

B Definitions of Requester Types

The following are definitions of different requester types:

3-11-08

commercial use requester is a person/entity who seeks information for a use or purpose

that furthers the commercial trade or profit interests of the person/entity for whom the
request is made

educational requester is a noncommercial institution that furthers educational pursuits or
scientific research

news media requester is a person actively gathering news for an entity organized and
operated to broadcast news to the public or to publish newspapers or journals that are
available for purchase or subscription by the general public

Note: This includes free-lance journalists who can demonstrate a solid expectation of
publication.

all other requesters are those who do not fit into any of these categories.
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3 FOIA Request Files
A Reminder
25-AS provides procedure for managing records that are maintained by State and County

Offices. 25-AS, Exhibit 45 contains some guidance for FOIA and Privacy Act files. All
FOIA requests must have a file that includes the following:

e the original FOIA request
e acopy of FSA’s reply

Note: If several letters or e-mails were sent between the requester and the office, a copy
of all communications shall be included in the file.

e acopy of all original records that were located in response to the request
e acopy of the records as released. This copy will show the records as redacted by FSA.
Note: Redacting is the process of removing information that FSA determines to
withhold from any record. Completing blacking or whiting out any data or
information is redacting.
4 Action
A State and County Office Action

State and County Offices shall:

e immediately begin using FSA-534A to supplement information for each FOIA request
received on or after October 1, 2007

e use the information from FSA-534 and FSA-534A to dataload FY 2008 FOIA requests
once the electronic tracking system becomes available.

State Offices shall ensure that County Offices follow the contents of this notice.

County Offices shall contact their State FOIA Officer for guidance about the processing of
FOIA requests.

B Contacts

For guestions about this notice, contact Kent Politsch, Chief of Public Affairs, at either of the
following:

e e-mail at kent.politsch@wdc.usda.gov
e telephone at 202-720-7163.
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Notice INFO-29 Exhibit 1
FSA-534A, Freedom of Information/Privacy Act Request Log Supplemental Information Sheet

A Instructions for Completing FSA-534A

Complete FSA-534A according to this table.

Entry Description

| Instructions

Item 3 — Name of Requester

First Name This is a required entry.

Last Name This is a required entry.

Middle Initial This is an optional entry.

Entity Name Enter if the requester is an entity or represents an entity.
Address 1 This is a required entry.

Address 2 This is an optional entry.

City This is a required entry.

State This is a required entry.

Zip Code (Plus 4)

This is a required entry. Obtain the “plus 4” if possible.

Email Address

This is an optional entry. Obtain if possible.

Phone Number

This is an optional entry. Obtain if possible.

Item 5 — Description of the Request

Additional Space

Enter any information that would not fit on the line provided by FSA-534.

Who is the Request about?

If the request is for information about a specific person or entity, enter the
individual’s or entity’s name.

Is there written permission to
release the information?

Check “YES” or “NQO”.

Category of Request

Check the proper category.

e “SIMPLE” - Any request that is granted or denied in full and can be
processed quickly because of the limited amount of information requested.

e “COMPLEX” - A request that requires the release of a large number of
documents or there is a large amount of information to review to process
the request.

Expedited Processing

Any request that is processed ahead of another request. The requester must
ask for expedited processing and must demonstrate a compelling need or
urgency for the information. See 2-INFO for the criteria the requester must
meet to be granted expedited processing. State and County Offices must
provide written notice of the determination to grant or deny expedited
processing within 10 calendar days after the receipt of the request in the
records holding office.

CHECK “YES” or “NO for "REQUESTED?” and “GRANTED?”.

Date of Determination

Enter the date FSA determined to grant or deny the expedited processing
request.

Date Requester Notified

Enter the date the requester was notified of FSA’s determination to grant or
deny the expedited processing request.
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FSA-534A, Freedom of Information/Privacy Act Request Log Supplemental Information Sheet
(Continued)

A Instructions for Completing FSA-534A (Continued)

Entry Description

Instructions

Item 6 — Date of Final Response

Date Perfected

Enter the date on which FSA understands what the requester is asking. The
process of “perfecting” a request takes communication between FSA and the
requester. During this time, the requester can revise his or her request.

Date Final Records Provided

Enter the date that the final document or last piece of paper was provided to
the requester.

Item 7 — Cost to Process Request

Search Fees

Entry is required for all requester types. However, fees are only charged to
requesters falling under the “commercial use” or “all other requesters” type.
See subparagraph 2 B for a definition of each requester type.

Time Spent by Supervisory
Employee(s)

Enter the total time spent attempting to locate records by manual or electronic
means. This includes:

e examining records to determine whether the record meets the scope of
the request

e transporting an employee to the place of record storage or transporting
the records to the employee’s location, if necessary.

Note: Round the figure to the nearest quarter hour.

Grade Level

This is a required entry. The electronic tracking system will automatically
calculate costs to FSA for processing FOIA requests.

Time Spent by
Non-Supervisory

Enter the total time spent attempting to locate records by manual or electronic
means. This includes:

Employee(s)
e examining records to determine whether the record meets the scope of
the request
e transporting an employee to the place of record storage or transporting
the records to the employee’s location, if necessary.
Note: Round the figure to the nearest quarter hour.
e Grade Level This is a required entry. The electronic tracking system will automatically
calculate costs to FSA for processing FOIA requests.
Review Fees Entry is required for all requester types. However, fees are only charged to

requesters falling under the “commercial use” or “all other requesters” type.
See subparagraph 2 B for a definition of each requester type.

Time Spent by Supervisory
Employee(s)

Enter the total time spent:

e examining records

e determining whether any of the located records should be withheld
e removing exempt portions of the record

e responding to the request.

Note: Round the figure to the nearest quarter hour.

Grade Level

This is a required entry. The electronic tracking system will automatically

calculate costs to FSA for processing FOIA requests.
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FSA-534A, Freedom of Information/Privacy Act Request Log Supplemental Information Sheet
(Continued)

A Instructions for Completing FSA-534A (Continued)

Entry Description

| Instructions

Item 7 — Cost to Process Request (Continued)

e Time Spent by
Non-Supervisory
Employee(s)

Enter the total time spent:

examining records

determining whether any of the located records should be withheld
removing exempt portions of the record

responding to the request.

Note: Round the figure to the nearest quarter hour.

e Grade Level

This is a required entry. The electronic tracking system will automatically
calculate costs to FSA for processing FOIA requests.

Duplication Services

This section applies to all requester types.

e Number of Pages Released
(in full or part)

Enter the total number of pages released to the requester. Released “in full”
means that no information was removed from the page whereas “in part”
means that certain information was removed from the page.

Item 9 — Fees Collected

Date Fees Collected

Enter the date fees were received, if applicable.

Item 14 — Denial by 5 U.S.C. 552 (a) and 552 (b)

Other Reasons for
Non-Disclosure

Check the proper reason:
e No Records
o Referred Elsewhere (within USDA/external to USDA)
Note:  State to whom (Agency/Department) the request was transferred.
e Request Withdrawn
e Fee Related Reason
e Records not Reasonably Described
e Not a Proper FOIA Request
e Not an Agency Record
o Referred to State Office

e  Other.

Note:  Enter an explanation.
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FSA-534A, Freedom of Information/Privacy Act Request Log Supplemental Information Sheet
(Continued)

B Example of FSA-534A

The following is an example of FSA-534A.

‘This farii is-available slectranically.

FSA-634A U.S: DEPARTMENT OFAGRICULTURE A FY
{02-11-08) Farm- Service:Agency 2008
B LogNo.
FREEDOM -OF INFORMATION/PRIVACY ACT REQUEST LOG DE-1
SUPPLEMENTAL INFORMATION SHEET . [ijtelFieq$J§St Record
11—
INSTRUCTIONS: This additional datais: heeded to-accurately: complete the annual FOIA Report, Thig shest contains headings that

correspond with- ling lterms on FSA-534, “Fresdom. of Information/Privacy Act Regusst Log™
3. NAME OF REQUESTER.

First:Name. Last Name Middle Initial {Optivnah
Teshri S th 3

- Entity Name: (freguestaris or represents anentify): John Smith Ses Cd.
Address s 17280 Bark Strest

Address2::
City State Zip-Coide (Flus 4)
Arywhers s 14111

| Ernail Address: ) | Prione Numiber-(include Area Code): Zi2-T20—2223

5. DESCRIPTION OF THE REGUEST (Additional-Space)

s Mames and Address gf TSA preogram participarts in Cabioll County

A Whois the'Reguest about? B. s there written permissionto release the mformation?
- dipkin. Sppdtl YES D NO
B. Categoryof Request (Checkone: [E SIMPLE I:l COMPLEX
¢ ‘Expadited Processing’ REQUESTED? [B] YES Owe GRANTED? ves [Iwe
© D; Date.of Determination: (MM-DB-YYYY): 3711 42008 . E. Date Requester Notified (MM-DD-YY¥Y): 31172608
6. DATE OF FINAL RESPONSE

A. Date Perfected (MI.VI—DD—YY: 3 17£2008 B. Date Final:-Records Provided (MM / D17 42008
COST TOPROCESS REQUEST

Enter the total time spent cellecting records manual o ‘eletitonically. Thisingludes: examining records, transporting employsefs)to the place-of record
" storage oritranspotting the records to the-employes's Jocation. NOTE: Round the figure to thé nearest fuartsr hour:

A: SEARCH FEES:(Cornmercial and Other Reguestors Onty) : $_ 8500

B. Tinig Spentby Supervisory Employse(s) Grade Level:

C. Time Spent by Non-Supeniisory Employee(s) Grade-Level:

B. REVIEW FEES (Commercial Requestors Oniy) $10.50

E. Time Spent by Supervisory Employee(s) Grade Level:

F. Time Spent by Nen-Supervisory Employee(s Grade:Level:

. DUPLICATION SERVICES (Afl Requestor Types) Number of Pages Released (i fuilorpard:

FEES COLLECTED (Enter date foes were.received, if applicable).
Date Fees Collected (MM-DD-YYYY): 3/14/2008
14. DEMIAL : . for Non-Discleosure (Check one))

- No Records D Referred Elsewhere (nef within FSA) D Reguest Withdrawn m Fée Related Resson
[TJrecords not Reasonably Described | || Not & Proper FOIA Request ] notsn Agency Record ] Referred to Stite Office:
Di Gther{Specify):

Completed by Title Date Completed

The U:5.D it Of AgH {USDA) prohibits discriminationin all its and activities onthe basis:of race, color, national ofigin, age; tisability, and where applicable;
sex; mrarital stams, farnilial status, parertal stetus religion; sexval orlenrafron genetis inforthation, political beliefs, repﬁse/ orbecy use all-or pattof an indlwdual 's-income s detived.
froiTrany. plblic assistance prograim.. (Not ail probibited bases apply to alf programs.). Peisors with disabilities who require aife v mearns for GO

informetion {-Braills, farge-print, audictape, ofc.) should sontast USDA's TARGET Cénferat (202) 720-2600- (vorce and TDR).  Tofile a vomplaint of: dlscrlm]nahoﬂ, wme to-USDA,
Director, Ofﬁce of Civil nghts 1400 Independence Averive, SW.. Washington, DG 20250:0410; orcall (800) 7953272 (voice) or (202} 7T20:63824T0D).. USDA is an equal

P Y P and employ
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