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GSA
P\
Office of General Counsel
FOIA Requester Service Center

March 11, 2021

This letter is in response to your U.S. General Services Administration (GSA) Freedom
of Information Act (FOIA) request number (GSA-2021-000493), submitted on January 7,
2021, in which you requested the following:

“[a] copy of the GSA Autopen Log for the last four years. The Autopen Log
records when the GSA Autopen machine is used to sign a document. |
also request a copy of the GSA Autopen policy (the policy or procedure
that describes procedure for the proper use of the Autopen at GSA).”

Enclosed please find the documents responsive to your request.

Please note, two years ago GSA began keeping a written log of when the autopen was
used. Shortly after GSA went to full-time telework, GSA adopted the use of DocuSign
and we have not used the autopen machine since.

In processing your request, GSA has withheld actual signatures pursuant to the FOIA, 5
U.S.C. § 552(b)(6). This was done because public disclosure of this information would
constitute a clearly unwarranted invasion of personal privacy.

As we have redacted information referenced in the above paragraph(s) with the
aforementioned FOIA exemption, this technically constitutes a partial denial of your
FOIA request. You have the right to appeal the denial of the information being withheld.
You may submit an appeal online at the following link
(https:/Iwww.foiaonline.gov/foiaonline/action/public/home) or in writing to the following
address:

U.S. General Services Administration
FOIA Requester Service Center (LG)
1800 F Street, NW
Washington, DC 20405

Your appeal must be postmarked or electronically transmitted within 90 days of the date
of the response to your request. In addition, your appeal must contain a brief statement

U.S General Services Administration
1800 F. Street, NW

Washington, DC 20405

Toll Free: (855)-675-3642

Fax: (202) 501-2727



of the reasons why the requested information should be released. Please enclose a
copy of your initial request and this denial. Both the appeal letter and envelope or
online appeal submission should be prominently marked, “Freedom of Information Act
Appeal.”

This completes our action on this request. Should you have any questions, please
contact me at (202) 219-3078 or by email at travis.lewis@gsa.gov. You may also
contact the GSA FOIA Public Liaison, Duane Smith, at (202) 694-2934 or by email at
duane.smith@gsa.gov for any additional assistance and to discuss any aspect of your
FOIA request.

Additionally, you may contact the Office of Government Information Services (OGIS) at
the National Archives and Records Administration to inquire about the FOIA mediation
services they offer. The contact information for OGIS is as follows: Office of
Government Information Services, National Archives and Records Administration, 8601
Adelphi Road-OGIS, College Park, Maryland 20740-6001, email at ogis@nara.gov;
telephone at (202) 741-5770; toll free at (877) 684-6448; or facsimile at (202) 741-5769.

Sincerely,

Travie Lewre

Travis Lewis

FOIA Program Manager

Office of General Counsel
General Services Administration

Enclosures
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Executive Secretariat Personnel Authorized to Autopen

AL Andrea (Angie) Johnson-Stewart
b / Bobbi Conde
Deshawn Butler
Kim Butler
Kirby Richards
Mary (Molly) Thomas
Maury Mungin
Rasmi Simhan
Reza Motamedamin
Ron White

Theresa Ottery

Last update: 2019/02/27
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Autopenning Document

Once a document/s has been cleared, the process for obtaining a signature is as
follows:. Please Note: All documents must be dated for the date signed.

1. Sending the email request

Once a document has been cleared for signature, the Writer/Editor or the
person that is managing the control will send an email, with the documents
attached for signature, to the Exec Sec mailbox: executivesecretariat@gsa.gov.

2. Receiving the email request

Once the Document Manager receives the "Request for Signature" email, he/
she will print out the documents (one-sided), using color if the doc warrants it.

3. Getting the autopen from the A-suite

After the documents are printed and ready to be signed, notify the A-Suite
via email or chat (this is where the signature cards are kept), alerting them
that you will be picking up the cards.

Once you arrive to the A-Suite (Room 6159), you will have to sign the cards out
before receiving them. Once received, you will proceed to the autopen room.
(Room 6001B). The key to the room is on the same ring with the cards.

4. How to work the machine

Once seated at the machine, turn on, switch located on the right side; You will
notice a light shining on the signature block, place a sticky pad note paper on
the signature block where the light is shining; insert signature card of the person
you are signing for, located on the front left side of the machine; press the foot
peddle located on the floor underneath the table, the machine will sign on the
paper placed on the signature block; (Make sure the correct signature prints)
place the document being signed on top of the of the paper just signed and hold
in place; (Make sure the signature lines up in the place designated on the
document) press and release foot peddle to sign document. (Because some
of the signatures were printed crooked, the document/s being signed may
need to be adjusted so that the signature is signed straight) After
document/s are signed, remove card and place back in sleeve, turn machine
off, lock door and return the cards back to the A-Suite.

s ] i
5. Sending documents back to requestor

Scan signed document to yourself; label with their file names and email
back to requester. (Do not send documents straight from the machine
to the requester without changing the filename.)


https://insite.gsa.gov/portal/getMediaData?mediaId=527137
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