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U.S. Department of Veterans Affairs 

05/26/2021 

Via Email 

810 Vermont Ave NW 
Washington DC 20420 

www.va.gov 

This letter is the VA's initial agency decision (IAD) regarding your May 22, 2022, Freedom of 
Information Act (FOIA) request to the US Department of Veterans Affairs (VA). The Office of 
Information and Technology (Ol&T) received this request and assigned it FOIA tracking number 
22-05934-F. For the reasons outlined below, your request is granted in full. 

Initial Request 

On May 22, 2022, you submitted a FOIA request for: 

"A copy of each (internal) FOIA Standard Operating Procedure (SOP) at the Department of 
Veterans Affairs Central FOIA Office. Please apply the foreseeable harm test, and discretionary 
release of what might otherwise be considered records exempt under b(5), and the presumption 
of openness." 

Requester Category & Fees 

Please be aware triat the FOIA, 5 U.S.C. § 552 (A)(4)(a)(II), places all FOIA requesters in one of three 
categories for fee purposes. The three categories of FOIA requesters are 1) commercial use 
requesters; 2) educational institutions, noncommercial scientific institutions, and representatives of the 
news media; and finally, 3) all requesters "all other" who do not fall within either of the preceding two 
categories. 

We have determined your request to be an "All Other" request. Our determination to classify this 
request as an all other request is based on the FOIA Improvement Act of 2016 and VA FOIA 
regulations found at 38 C.F.R §1.561. 

No fees were estimated/ charged for your request. 

Search 

On May 27, 2021, VA FOIA Service conducted a comprehensive search of the responsive documents. 
We found one (1) document totaling twenty-seven (27) pages. 

Relevant Law 

We have thoroughly reviewed your submission under the provisions of the FOIA, which provides that 
federal agencies must disclose records requested unless they may be withheld in accordance with one 
or more of nine statutory exemptions. 5 U.S.C. § 552(b). 
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Analysis 

By way of background, you initially submitted a FOIA request to the VA FOIA Service. On May 26, 
2022, we conducted a comprehensive search of the responsive documents. We found one (1) 
document totaling twenty-seven (27) pages. This document is being released to you in full under FOIA. 
See enclosure. 

Decision 

In light of the foregoing, we believe the efforts taken to locate the information were sufficient to satisfy 
the duty of the Department under the FOIA to conduct a reasonable search and review of the requested 
records. Accordingly, we are granting your request in its entirety and releasing one (1) document 
totaling twenty-seven (27) pages to you in full. 

Mediation and Appeal Rights 

Please be advised that you may appeal the response to: 

Office of the General Counsel (024) 
Department of Veterans Affairs 

810 Vermont Avenue, N.W. 
Washington, D.C. 20420 

Email: ogcfoiaappeals@va.gov 

If you should choose to file an appeal, your appeal must be postmarked or electronically transmitted no 
later than ninety (90) calendar days from the date of this letter. Please include a copy of this letter with 
your written appeal and clearly state why you disagree with the determinations set forth in this 
response. 

In addition to filing an appeal with the Office of General Counsel regarding this determination, you may 
also seek assistance and/or dispute resolution services regarding your FOIA request from VA's FOIA 
Public Liaison and or Office of Government Information Services (OGIS) as provided below: 

VA FOIA Public Liaison: 
Director, VA FOIA Service 
810 Vermont Avenue, NW (005R1C) 
Washington, DC 20420 

Office of Government Information Services 
National Archives and Records Administration 
Room 2510 
8601 Adelphi Road 
College Park, MD 20740-6001 

E-mail: vacofoiaservice@va.gov 
Telephone: 1-877-750-3642 
Facsimile: 202-632-7581 

E-mail: 
Telephone: 
Facsimile: 
Toll-free: 

ogis@nara.gov 
202-741-5770 
202-7 41-5769 
1-877-684-6448 
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This concludes the FOIA Service's response to your request. We appreciate your interest in the VA. If 
you have any questions about this letter, please contact me at (202) 322-3652. 

Sincerely, 

J I.I A R" h" Digitally signed by 
a I . la I Jalil A. Riahi 1067881 

1067881 Date: 2022.05.26 
11 :31 :17 -04'00' 

VACO FOIA Orficer 

Enclosure: 27 pages released in full. 
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1. Introduction 

FOIA is a law that gives the public the right, to obtain access to federal agency records. The 
Public can request access to agency records regardless of citizenship, to include; individuals, 
corporations, associations, state and local governments, and foreign governments, except to the 
extent that such records ( or portions of them) are protected from public disclosure by one of nin 
exemptions or by one of three special law enforcement record exclusions. 

2. Request Intake h0J 
• Upon receipt, the FOIA Officer date stamps the initial requests (IR) with the da 

received at the FOIA Office. 
• The FOIA Officer differentiates the type ofrequest i.e., FOIA or Privacy IA.ct. 
• The FOIA Officer analyzes requests, determines which office ma)'.i liave esponsive 

documents, and requests the responsive records for review an proces ing. 
• FOIA Officers are responsible for opening cases and creatin t acking numbers in 

FOIAXpress, which is VA 's official system of record FQIA tr reing system. 
*Note: Privacy Act Requests are not uploaded into FOIAXpress and are not tracked by a case 
number. 

3. Creating a Request 

• Use the tool bar at the top of your home page to ~elect Requests>Create Request. 

Asslanments bv Status J Asslanments bv Multi Track Tvoe 

• When creating tbe equest in FOIAXpress, FOIA Officers must first search the requesters 
profile to se if they have an existing account *this reduces duplicate requests*. 

• SearchLCreate the requester by clicking the blue box to the right of the requester field. 

R.quentr• · 

c tgOl)I" ' 
----

Qfg l ' IOI> 

On~OI 
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• Input information the requester provided in request and click search. 

Search R~ uHters 

~•mN~me 1(~=======:; 
Lt IN me: ~=======- Em•, Adtbe.:s : ::•=============----_:-

City : • 

Country : Un.tttd s~ 

Stat~ : ~======::::::::========~~~~ 
Delinquent : 

• Custom Relds 

PAL !!Quester ; 

• If the requester DOE have an existing account, FOIA Office have 
add/edit information to the profile. 

• If nothing to add/edit, FOIA Officers select the requesters roij:le and begin creating a 
request. 

• If the requester does NOT have an existing profile., sele t ' create requester" and create a 
new requester account. 

lot, 

-.i tnfanNtlon 

Orginaatioo· 

Ho111tPtio!lf' 

Wor r~1· 
WonPIIC!no2. 

1==-=====:::::J 

Noto: • Id, .,. m.ncbtOI 

Iqput "'th/requester' information in the required fields and click save. (The more 
i ormation you input the easier it will be for the processing officer to contact the 
requester) . 

FOR INTERNAL USE ONLY Office of Information and Technology 
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• Select the requester' s "Category" (News Media, Commercial, Other, ... ) in the Category 
dropdown box. 

Request : Organization : 

Category" : X>c<I On Behalf Of : 

Acllon Offce' : 00 ===-~~~..::_-__ 
n.,;._ _ _ a-· -~ . •-"-----

Select the responsible "Action Office" for processing and referral . • Select the request type (FOIA, FOIA/PA~ Consultation, Privacy Act, !Referral, or TEST). 
• Select Received Mode (Email, Fax, Mrul, PAL etc .. ). 
• Select the Multi Track type (Simple, Complex, or Expedite).. 
• Input the date the request was received to your office. 
• Input the date the request was requested, *keep in min hese dates might be different*. 

Request Type' : IIIIM· IMluoe l 
J_.;..;.;;_~_,;,,,,._;..;._:-..::-..::-_-_-_-_..,, •, 

Rec . ed Mode : ~ - :!:_- ~- ~- ~-~-------~_:), 1
1 

Multi-Too T~pe : 

Requested Oa e': 
1 
__ ,~ 

Rec · ed Date' 1 

• Add Request De crjp ion. 
• On the ri ht ide of your request description box, upload the PDF copy of your request 

for reference. 

. ................................ . 
' i Drag and Dn>p 2oM 

] 

: lncom,ng Rcquen Lentf(s): 
: I . 
I 

1 1--~1 
' ' . ' _________________________ _. ···························•••···· 
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• If there are any requests that have been previously requested by this requester that may 
have the same subject matter or that may be responsive to any future request from the 
selected requester you will add them under the "Sub Request" tab below your description 
box. 

• Select Responsible Facility that will be processing the request (VBA, VHA, VACO, OIT, 
OAWP etc .. ). 

- Ru nslbl• Facilltlu 

Facility' : Vfl,C.O - Ot&T • Office of nforma110n aNI Tecn,io!ogy (0051 

• Select the Request Category *this is different than the Requester CategoQ1*, 
• You may select more than one category 
• If request is determined Substantial Interest select that category i ~dditi n to any other 

catagory 

Categories : 

Expedite Requested .J Yes • No 0 1. Veterans" Oa1ms Files (VBA) 

-------1 0 10. Substantial Interest 
FN Waiver Requested Yes ! No 0 2. Deceased Veterans· Claims Ftles 

~====================:::::: 0 3. CMI War Pension Records 
FN Details O 4, Deceased Veterans' Medical Records 

• Link Request(s) 

Comm•nts 

• Select if the reque t is to b.e ex edited *usually stated in the request*. 
• Select if the requester is granted a "Fee Waiver" * the fee request will also be stated in 

the request*. 
• In the request, the reguester should address their willingness to pay fees and the desired 

amount, if th· s is not stated please place request on hold and contact requester about their 
willingness to pay. Select Yes/No if stated and the amount. 

FN O.talls 

Willi 

+ Llnk....,.s) 

D Willing to Pay All Fees 

Speff Chedc 

• Input any comments, suggestions, or annotations you may have and want to pass along to 
the processing analyst. *add your initials and date*. 

FOR INTERNAL USE ONLY Office of Information and Technology 
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• Save and continue to assign the request to the processing FOIA Officer. 

4. Assign Request 

• Once a case is created and perfected, the case is then assigned to a FOIA Officers. 

Reque.st lnformadon 

tt.Nfuast for Documents (0/0t 

Eloctronlc Oocumtnt RcYicw (0/0) 

Requester· : '1>1>. Joseph 

• Add,.u O.Ulb 

• Other Addrau O.talls 

Raqunt O.talls 

4.1. Assign within office: 

• Select Primary User to assign the request to. 

Anign U.Hn 

4. . A'.ssign to a different office: 

Organization • 

• I request needs to be assigned a different office, then select Transfer Request. 

FOR INTERNAL USE ONLY Office of Information and Technology 
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Requ-• lnform.-091'1 

A .. lgnUMr~ 

'"••-.ft111Jlno 

Stop CJ•• C1o,c:k 

n-tc --•nl.-...J.,... (.0/D) , 

• Select the appropriate office and click transfer. 

I

~ Roqutst lnform•tlon 

{AssJgn ~"" 
I 5H Pertoct :tlltut 

I 

Roq.-t for ~m•nts (0/0) 

floctTonlc Doct,;;_.t Ii.,,; ... (0/0j 

; Add/Se,archNlew D~u mifflts- (0/0) , 

fffs/Billlng 

fin.ill Acti<JI\S 

I O.liv., Doc:urJMnts 

Stop the <lock 

Notes (0) 

T•k Romlndon (0/0) 

Transfo, t1ec1uHt 

Curr•nt Action Offiu ef this R~u•st Is 0 

NlW Action Office-... 

Transfer Date ~1..,, 
11/1a/l020 

L Gene<ale Now Requ .. t Number 
r Send Em.ail lO Primary U~er 

8 Assign R«juest 

• Click tbe .. i on o search/assign a FOIA Officer. 

Primary UHt' 

Curren1 Prfmory User of this R.equul 11 Blnhl,..J.alll 

Change the Primary User for the request to lbat. Jal,1 - Send Email Notification 

l 

S.Condary UHB - list<> il Add G<ou,,s ·1 - G,O<lj) au- I 
~ 

l_ Rlah~ Jal1I L>er Oil - Read/WJUe Of'lcr'd lnfotma ... .,ald.11ah1@-va..gov j 

Auignmont Noto: (will I>. ;ncluclocl in ossignmont omail nai;llcation) ' 5po11Ch«l< I -
• Attach R,quest llepcrt (PDF) o the £man ncM cation sent to h, a,s,gnees ...,gn 
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• Select the new Action Office. 

..... 
can 

.. _. 
00 ...... 

• Search/select new FOIA Officer. 

u ..... 

Qu, ... OAl_?f)S R.;,d/_ 

.lu<uo OAl.l'!'Sl'.ad 

TI · 

Oe!tr•tor __ ~i _V_••-~• 
• lotfli0...-..U CFM 

011 

on 
QT , .. 

""' 
.... 
... , 
.,, 

1G 
.. 'G,....I 

"""' 

'"" •VA 

-~~ 

'~" 
• .,, l<"9r0 In 

041'09/'~ 

o,,~:;?001 

'1S,9q,'c01 

05/0f: t-V10 

Olf11i&.! 

• Remove yourself' as Secondary User and check Send Email Notification box. 

AisignUs.f'S 

• Click Assign. 

Change the Primary User for the request 10· BIi~ Kn<tM 

u .... 
u, .. 

OAI.-P~ • S,tCl,I... OAI. 

Asslgnmont Nota: (wlll b. lnclud«I In assignment omoll notlfladon) 

Cl A11ach ReqJest Repo" (PDF) 10 the Emoll notl 1eotion ,ent to the ass,9nees 

C 
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AlsignUHn 

~"est for Ooc•m•n~ (0/0) 

~anic Document Review (D/0) 

Add/Soordl/Vl"'" OOOJmonb (0/Dl 

Primary Use, 

Curnmt Primary Ut.er- of this R..quHt Is fllahJ . ..J.alll 

Change the Primary User for thf requ.e-s:t to' : EU1S. t;n.slen 

O<.L•PPS • P.oad/... OAl 

Assignment Note: (wlll be lncludl'd In antgnment •m•II notlfJaitJ'on) 

• Attach Requnt Report iPOf) to the Email not,hcat1on ~t ro the, as;1gr1tes 

• Click Yes to confirm selection. 

PtlmaryUwr 

5. FOIA Fees 

• ~nd Email Notification 

• FOIA Officers deter ine aocl calculate fee estimates, as necessary. 
• If a request is not r asQnably described or not specific enough to determine the nature of 

the request, the FOJA Officer drafts a clarification letter or contacts the requester to seek 
clarification, narro the scope of the request, and prefect the request. 

• Uniform fe schedule prescribed by 0MB. 
• Sets search, review and duplication costs based on identity of the requ ster. • Provi · io or fee waivers. 
• Mu t res-olve fee matters prior to processing and closing. 

6. FO Processing Time 

Processing times outlined in statute. 
• 20 working days. 
• 10 additional days for "unusual circumstances". 
• Requests that contain over 5000 responsive records may be extended. 

7. Acknowledgment of Request 

FOR INTERNAL USE ONLY Office of Information and Technology 
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• FOIA Officers draft acknowledgment letters advising requesters of receipt, intent to 
process, and requester's category. 

• FOIA Officers collect and review records, and determine what information is released 
and what is withheld/ redacted under applicable FOIA exemptions prior to final response 
to the requester. 

• lftbe request is a consult request from a different Agency, the FOIA Officer will; 
determjne which VA Administration may be able to respond to the consult or referred 
documents. If reviewing responsive documents and the Agency determines the reaor s 
contain equities from another Agency, the FOIA Officer will refer the records to tha 
Agency for consultation and release of the records. 

• After letters are signed and dated, FOIA Officers input all information and l pJo d all 
administrative file (i.e. , IR, acknowledgment letter, clarification letter . . i to 
FOIAXpress tracking database. Save entire working copy of administtatli e file ( emails, 
all correspondence and communications, IR, acknowledgment letter, .. ) for your records. • Open the case and click C01Tespondence . 

. ... 

Rrtt+,,,d r 

• 

• Click drop down Subject. 
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Jl FOIA • it.quat 21-00267-f 

Requon lnfo,mltlion , 

Aulgn u...; 

Ad<:1/SNrch/V)ow D~;;,:;,~ (0/0) 

RK•i"w Con'nponditncit CorrHpondona, Log 

Attachme-nts added from onlfne request submission cannoi be overndden. 

Le er Template·: I 
jsubjoe1 : 

~ivedModt: ~----------~ , -- --- -·---- --- --- ....... -- ---- --------· --- ......... -------....... ----- .. -- .. -------- ...... --- ---.. -- --------- -------- --- --- --- ....... 
, Drag ind Drop Zone 

' ' 
' ' 
' 
' 
' 
' t... . .................................................................................................................... ....... . 

Select the appropriate Subject. 

~ fOIA • Rtql>ftt 21·00267-F 

Roqum lnformnion A.Kolvo Corrnpondonco 

s.t l'..-ftct Status 

CorrHpondenco 

Roquest for Doo.omonts (0/0i 
, .......................................... . 
' ' ' 

................................... ............................. 1 

flortmnic Oocumont R.v! ... (0/0) 

Adcl~r<h/Viow Ooai,11n1J (0/0) 

ha/Billing 

: 
! 
I 

' ' 
! 
' 

i 
I 

I 

l 
• Attach your file ( or drag and dr<;>p ). 

RKtivt CorrHpOndonco Corrupondonce Log 

Attochment> added fJom onlioe roquost submtJsion umot be ovefridden. 

r •- -- • ••--• .,., • .,,. ... ••- •• • •••• • •••••• •• ••• • .. "' ••••• •--•- •• -- ••• ••••• ••---- ••• ... • •• ••• "''"''" .... ••••• "''"'"' •---- • •• ••• ........ ,.••'"''I 

: Drag and Drop Zone : 

l ~"~~ 1 

l ................................................ 
1 

... : : = ·········································· ......... 1 -
• Click Correspondence Log to confinn your documents have been uploaded and saved. 
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Sn Cormpond1nct Rtctivt Cormpond«lca j Cormpondtnet Log 

C011espcndence cannot be 'Edited from this log. To edi correspondence go o Correspo~nce > S,nd Correspondence 

Cormpondtnu Log 

• Once records have been received, the FOIA Officer will conduct a ine by line review and 
redaction of the records under FOIA. 

• Once the records have been reviewed, processed, and a determination is made, FOIA 
Officers draft an Initial Agency Decision (IAD) in response to ilie-request. 

8. Tag Records 

• Upload documents to Add/SearchNiew Documen s (FOIA personnel that bave EDR 
feature add to EDR) 

Cny RocM• 

Coon1ty• U,,•,d S :,, 

ZIP Code< -"'IOl--'-50 ______ ___. 

112.i.; or U3ol5-6789 form•• ro, USJ 

R,qut<1 Own,<' -... u~oo 

l'llma,y Ass,ooed' Gall-... Ung °" 

1en redacting a FOIA request, FOIA Officers tag pages that do not have any 
redactions. 
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. . 
2018-COH-OOO(U 4 DoamMnt •~ 

.. D wall!! ionnou "-lW:t AM 17 (I 

•~SlatUI !!J 
D Wl1.ll! 1,/V';!OUA:iW!irM 100 

D = Vl1/20169..V,4.0AM .... 
• Mowed to DM Slalan 

D 

•--
~ D 

0 

= ~7/2016 'l.17'..-0 "~ 

= ln 7fi010 q.l7.&0 ,&M 

= ln.8'10U l1<8,U PM 

WlZ1l 2111/2016 !UJl40AM 

Jall!!. 2/1.7/2016 921~ AM 

= Vl7/2010l7~,M 

·-
·-Prnmrrl Stat a Bmxt EN! Irn rt1 

bl«. 
HI 

"""" 2)0j .... 
63<1 

!330 

lt71,y1 

~~ =- ,2/11/l016 .27,AONA 711(1 

= 7114/2009 i 31:ll ~ .... 
Wllll.l Vll/20U IU1i40AM !!I- "'"" = l/l/l016 lO:Ob49 AM 

= 2/17/2016 9.ZU0 AM 

• f'Otl ftnPPOM lC11trPeo ~ 
0 = onano1• 9))101 _.,.. - Rr9wr,1 10 Mrw e umr lntnrrntt,modl (I 

Add to Review Log Add to Raquest Folder Add tD Rlview List 1 ~ Export 

1 Data Sources 

I Taggi~ Do<ID Sent/Last Modified D 

• 
I ,)(! ' J 11.- • '·"-

75613 5/2/2012 2:01:52 AM 

• Right click Set Review Flag, then elect he appropriate marking. 
• Once redactions have been complete , move the documents from the Review Log 

Documents to Request Folder Documents. Change the name of the documents. 

Rovltw Log Documents 

om Co resocnoence !.:lg [ Re!l'!!h 

_ .ttms n 1 p:ige1 

ocu e t lAaneqtment 

Title your document with the (date), tracking number, and name of document. If there 
are several interim releases, then number each interim release . For Example (9.29.20) 
xx-xxxxx-F I I Interim - name of document. 

9. Redact Records 
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• Once the responsive records are received, click the "Add/Search/View Documents" tab 
located on the left-hand toolbar. Ifresponsive records were sent via mail, email or 
docwnent management you will also use this section to attach files from your PC or Scan 
in. The Add/View/Search is where all folders and sections will be organized, and 
documents uploaded. • Once a request for records has been sent to responding departments, you can see the 
number of offices you sent a request to and how many of those offices have responded 
with documents, click the parenthesis (2/2). 

• Select the folder that has the recot:ds you would like to review and click "Open 
Documents" *this is also where y can move your final review to the request folder 
when closing the request* 

Once FO[A Officers have selected and opened documents in document review mode, 
FOIA Officers can redact, review and mark up all responsive documents with 
exemptions, bates stamps, print, and save documents etc. 
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To upload additional documents to folders for review, click the desired fi Ider, click "Add 
Pages> Attach file>Save>Close. 

[;I 1 (OCTERNAl) 9 n11e, of war lo, 1Y<lenhip ,., 

.... t • 

Use one of the methods below to upload a file, then click the Add Button 

Drag and Drop Zone Flies Ust 

Attach 1les 

Clos., 

Not : 
Adding Password" Enaypted documrnts i.s not support 

• 
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AddP g ~ 

Scan Pages I 
Add F',om Cot-r~pondrnc:e Log 

S4!nd/S.ow'e- FOf" C.On.Jui\;llllt.,,on ~ 

Add Foldll!!.r t o -

Pnnt 

l s.veAsADX I 
R•fnOvt fro.mo R.vJl!'w Log 

I ~tePaga i 
Mov«- Se.lected P-.ges 

~t OCR Pnot'1ty 

£Oft flev,ll!'W No1:e1, l.og 

Ooo..iment H1$tot'y RJ!:por't 

Print8a~e 

Rcf-re:sh 

• Use the right-hand tool bar to see your main tool for review file ' edact tool", here is 
where you will also find your other review tools such as, c rnment boxes, rotate, straight 
line functions and more. • Click the redacting tool on the right tool bar and begin to trace a box over any information 
or keywords that may be non-releasable. 

• Once the redaction box is traced a list of exe ti0n eodes will pop up to choose from and 
apply. * Set default exemption codes if your o 1ce commonly uses the same codes. * 

• You will use your upper left toolbar for savin documents to a disk, printing etc. 

Once all records have been r viewed and are ready for final action, select all folders and 
sections that are comr.lete. 

• Right click the folde and add documents to the "Request Folder". * Once documents 
have been move Q the equest folder, no edits or redactions can be made; documents 
will have to be mo d back to the "Review Log" for any changes. * 
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Add Folder(s) to-. - ;:- Show ~ I 
16-062.26-F - Rc,view Log 

OSP 

16 
Add Pag6 

Scan Pages 

Add From Correspondence l.og 

Send/Sa,,,e For Consult.,, r on Review 

A.dd Foldttto-

Save To0t.$k 

Print_ 

SaveAsAOX 

Remo'V'@ from R~iew LDg 

Oefete Pages 

Set OCR Priority 

EOR Rc,v;ew Notes Log 

Document History Report 

Print ~re P 

Req;ue:st Folder 

10. Label Records 

• Label your review sections/folders based on its ontent, i.e. Photos, Memo, email , 
congressional, ... 

• abeling docwnents within FOIAXpress w · e adding pages will help all processing 
analyst find and review desired d e,ument . This also is important for all appeals and 
litigations record retention. 

11. Close Request 

• • 

Action Office" : OIT -

Requesl Type·, fOIA.------'====::'. 
Re<OM>d Mode : e ...... , 

Multi -Track Type : ~'11,,,pio--======: 

R,quested Oa1e• : 8/14/2020 

Received Daie : , 8/17/Hl20 j 
Target Date : 11/10/2020 J 

Estimated DeiMry Date · [ 11/lOROlO] 

Primary Ass;goed• : Riah,. Jal• 

Priority : ...... - .,~-~~~ 

DolMery Modo: ';___:=====~ 
Me1hod of Paymen1 : ....., _<I...,,_,, 

Original Received Date· : [ 8117/2020] 

Original Targel Dai. : 9 t 'i/.!O:'O 

Double click on the description under Request Description. 
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Conwspondence 

Request for Documents (0/0) 

Eloctronlc Docum,nt Roviow (0/01 

AddJSea,ch/Vlow Doo..om,nts (0/0) 

FMS/Billing 

l'<eceived Date , 08/17/2020 

Targ• Dat• , 11/10/2020 

Dispo<hion A.cupted Dato , L_1_~-•~020 
Perf•ct•d : VM 

Multi-Track Type· , 15-~------ ·l 

Noto: Updaio ••ch Oispo~tion liS1od below as TBD t, colculato tho ~portabf• Oispo<ition. 

ctose Request 

• Click the Final Disposition drop down menu, 

Action Date ' : ICl/13/iiii] 

Note: • racld$ arti m.1nd.1tc,y 

• 'TSO' actton. 

• Select a Disposition. 

floal Action• 

Other Reasons. 
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------ ~--~~ ---··~~- -

Home Requnte,r1, • ca o.t..itt . rna1Acuo • • 20-0974'-f ~~~~=:=:=:=:=:=:=:=:=:=:=:=:~ • x 

rlnol Disposition 

t:l rw.l A n 1o n • 

• 

DQI 

[) OOI 

0 D\ 
D DII 

0 0,.61 

D OOI 
0 D!II 

u .......,..,[),,d 
n Gloma,R,,oon,, 

0 ~-.bfl,1..tjaU1 

P,eQ\.IIHt'n'~ 

s:..,.,t111ed r,uon 

~Cl- Mt ,..H:>NbtyCMio,Nd 

Not ,1 proper IDA ~t fDr~ .i~• ,, 

t~•n~t~ 
Oud,~S.~UC!~t 

Reque-ao, dl'fd bekn req,..l!'lt wa C(IIFS\pl~:td 

Gk:ma·~ 

Su~bylitv.a 

Not• 

11.2. Denied in FulJ and Granted/Denied in Part. 

D (b~(11 

Cl "'"'' 
0 H:0(41 

(brSt 

0 (b)(61 

(tiKJl'fA) 

lb>f7)(8) 

Not .. 

Status: Disposition Accept,d 

Requested Date 08/1 4/2020 fOI AXpress Calculated Disposition : 

Recei·1ed Date 08/17/2020 Repo,1abl, OispositKin' : 

Other Reasons 

°'""Au""" 

"Tao· acUon. 

Ta,get Date 11/1 0/2020 Reportable Othtr Code : I Act,,,,..,,.. t' Ml .. lan1Rflr.a "'~C ~,.. ] 

Disposition Ampt:d D•te I Muhi-Tratk Type' • . I 10,13/W(I \ Si le_ 

Perfected Yes 

Not,: Update each !Jispo~tlon List.o t>t,ow as TBD to calcul.lte the Reportable Dsposition. 

Oouba-cllck on udl i;,,. item to upda tht 'TBD' action. 

• Close Request and select date. 
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Conupondenc:e 

Request for Documents (0/0) 

Electronic Document R...,1 ... (0/0) 

lldd/SoaN:h/lliow Doa,monb (0/0) 

l'ees/Billing 

Fi~I Actions 

Deliwr Docu menu 

Organizanon : 

Fee Waiver : N/A 

Balance Due : S 0.00 

Received Date : 8. 1712020 

Disposition Accepted D.lte : 10l13l2020 

Closed Date· : _! i_ ____ _ 

Final Disposition : Other Reasons 

Review S:atus : _S.._fCl_e._,,.._s,_._, ________ • I 
Multi-Track Type : Simple 

Number of Pages Relmed' : ~o _ _ ~I Gen rated Count : 0 

Number of Pages Rev~wed : o Generated Count : 0 

Associated Fees (if no fees select No). 

: Requ~I Close -

r umber 

Nor .. 

• Request Confirmation. 

F O.spos l 

Oo,mg m,~ request w,U noc; pe1Tr t vou to ~o,m ~nv funhe-r oct,om,, 
~ pt Mi1Qn ~,Jc-st Amc-n<t ~\l ·t1 'w'1e--.. Requ~r Folduj Pa-vmtn, 
or C!"o!'l!l:CII!!! an ~Jil Mulu-~di. type ~ §Ct to S.mple-, lf •t needs to be 
ch6-n9~ ur1•1'" to ctor.,ng lh•".I, rc-q ">t ii Ni, m ~.,.,,91-": ~,. rlll 
riEtum to d~ r6tue5-t Informa.tl~ tab to l'r\ak" the t"h.ange . .\fe you iim 
vou ~ar1t co Oo~ the n:qunt? 

G No 

• FOIA Officers dispatch letters and provide appeal right to the requester. 

12. Consolidated Requests 
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• FOIA Officers triage and analyze requests to avoid duplication. 
• If two or more requests are the same, the FOIA Officer will consolidate all requests into 

one and only create one FOIA case in FOIAXpress. 

bl«_ 
2)0j 

• FOIA Officers inform requester of this action in the acknowledgment letter. 

13. FOIA Records 

• Created or maintained by the agency and under agency control. 
• Maintained by a conh·actor for purposes of agency records management. 

~~ 14. Substantial Interest FOIA Requests 

• A Substantial lnterest (SI) FOIA request is a FOIA request where, in tRe omponent's 
judgment, the subject matter of the released documents may be of intere tor potential 
interest to VA senior leadership. Any requests involving the cmTent aoministration, 
previous administrations, Members of Congress ( corresponde ce, cale dars, travel, or 
otherwise), those related to a threat to the public health; requeste or requested documents 
will gamer media attention or is receiving media attention- r q est is for records 
associated with meetings with prominent elected, business, and/or community leaders; 
request is for congressional correspondence; request is iTOm a member of the media; 
request is from a member of an advocacy grou , watch og organization, etc.; request is 
for records associated with a controversial o ensitive subject; or high profile local or 
national incidents or situations involving VA beneficiaries, employees or officials; and 
incidents involving an alleged breach of the ublic trust ( e.g., waste, fraud, or abuse) or 
current or previous VA leadership wo I'd be included. 

• When an FOIA r quest is submitt the FOIA Officer will review the r qu st to 
determine if the request contain SI equities based on the above criteria. If the request is 
determined to be an SI FO OIA Officer will upload the request into the FX; after 
consultation with responsibletF~HA Offices, assign to all FOIA offices that may have 
responsive records (eachreferral must have a separate FOIA case number assigned); 
notify their leadershi1p 0 t 1e SI request and, provide a copy of the request to the V ACO 
FOIA Service foe additional SI notifications. (When providing the copy of the request to 
the VACO O ervice, the FOIA Officer will identify all FOIA case numbers assigned 
to the request nd the responsible office to which each case number is associated). • Selec SI in fue Request Category drop down menu. 
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----------, 
0 Checlc All 

21-00263-F Reg I~ 

I 
I 
I 
I 
I 
I 0 1, Ve erans Claims Files (VSA) 

I I 

t!'.,I 10. Sobstanual lntl!fest 
Notes: Only Incoming Reques Le ers are Seardla 

0 2. Deceased Ve erans' Claims F111:s 

~se_1eai_ ng_th_e _Res_tn_cteo_c_hec_l(bo_ x W1_ll_re_p1a_ce_11ie---f O 3. CMI war Pe11S1on Records 

0 4. Deceased Veterans' Medic.it Records 
+ Sub ~uests 

,__ _________ ---! 0 S. Contraru or Business lnformaooo 

1--....:.:Res=i::.::::.ns=.:l::.:bl•::...:F:..::ad:::::l::.::ltlc=es:.__ ___ ____, 0 6. Personnel-Related Records 

Facility' : 0 7. Pohce/Umform Offense Reports (UORs) 

Categories• . . . ' . ' 
Yes • No 

~--------------------------4 

• If a FOIA request is received directly by a field or regional FOIA office consult with the 
Admjnistrations FOIA Officer for guidance. The Adminjstration FO Officer will 
forward to the V ACO FOIA Office for additional V ACO O notifications, if 
applicable. 

• If the request is received by the VACO FOIA Office, tfi y ill acknowledge receipt of 
the SI FOIA request in an approved summary format and otify the refen-ing component 
that a SI notification has been sent to VA Leaders iJ2· dilitional notifications may be 
made by Administrations to their re pective lead rship chains based upon internal 
notification procedures. Administrations will be ootified if additional documentation 
describing the request is needed. 

• Send SI notification email memo to in o v~d offices. 
• Title email: SI FOIA Notification, 21 -XXXXX-F). 

Substantial Interest (SI) Notification Template: 

To: VA FOIA SI Re.view 
Subject: Sf O A Notification, (FX tracking 

Date eceived: 
Att ched to this email is a FOIA Request The details pertaining to this request 
are outlined below: 

ho: [insert name of FOIA requester] 
Affiliation: [insert organization such as ABC News) 
What: Requesting the following: 

Assigned/Referred VA FOIA Officer: [insert your name] (assigned program 
office) 
Attachment: Attach a scanned dated copy of the request 
Due date: 20 working days from date of request is perfected 
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15. FOIA Reports 

• Go to Reports Tab. 

•--==-
Home Requesters • Requests • Document Management • Administration Reports 

J-ome > > Recuests View [Prima!Y..fil_signments] > > 21-00267-F-Request 

Requester C.tails 

Requester' : Anthracite, Nancy 

Category~: ' I Other 

• Address Details 

Select the type of report. 

• Run report. 

§re.1kdown for eillch Action Office - Hief'ilrchica1 Order 

With Breakdown for each Adioo Office - Alphabetical Order 

W\lh llreakdown for First Tier Actioo Offices 

v lndMdyal Act1 on Office 

0 O\lt!r.11 fa root b.cti"" Office 

".) P.>fent Action omc.. l/lllh an,,-.i 1or ••dl A,Cllof1 office 

! Vear Type 

I ® Fiscal 0 l,llendar 

Action Olli<• : j1 

Organizc1tion : World\ 

On Behalf Of : 

" 
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16. Other Means of Disclosure 

• Court order - ADMINISTRATIVE BODIES ARE NOT COURTS OF COMPETENT 
JURISDICTION- processed by Office of General Counsel. 

• Congress - Oversight Committees/Members of sitting Congressional Committees 
• Discovery - Disclosure governed by Federal Rules of Civil Procedure Discovery requests 

are processed by Office of General Counsel 
• Media Requests - FOIA principles apply 
• Touhy - litigation in which the Federal Government isn' t a party 
• Law enforcement requests - Drug Enforcement Administration, state licens · n 

etc. 

17. FOIA Appeal Rights 

17.1. FOIA. 

• Failure to comply with time limits. 
• Denial of fee waiver or expedited processing. 
• Adequacy of search. 
• Denial of information in full or part pursuant to a exernp ion. 
• Process included in statute and implementing r gulation. 

17.2. Privacy Act. 

• Denial of access: process established by age cy regulation. 
• Denial of amendment: process established by statute. 
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18. References 

• DOJ/OIP FOIA Guide: https://www.justice.gov/oip/doj-guide-freedom-information-act-O 
• DOJ/OPCL Privacy Act Guide: https://www.justice.gov/opcl 
• 0MB Privacy Act Guide: https ://www.whitehouse.gov/omb/i11f01mation-regulatory-

affairs/privacy/ 
• VA FOIA Webpage: https ://www.va.gov/FOIA/index.asp 
• VA Privacy Act Webpage: https://www.oprm.va.gov/privacy/about privacy.aspx 
• VA FOIA SharePoint Site contains FOIA Newsletter, FOIA Training, FOIAXp,res 

Training, links to the VA FOIA webs ite 
https://dvagov.sharepoint.corn/sites/OITOPR/FOWPages/FOIA-Home.asp 

• FOIAXpress Training Manual: https://ains.efoia- , 
host.com1FOIAXpre s/Help/WebHelp/Help.htm 
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