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UNITED STATES DEPARTMENT OF EDUCATION 

OFFICE OF THE SECRETARY 

FOIA Service Center 

December 1, 2022 

RE: FOIA Request No. 22-02805-F 

This letter is a final response to your request for information pursuant to the Freedom of 
Information Act (FOIA), 5 U.S.C. § 552, dated May 22, 2022, and received in the FOIA Service 
Center (FSC) on May 23, 2022. Your request was assigned to FSC to search for documents that 
may be responsive to your request. 

You requested the following: A copy of each (internal) FOIA Standard Operating Procedure 
(SOP) at the Education Department 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. 

Attached to this e-mail are 51 pages of documents responsive to your request. The documents 
provided are: 

► SOP - FOIA Daily_ Weekly Report 
► SOP for Processing FOIA in FOIAXpress -FSC_Intake 10.7 

However, certain information has been withheld according to FOIA exemptions (b)(5) and 
(b)(6), specified below: 

• Records or portions of records relating to certain intra-agency information is exempt 
from disclosure pursuant to 5 U.S.C. § 552(b)(5), which concerns certain inter- and 
intra-agency communications protected by the deliberative process privilege. 

• Records or portions of records relating to personal information is exempt pursuant to 5 
U.S.C. §552 (b)(6) of the FOIA. Disclosure of this information would constitute a 
clearly unwarranted invasion of personal privacy. 

Provisions of the FOIA allow us to recover the costs pertaining to your request. The Department has 
concluded that you fall within the category of Other. However, the Department has provided you 
with this information at no charge. The Department's release of this information at no cost does not 
constitute the grant of a fee waiver and does not infer or imply that you will be granted a fee waiver 
for future requests made under FOIA to the Department. Because we were able to locate and process 
these documents at minimal costs, they are provided to you at no cost. 
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You have the right to seek assistance and/or dispute resolution services from the Department's 
FOIA Public Liaison or the Office of Government Information Services (OGIS). The FOIA 
Public Liaison is responsible, among other duties, for assisting in the resolution of FOIA 
disputes. OGIS, which is outside the Department of Education, offers mediation services to 
resolve disputes between FOIA requesters and Federal agencies as a non-exclusive alternative to 
appeals or litigation. They can be contacted by: 

Mail FOIA Public Liaison Office of Government Information Services 
Office of the Secretary National Archives and Records Administration 
U.S. Department of Education 8601 Adelphi Road 
400 Maryland Ave., SW, LBJ 7C132 Room 2510 
Washington, DC 20202-4500 College Park, MD 20740-6001 

E-mail robert. wehausen@ed.gov OGIS@nara.gov 
Phone 202-205-0733 301-837-1996; toll free at 1-877-684-6448 

Fax 202-401-0920 301-837-0348 

You have the right to appeal this decision by writing to the address below, 90 calendar days from 
the date of this letter. Using the services described above does not affect your right or the 
deadline to file an appeal. Your appeal must be in writing and must include detailed statement of 
all legal and factual bases for the appeal; it should be accompanied by this letter, a copy of your 
initial letter of request, and any documentation that serves as evidence or supports the argument 
you wish the Department to consider in making an administrative determination on your appeal. 

Appeals may be submitted using the on-line form available at 
www.ed.gov/policy/gen/leg/foia/foia-appeal-form .pdf. 

E-mail: EDFOIAappeals@ed.gov 
Fax: 202-401-0920 
Mail: Appeals Office 

Office of the Secretary 
U.S. Department of Education 
400 Maryland Avenue, SW, LBJ 7Wl06A 
Washington, DC 20202-4536 

Sincerely, 

Elise Cook 
Elise Cook 
Government Information Specialist 
Office of the Secretary 
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1. Creating a Request 
From the Home screen, select the Requests tabs dropdown menu. Then select Create Request. 

FOIAXpress . .. 
Home Requester.. • l Requests... Document Management • Administration Reports 

Home 

Assignments by SU.tus 

Amended 

DooJments Added 

:;; 
~ DocumenlS Added to RO'llew Log 
IT 

" 0:: 
DooJments OeBve<oo 

Request for Docs sent 

Search Requests 

Creale Request 

Create Appeal 

o.,hboard Last Upd•te<I on 4/5/202110:26:51 AM 't_°\ 

Assignments by Multi Track Type 

33 

10 15 20 25 30 35 

#of Re uests L_60 

Middleton. Deshawn ., Help .., Stgn Out 

Request fl 

Doshboards Use< Dashboard 

My Worlc iummary 

Primary Assignments 

Secondary As5'gnments 

Pending Requests for Documents 

Pending Consultations 

Pending Expedite Determination 

My Jobs (0 fmdiog 2 ~ 

.Messages 
Task Reminders Oue/OYe,due 

Messages From Requeste< 

~ 

~ 

ll 
1 
1 

0 

0 

To search for a requestor or enter a new requester, select the three dots next to Requester in the 
Requester Details section. 

FOIAXpress ... Middleton. Deshawn • Ht-Ip • Sign Out 

Home Requesters .. Requests • Document Management .. Administration Reports 

.l:kHnf: > > Create Request Note: • fields are mandatory 

Cre.11te Requc-st 

Spell Check Refresh 

Requester• : Organization : 

Category• : s.ittr Cottg<J<y On Behalf Of : [] 
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Personal Information 

Prefix: L 
First Name•: New 

Create Requester 

H 
------------

Middle Name: 

Last Name·: Request 

Suffix: L~----------~f~•j 
Job Title: 

General Information 

Organization: 

Address 

Address 1: [ 400 Maryland Ave SW 

Address 2: 

City: Washington 

Public Access Link Loain Information 

Contact Information 

Home Phone: 

Work Phone 1: 

Work Phone2: 

Mobile: 

Fax: 

Email: 

Category" : ll@rjjffi@tirftijj H 

Count ry*: ~ ted States -1:] 
State: loc H '============'"~ 

ZIP Code: 20002 --------
(12345 or 12345-6789 format for US) 

Enter requestor details, address details, request details, request descriptions, fee details and 
comments (if necessary or required). Use the"+" and"-" signs to expand or contract each 
section. Please note that all * fields are mandatory. 

Use the Drag and Drop Zone under the Description section to scan and attach request files. If an 
expedite and/or fee waiver are requested, the Drag and Drop Zone will be available for scanning 
and attaching documents once the Yes bubble is selected. 

DHCription• 

0 Restricted 

Date Range for Record Search: From fi To 

NoteS: Onty lncomit19 RequeSt Lt:!tlets a,e SNtd\abll:! Attachments 

Selecting the 'Restricted' checkbox will replace the field content in all th• reports with ' <<Restricted>>' 

Drag and Drop Zone 

Incoming Request Letter(s): 

Scan Frie 

Attach File v ......................... . 
After entering all information and documents for the request, select Save. Continue to the next step to 
assign the request. 
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2. Assigning Primary Users 
Once you have created the request and selected Save on the previous screen, review your 

information and then use the green NEXT button to perform the next action. 

FOIAXpress ... 
Home Requesters • Requests • Document Management • Administration Reports 

21 -00006· TRN • Req~t 

Requester"' : [ Request. New 

Category'' : ( Pnvate lndMdua, 

Action Office" : Exec Sec Q 
Request Type~ : fr(..ning 3 

Rece,ved Mode , ;:E::;;-mt;;;:::I::;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;; 

Multi-Track Type : ~(co,,,-~P•_« _______ 3~• 
Requested Date~: [:i/siio21 ) !iii 

Received Date~: [ 415/2021 ]~ 

Target Date : ~ 

Estimated Date of Comp letion : I 5/ 3/2021 I ii!i 
Extensions -

Review Status : 

Oncription• 

0 Restricted O Modify Oescnpt,on ShO\V Description History(I) 

Date Range for Record Search: fr0m 

FOIA Documents 

To ~ 

Middleton ~MWl'tl ...- J-le,p • Stgt\ Out 

Req..,est# 

Note: " fields. are mandatory 

Organization : 

On Bohall Of, 

Pnmary Ass.igned• : I Middleton. Deshawn 

Pnomy : NIA!! 

:======-=::: 
Del,very Mode , f PAL 0-nlood 7 

Method of Payment : Sn«t Hrlhod of Poy,ri<"t 

On91nal Rece1Ved Date• : I 4/S/ 2021 I ill!' 
Ongmal Target Date : ~ 

Perfected : Yes 

Dr:.g :.nd Drop Zone 

Incoming Request Letter(s): 

Sanft~ 

FOIA Btsuot form Rd... 

·---------------------,-~[ 

Select Assign Request from the Select Action dropdown menu then select Perform Action. 

FOIAXpress .... 
Home Requesters • ~ Requests • Q Perform Nut Act1 

Current st.situs of this request is Received 

Received Mode 

Final Act,ons 

Cost Sheet 

Btll1ng 

Paym,:,nf1; 

Create i!lln Appeal 

Chilnge AatOtl Office 

Stop the Clock 

M 

Note helds are mandatory 

ed M ddleton Des,,aw 

Prionty 
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Click on the ellipsis next to the current prima1y user's name. Select the name of the user you wish 
to assign the request to and click Select. 

Home Requesters • Requests • Document Management • Administratio n Reports 

J::!wna > > 21.()()0()6°TRN • ~Ht 

1a Training • Request 21-00006-TRN 'I 

Request lnformiilltion 

Assign Users 

Correspondence 

Fees/Billing 

Final Actions 

~ PrlrMry UHJ 

Current Primary User of this Request is M.i.d.dklJw.Jl.a.bA.wn 

I Change the Primary User for the request 10· , Middleton. Deshawn 

Seconmlry Users 

Stop th-@ Cock 

Notes (0) 

j Middleton.. Dnhawn User Enc Sec Dept. of Educ.auon 

Task Reminders (0/0) 

Ex1ensicns (0/0) 

Appeals (0) 

FOIAXp 

- -
Assignment Note: (will ~ lnclud~ In usignment em~il notifintion) 
~ 

□ Attach Request Report (PDF) lo the Email notification sent to the assignees 

Log,n 

Note: • fields are mandato,y 

I 
@ □ Send Email Notification 

.,.,.,..,, MdG«>up, Add Group Queofl l 

. 
DHhawn..M,dd!eton@e ... I 

s~ 

Ass19n 

Adion~ '-*-----• 
_.._ __ °'_°".;..' ...,.."-

"""'"°' ..... 

... ... ... 

After selecting a user select Assign. Click Yes to save your assignment selection. You should then 
receive a notification that says "The Request has been successfully assigned". Then select OK. 
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3. Requesting Documents 
Now that the request has been assigned, select the green NEXT button. Select Request for 
Documents as your next action and click Perform Action. 

[::- Puform Next Action - 21 -00006-TRN L X ..1. 

Current status of this request Is Assigned 

Select Action ~ Ooruments 

3.1 New Request for Documents -Step 1 
Select New and then Add Program Offices. 

Training . Request 21-00006-TRN "i 

Requ'°st for Docum"nts 

Close 

end Ema, Notfication 

er.; Ad 

1 dd1eton'4}e 

Requffl Information 

Assign Users 
Action ID loc.:ltion(s) Referred Request 0.Jtc Sent 0:iitc Due 0;:itc Completed D:ritc Sbtus 

S~ Perteet Status 

lhtrt art 1'110 RtquHt for Oocumtl"lt rt<Oich. 

@ill~ Page size: 20 • 

Note: 

Correspondence New .._fa_k_• A_ct~••=n=' ,._V~iew=='' '=O~•-le~te=' .__s._n_d_Em_ ,_,v_Rem_ ,_- -,. '=Send Rer•unde_, by...;._P_nn~t=" •=A~ct- •o_n_<•_l L_og;;...., 

Request for Documents lnfonn.tion 

Riequesto.t,· 4/S/2021 a 
Comment5 

Out Date· 

Priooty 

s.nd To : ProgrMn Offices 

Not.-: tf 1ndud,ng an imlm'..AQX.f!k with tht R.tQutst fo, Documtnts tht Commtnts trittftd will bt.,. indudtd 1n tht filt fo, the rtopttnts rt'lltW ot~ tht commtnt is k.tpt 

fOf internal JlUl'POSfl: only. 

S/lr20l1 ""Ii' CJ Add R.em.nder 

· I 

Mu~ ~ ... , 

Oispat<h Oate: .1 w.1 

[f" Send To : OtlMf' £mall Radpwnts 
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Check the program offices ' box and then click Select. If applicable, choose the dispatch mode 

and/or to send the email to other recipients. Then click Next. 

Basic Information 

Program Office : [:_ Action Office : Exec Sec 

Active : O All O No @ Yes Category : @ Program Office O Consultancy Location O Both 

~GJ[D(B Page size 20 • ] 1 items ,n 1 pages 

Note: Click on hyperlink to view/edit program office. 

Use 'Select' button select program office. 

3.2 New Request for Documents - Step 2 
Complete step 2 by adding fom1s/attachments, updating email options and entering comments. 

Then select Email at the bottom of the page. Click Ok and then Close Window. 

,.._....,._.__,..1 

---kom.llNIITypt• : IJMI'._,. •u...11c1-0t'otr.-.i QOll\ff"-' 

~ • :FQIA~~-ll-CIOOOl·TltN 

"" 
"" Hot,g-t,.,,;,,tddonln~IN~~•~~ 

.,. ... 

_] 

..... ,.._ __ ,. 
.. 

..._ ... 
_.., 

----

In the space provided for the "Email Body", input the Fee Category. Willing to Pay. Multi track type and the FPL's name. 
Beside each, indicate the specified information from the Worksheet. Also, indicate if fee waiver or expedited processing 
or both was requested. This should be typed in bold red font which is usually copied from the "Intake Cut & Past" cheat 
sheet. 
*Please note if the request is a Consultation from other agencies and they provide a deadline we must notify the assigned 
Program Office of that deadline when sending out the RFD. The original email from the agency as well as all supporting 
documentation must be uploaded to the corres ondence log and sent with the RFD. Exam le: 
NOTE: THIS IS A CONSULTATION FROM DOJ. DOJ IS RE UESTING TO COMPLETE YOUR REVIEW 
OF RECORDS BY MAY 31 2020. 
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4. Adding Documents to the Review Log 
There are three different ways to add documents to the review log. The status of your request 

should now read "Request for Docs Sent". Select NEXT and choose Add/Search Documents 
from the dropdown menu. Then click Perform Action. 

FOIAXpress , .. 
Home Requesters • Requests • Document Management .. Administration Reports 

!!2m$ >> B&9yests;Vp((lud5tard)t;eyworg··2;1:9999§:ynJ >> 21-oooo6-TRN-ReQUes1 

Tro1Ining - Request: 21-00006-TftN J Rem•InIng Dilys: 20 St•tus: Request for Docs Sent 

Request lnform11tion 

Ass.ign Users 

Set Perfect St•tus 

Correspondence 

Request for Documents (0/1) 

Request for Documents 

1 
Action ID - • Louition{~) Ref~rrrd 

~~~ Page size: 20 • 

>-tome > > &gues~s Vie\ [Quick Search Ke)'\-Vcrd 00006 T~N J > > 21 00006 TRI\J qequest 

Current status of this request is ~yest for Docs Sent 

Select Action : [ Add/Search Documents 

"""""" 

1 jtems 1n 1 ~ 

/ ~~P-erf=o=r=m=A=ct=1-on_ ~j ~ Close tion 

t 

4.1 Add Documents 
To add new documents, select the Add Documents tab. 
Trilining - Request 21-00006-TRN Rem.aining Dillys: 20 SUtus: Reque-st for Docs Sent 

Add/Search/View Documents (0/0) 

Tntrt a,e no,.,..,....,. bgs 10 display 

0~ Page size: 20 ... 

Note: To remove documents from the Review Log you must select and Open the document(s) in Document Management. 

Page size: ~ 

Note: To remove document, from the Request Folder you must select and Open the document(,) in Document Management. 

If Of. 

ned : 

iority 

ode 

ment. 

0 tems 1n 1 pages 

O ,tems ,n 1 pages 
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Select the File Cabinet Drawer and use the Drag and Drop Zone to scan/attach documents. 
Then select Add. 

~Milllo.x..n.nt. • 

Option fw Adding ~ 

illAddcf(tifilefllS•Mp,,r•tefoldcw 
Add •II filn to • 1i'9e ~ : 

Add '-5 ditK11y to the folder 
Add ffCh be M • HPf(•tc HC'IKln ~ r tM folditr 

. Add to the- R<lvitw Log 11.tquHt •21-ot'IOO&-TRN 

Document Form11t (lm11g./N11t ive) 

@Add~ in Image Form,1 (~ Enabled) 

{.;Add filn in NaN format ~ion Oisabl@d) 

Other Option 

CrNte fokle-t 10 MaNally CrNt~ Stctiof'S •nd Add filn 

Opt-n in Oocumitn1; M~t upon >obComplt1ion 

U,e one of lhe melhod, below to upload • file, then di<k the Add But~ 

! :: :: : ::: - ;~- :: ~ : :_ : ! ~l ;:A ... ~::;u..;;:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::;:x:::::::; 

- ln,doFl.ws 

v.hrt ~ fddln III b!A-, 11tnbutfl papulMed..,,.. bl ~•t.d ID 1Khl'oldlr. 

lomanu-.atfaddo,l'IIOCl,fytt-.arttr,but.,.bata~,nOoeumef!tM~.,i,:tngl,ld,dtondwklidRr.-.d9010Mcdly~°"'-""IL 

..... , 
MdintPa-.l(noyptitdOOCWMf!UitlWI~ 
---~;.., __ ..,..in,0.C.,.,...,.Mt,~ ............ "_,,...,_.....,Modilyfoldt,~o.ta,lt, 
Allowl,d,..f_: 

4.2 Add Documents from Document Management (DM) 
To add documents from Document Management, select Add Documents From DM. 

Page size: ~ 
---------------------------

Note: To remove documents from the Request Folder you must select and Open the document(s) in Document Management. 

Oitems in 1 p.a9f'S 

0 items in 1 p.-iges 
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Enter the folder information to search for the documents. Click Search and check the box for the 
folder(s) . Then select Open Folders. 

.....,....,. 
J-..TmSHll\'.h 

hlt~Orfwtf ......... 

tJ®?H::&:e.n1t -
N f < ,]l3 4 S67.9 10 >INJ 

r.c.-20l1,.._..~ --flkJl.,...Xlll..,.._....oaa-
,_.. _ _,,.._..~ ...,,,.,.. 
J6o:M-Xlll.._,_.eec.-& ...,,...., 
,-.-..2021...,,_.oo-- ...,,,.,.. 
,___2021..._...,.ooe.- """"'''" ,.. .. lOl"I ......... OOC.... ...,,,.,,. 
,...._JOll...,._0.......-... O(IX'(l1~Y 

.-..-lQll...,._.~ OOXI01JOl•~ ...,_ioll....,_.~ """'""' 
'-'-'"'iWl~~ 0000000.u, 

.._.._~it....,_~ .,..,..,.. 

._.._l021~~ ""''""' 
PIIJltaze » 

4.3 Add From Correspondence Log 

-"' -·~ -,,, ... ,. ... .. ... 
"' -"' -,,. -,.. ... 

CrMtNDMe · ill 
CtNltd8'(. iii , 

Actlof!Ollice· '''"" iii! > 
rilldnCiUIO· 

Ji" --
"' --· ''""""' - '""""'' --· ~t.2Q2"1 ... """''" """"'' - """""' - """''" ... -· ""'"''' .. -· """""' .. 
"""'"" '"''"'" .. _, 

"""''" 0,,,01/lOl, °"'°'/~1 ...,,,.,, ,.._, .. 
--
t 

To add documents from the Correspondence Log, select Add Documents From Correspondence Log. 

Training • RequMt:: 21-00006-TRN 9i Remaining Days: 20 

Acid Documents From OM 

Page size: ~ 0 rtems in 1 pages 

---------------------------
Note: To remove documents from the Review log you must select and Open the document(s) in Document Management. 

Request Folder Documents .; 

Add Documenu ] [ Add Oocuments From OM I [ Add from eo«e-srxinctence Log j ~ Refrtih ] 

- .. ~ . ' .. . . . . " 

There are no request foklers to display 

~ Page size: [ 20 • l 0 lt~S. in 1 p,i9eS 

-

Note: To remove documents from the Request Folder you must select and Open the document(s) in Document Management. 

Select the File Cabinet Drawer and check the files you wish to add. Then select Add. 

cMIIO.-......M><'a~..... • ,c 

Option for Addln,g ~ 

@ AddHChfil!H•~rM.•foldft 

Add .. fin to I single fol<MI" 
Add filn dirircdy to 1M lolckr 

Add~fil!..s•~r.11i~~u~W~ 

~ Addtolht~ LOgRequest•21-00006-TRN -----------------Con'~• Lot 

KY:8aft8ewmtm·?J:ITTPi::IBrt KllA~~.doo! ----
l 
~ KIA~~ 

-•• I-• Ir,.)~, "I •,I-:-,..,- .,.-,---,.- . --- --
l• lndn R.adl 

W'wl~toloen.w,IMA_..,~IIK~wl t.-..i.6110udlfoloer 

To~tdclOt"'IOdif)'tfltM~ttlOC.1ilt~ft~~~,...,.dio.OftN~"1090IOMo6fySoldttON,lt. 

Document Format (lma9e/Native) 

(8 Add pagN itl ~• Fo,mac (Rt-d.Jct!Ofl Enab!Nf) 

Add filH in N~ to«na1 (Redlction DiYblfd) 

I0pen ir\OO<\IITIM1Ma~t l'l)OnJiObCompiflloi'I 

,_....., 
R.qfvrOoam"lS -

------

~rolwt... CM,~ 

~roti..t. .. o,tW20l1 

W2Q21l'.ll:03PM 

.t.'5{2021 U3:0lPM 

~111cll26NA 

) -.lfl 1l),9$ ---, 

~ 
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Once you have selected which folder you would like added, then click Add Folder(s) to . .. then select Add 
Folder(s) to Review Log: 

El 0 
GJ- · 0 l fiscal Year 2021 Responsive Document, 

0 0µ 21 -00001-FOPETRN(3~ 

Add Folder(s) to Review Log 

Add Folder(s) to Request Folder 

( 

A confirmation window will pop up to confirm that status of the request change. You will then select Yes: 

Folder, 

~ 

Comm.,,u 

Rwiew Status 0.tad~ 

i:il ConflrmatiOn X 

0o)'CM,lw,nt10d'lln9tOltMat\llcAUM!~10 Ooc\wntnlJAdcled10~log· l 

Yts-..... (Nr'lgltU'llsuitlAIO~J.AckfildlO~loO', 

NC>-Wll~ll'll.lt""""°""d'lat'91'1QIUlu&. 

After adding documents, your status should now read "Documents Added to Review Log." 

FOIAXpress • .. MJddletOf\ Deshawn • Help ,.. Si9n ~ 

Home Requesters ,. Requests .. Document Management ,.. Administration Reports 

~ >> ~fQudSearchKey.wrd:'21-!XXXJ6.-TRNJ >> 21-00006-TRN-Request Note: • fields are mandato~ 

Dowments Added to Review Log C 

04/06/2021 0 No 

Page size: ~ 11tems.n1p,gt'S 

Ope<, All llo<Uments 

Note: To remove documents from the Review Log you must select and Open the dorument(s) in Document Management. 

ments ; 

Page size: 2.0 .. 

Note: To remove documents from the Request Folder you must select and Open the document(s) in Document Management. 
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5. Reviewing Documents in Review Log 
To review documents in the Review Log, select the green NEXT button and then click Perform 
Action. 

FOIAXpress filT;;:.• -~ 

Homr Requesters • Req~ g~ po= rt<~===== 

OOOCJ6 RN R,q 

Curr•nt status of this r•quut Is Oocum•nts Addtd to R•Yitw L~ 

Select Action : -(v;t_- _R,,,_ ffl_log~ --;:_-::,-::,-::,-::,-::,-::,-::,-::,-::,7::;~• 

--~)► l p,,fo,mA<t""' J L~ 

ocument Man.:igement. 

In the Review Log window, select the"+" icon next to the folder that you want to review to display 
the pages in the folder. Note: If you are reviewing a folder that has been redacted, you will be asked 
if you would like to load a review layer. If you load a review layer and make changes, create a new 
review layer when prompted to save. Ensure you save your changes as they are made. 

21 00006 TRN Request X 0 Re,,,ew Log '2Hkl006-TRN' X 

C i foia.ed.gov/FOIAXpress/DOCs/ZfpDocumentManagement.aspx7Requestld•41926&doacuon• rev1ewtog&CaselD•21-00006-TRN&foldendl1st• l27524 <a_ * a • 8 
::· Apps Otp&itmttlt of Educ.at.on Linli.s 0 login ;.,< FtcfTal-tnl Otpt of E 

~ 
e! ~ X ~ • ,.,,_..._ . ['.h "- • 

•□021:M1§-lRN-►=W 
lil[iil l, r«.,1'1'f¥l0ll~~ ? .., a.:. ,..,.,.,,"'n•<JJ 

◄ ► 

Midd!.lon,o.w..wn 
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Review each page to determine if redactions are required. If a redaction is required, select the 
Redact icon or Polygon Redact icon to highlight your redactions. 

21 00006 TRN Request X 0 Review Log '2M)0006·TRN' X + - 0 X 

C i foia.td.gov/FOIAXpress/Docs/ZfpDocumentManagement.aspx?Reque-stld•41926&doaction•reviewlog&Casel0•21 ·00006•TRN&folderidlista127524 Et * ~ • Cit 
Departme-nt of Education Li,,lcs 0 Login ~ Fedtalent Oept of E .. 

ii □ 21«.(ll.16.TitN,""-Log 

liiC l.. rllGll.,_.202,Amp:,ns,we~ 

◄ ► 

"' ml ■ □-- ;t1.0000,1.rCll'(U1U 

□ Q Pe 1 &WkiP.211 
CJ ..J Plg,tl(OV2W20ra1J 

□[I PJg,tJIOV2~11 

--­w.t.M,.Xlllll"MIJ-0000 -­n~•·----
f(M ......... l,al.111_~ A ~ 

n..-.w,....1n-...,...,~ 
10,,'-'-<-, .... .,, .. .._,,. ....... ~ 
l50.--.tl..._ 
-~,\ .. n.,a-'llklt> 
........ I)( _ .. 1,. 
h,.,,....,u11:)•14JI, 

After redacting using the redact tool, select Redaction Code(s) that apply and click Select. 

Mlcldhtion.OtlNwr, 

.i 
I 

II!! 

• 
" 
~ 

~ 

l\ 
::,, 

e 
\1:1 

E] C'.) ?1 00006 TRN Request X I) Review Log '21·00006-TRN X + - ~ X 

... 

0 https:f/foia.ed.gov/FOIAXpress/Docs/ZfpDocumentManagement.aspx?doaction=reviewlog&RequestlD=41926&fo... €1. ~ t'e ~ 

~-...... --_--,_--------------------~ 
fbX1) 

""" 
D """ 

-')J,J.J 

D ~:(S) 

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

Pl,"'"!S~~~l)Co'llflM•d-6td1ot~~~ 

lwro!<a~d.-KOllllr..artdlClillyto111titmai rulKandp-xt,cM. 

Pl,m,u-.ln:lkl"9d~Cll'1nlcirmnion,f1i.,,,~.oil'1~the1'111~ .... -. 
Pl,....U"""'~d•KOfdlrNl-td1ot,aotMCrm.-dothtl'~ .. ~ ~--
P.,m.u~~oo,,"""""91t~,11Nt,._~ ~ti-. 
~documlntJ..«~INtcaukl ~WIIH!lldirdlrc,y,ldl,away 
~ Ot'M\Offlty~ p,-..o ~ 

"'""'11~of•KIOl'dl.,W,ol'lofflllf,!0f'l,bo,Jl~ ....... o.ooar, 
-,.,ldbe1CM.i,,-Nad...,_.,ofpe<SON11P""xy 

Pwrnitsw-t~o!<'KO'dl"""'-~Vl"lh-~prootedi119S 
unbol~atpt<\itd. 

~..-("holclngc,f<fCOOdl........,,Pl'IOl'..oJdlbt~c,f•~ Tr.t!o,.,.. ~~ ~------------------------
SUilfrCIP.l­

SU.S.C.-.M 

1-&usc,,in 

UU.S.C.~3SO 

Finanoal ~~~ tl)(llfUl11~....,ic,,­

f,--1dldoill.,,ototrfm,,,,! ,Of'J~"W>Q to<iPUo11~ ~-

,.. ................ 
OM.l,otllYO'!!\ltlOl'l~undlf • ~almnlidr!l.al,tyfar~~I 

• Othtr ravorit~ 

~~-----------------------------------------------~M~l~Dtt:MWn 
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Save your review layer and create a Layer Name. 
PO ' ► 

To continue you mu~t Mme and s.,ye the review l,l)'el Once wved the ll'Vll'W layet' 
will ~utor•'l.,)t1Coll ty be ~td l!$ you l'l'IOvt f•OM l)bgt to p.t19t 

uhting ~ IMy..s of 21-00001-F OPf T!Uf 

MkklMton. Dffhawn 

Once you have created your review layer FX will save the redactions made and the newly created 
review layer will generate at the bottom of the page. 

E) I ~ 21 00006 TRN Request x ei Review log '2MX)006·TRN' X + - OJ X 

f- 0 iAl O https://foia.ed.gov/FOIAXpress/Docs/ZfpDocumentManagement.aspx?doaction=reviewlog&RequestlD=41926&fo... e. ~ ,C, ~ 

Dtpartmenl of Education links I) FSC Reff.arch Projot... Cl login 9 Veritas eOiKovery... II) FOIA Servlu Center._ • octO Office of the C.- ■ Other f.worltn 

■ (ii 21.()0006-IRH- ......... 1.o,g 

8 O il FIIQl--2Cll1~~ 

iii CJ~ 21-00001.JOPE TRNOJ 

Gibl !'!91 lffl?@@?'i 
ll Cl ~ 2 IOlJlSnOZ11 

CJ Ci ,. S IQlnSl20Z11 

--­WN,.JH•JGHll'SSU«IOO -­~~,, ...... 
fOlli ....... l.tllOLO'l..11_.. 

]Fi1tbplortrj Rwi-~: FSCftnalltol'li--DM ◄(~---------------------.._ ___ _ 

' ► 

Middkton. Dlthawn 

Select the Save to Disk icon in the top left hand corner. Enter preferences and select OK. Wait 
until the job status says "Completed'' and then select Download to download to a zip file or 
Close Window. 
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Redactions/ Rlf!'A.-w Options -O ~w,sP-~CW, t ~~~lflO,.c 

Q No,,,~~~ □HdtCQQK 
'i:Redacwd-iHon~~"~ O H!6r~..::1>o<ieo.~ ~ 

a.;l"J~ i'rdlit"-. . 

□s-,~~ 
$(.on l-,vMb(t, ■ ~ - l,Jd, $u,1 • 

\Al.)'J"t l~rot$ 

Pl9efO<m1t P11,d~ 

□weitWs.tnnlf'c 

. ........ 

··­~­OT,-"«m 
0 TtJtM~ 
o--., 

l,/,M9ntlr>thfl); 

~~~5 

0 C""1?'lffl0 □~ 
CJH09~ Ll$i....., 
J $11__,i,1l111<! rJ$1>(1,yN-

-· 
... ...,,_.....,......., ~--31 --..-i §-j 

7 

6. Moving Folders from Review Log to Request Folder 
To move folders from the Review Log to the Request Folder, select the Add Folder(s) to 
request Folder tab. 

E) I D 21 00006 TRN """"'"' X 
C) Review log '21-()0006• TRN' X + - ~ X 

~ 0 i;;i O https://foia.ed.gov/ FOIAXpress/Docs/ZfpDocumentManagement.aspx?doact,on=reviewlog&RequesllD=41926&fo... Et. ti 
()epfrtmenl of Eduallon Link$ U> FSC Rre-sfffch PrOJe--. C, Logln 9 Veritfs <e-DiKO'Vef)'- - O> FOIA SeMCe Center... Gi oc::lo Office of the C ... 

a lil 21.()0005.TRN-'-"-1.ot 

8 @f.. fie! lM 2921 fleeecwc 0ecd 
&i@=il U«lCXl1-f~TR,N'J) 

◄ 

Middleton, Dnh.wn 
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Select the folders by checking the box, select the review status and select Add Folder(s). Wait 
until the Job Status reads "Completed'' before selecting Close Window . 

... 

., FoW.Nar.w Fl•Caaw.t 

21..(XIOOHOPt:TRN 

------------------~ 

Mldclletof\,O.thawn 

I 211n, -"'°',..,, 
>ob Progrtit lnform,aMon >ob 5Uowt: ComplM,td 

Cu1nnt Action : Foldft{1)'\S«tion(s) ~ IUCC:I!' •.. 

Nott If tht job nils an Mllil noc,buon ....... ~ seft. 

.....,,. 

To exit the Review Folder, select the Close icon at the top of the page. 

♦ +- ◄ ► 
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7. Final Actions 
The request status should now read "Documents Added''. Select the green NEXT button and then 
Perform Action to complete the final actions. 

FOIAXpress 
-· J:ilmt >>~1 

,, 
St.WI: Ooo.m.,.ntr. Adct.d 

No«~•....,,.,_.,,y 

Addkoffl~lo, ...,_ 

Request Folder C>oamMnts ~ 
Aod~ ii ""6~f~0M ij 1'06ffOM~"°9 - 1 - ... 
[ Fisu1¥e¥ 20l1"'"--. 00000,rn,; 21-0000l•fOPfTRN U"'20l> '"'""" 0 ' ... NoPa9es~ 

j";c_~,EEJ~, Pagesi.ze- lO , _ ... ,p,IIJl!I 

--1~ .. -
Noi.: To re-mow docvmeots from the RifqUHt Foldft' you must select and Open the documem{s} in 0c>culMru M.il\lQffl'lffll 

FOIAXpress 

-· 
Se-led: Action : """'Aeboni 

u 1 select and Open the :Soc ment s. Docu."l'ltr1t f • na,ge,ment 
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Enter the Disposition Accepted Date, Rep01table Disposition, Multi-Track Type, and 
Discretionary Release option(s) and select Save. 

FOIAXpress i=•. ~~ 

- Requnled 0.te 04/05/2021 

~ O.te : 04/05/2021 

T.W9t'( Oate ~3/202 l 

Dispmrtion Acupt«I O.i.· · "'ll20.l1 

'"'''"" ,., 

-· 

,/ 
Note. Upd,te Heh 0-SpositlOl'I ~sud ti.low M TSO to ulcvl,Ue the~ ()spoirtion. 

8. Deliver Documents 

~"-'on codN ..,.'-I 
"'. 

-

Dot.lbte.-clck on ..ch lbw hieffl to updMt dw 'Tao· l<UOn. 

. ( 

The request status should now read "Disposition Accepted''. Select the green NEXT button and 
then Perform Action to deliver documents. 

FOIAXpress ~· ~ 

Curr.nt stlltus of t his. request (s QI!~~ 

) 

M'd' Midd ~ 

Select the folders and then click the Deliver Documents icon at the top of the page. 
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E) I D 21-00006-TRN "'"""" X D Do<umtn1o.live<y"2H)0006·1 X 

0 Gil ~ - https://foia.ed.gov/FOIAXpress/Docs/ZfpDocumentManagement.aspx?doact1on=dehvery&RequestlD=41926&fold ... 

f. Df'part.mentofEducationli rJ> FSCRHNtchP,ojt... I) Login 9 V@1iMsfOiscovtf')'... 6} FOI.As«vk+CfOter~. I) ocioOmctofthtC ... • Ot.ht1 favoritH 

-- -- -
13 Ei IJ ... . _._ 

Select pages and then select OK. Select the Delivery Type, Delivery Mode, Output Format, and other 
preferences for delivery and then select Deliver Documents. If you have a final response letter that isn't 

a template in FOIAXpress, you will need to upload your letter to the correspondence log by uploading in 
the "Receive Correspondence" section. After uploading the final response letter, you then go to the 
"Correspondence Log" section, highlight the letter, then select "Save for Final Response 

,.,, ... ~ 

Page Range 

® All Pages 

Selection 

0 Pages List I 
Enter page numbers and/ or page ranges separated by 

commas. For example: 1,3,5-12. 

0 Deliver without Documents 

[;:] [ Cancel 

I E 0oc:urTitritOtl..,..-yT~ • )(J :J -- .,...~t• rlnform,thon:------------

S@ect a lertK~t 

-Oltitt 

Utt«T~tes: 

s.lKi Otf~ ~ing FINI Rt51)Qn51 lAtter 

If your file appears in red or not at all then it is of an irwalid cornespondence f°'mat 

- 1ndudt RMM Ot:,,ecu: 

~-""" - r-0tt.Clpbonl.:--------~ 

lndudef4J Redacad P95 

I- .. 

1£:;sw 
E--1 

I 
Addreu info,m.etion Qn be edited 

·l 
Output fOJJNt • Dl:$~ <h0.Ct: . ....,,.,, -
I 
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Prefix: Suffix: 

lndvdt Fuly~P~ 

_,_ 
~ ~K1IOl"t 8otoen bmt 

0 81,o;&WhW! 

[ 
.. , .. ~_.,.,. 

btH Fcfmll! NF l!Qlf: 

D lrM11 ~ Numbtrs 

Start Numb«: Document ,, ~ch Stlrt ,, 

la'°"9Z9f06 

PagtForrn.1'1: 

0 1nsff1W.:ern'lllrt. 

Not@': fi~ at@ mandatory 

,..,_ , ..... 
r:N_ .... V FontStz.-;; I r::-·-~ R,ght lop, I 

[='•O- ..... , '"" "''"""' I 

Select OK when asked if you want to deliver documents for this request. Wait for the Job Status 
to say "Completed" before clicking Close Window. Then use the Close icon at the top of the 
Document Delivery window. 

9. Closing a Request 
The request status should now read "Documents Delivered''. Select the green NEXT button and 
then Perform Action to close the request. 

FOIAXpress ~· ~, 

Request lnfonMtlon 

Assign Users 

Con-espondonce 

Requtstfo,---(0/1) 

Add/Sffrd>/Vlew l>o<unlfflts (0/1) 

fees/BllNng 

flnalActfoM 

cummt status of this requHt Is Pocumrnts Prllvcccd 
select ActtOO : Close~ 
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Enter the Closed Date, Number of Pages Released, Number of Pages Reviewed and the Number 
of Records Posted for Public Inspection. Then select Save. 

FOIAXpress . 

-· t1w >> ~9t:rt':tct:tttte1 'l:fll1M::1NM\ >> z,.-.ni111.-......-

a-.- - "'9,q-.N---JNW- N/A ......... .... 
~0-• . ..,,.,, .,k" ~ ~.cl o.,. ....,,. 
Ooc.dO.i.• ·-· , ... _ "·~--~ _ ,... ... 

M.At•TrKl!T~ ·-N~Of•...-.~• J 

~°''"""~ • 
~oflltcof(k ....... ,0,1'1.-.:INllt(ttoft,' • 

Ne,, ot,,g,tt,~-.t~N~ol~--Nlolto"9~0..~ 

,.,,o,, .. A..--.c,~hNIMtlf¥1'1M!Of~it1N~IOld,t; 

ff IC 

Answer Yes or No to the prompt regarding fees and select Yes to confirm closing the request. 

FOIAXpress 
Home Requesters.. Req~ g~ ports 

lrai ~21 

Request lnform~tion 

AlolgnUsen 

Correspondence 

Request for Docufflfflts (1/1) 

Add/Search/View Oocumenls (0/1) 

Feeo/llllllng 

Final Acllo111 

Doliver Documenls 

Close R~uest 

stop lhe Oodt 

N-(0) 

RMnainl 

Requester Request New 

e, ••I • • 1 

; Requesld~ x 

No fees has been associated to th,s request. 

- If fees should be apploed for thts requHt.. then dick on -Yes·. 

• If fHs should nol be 1ppl for 1h11 rf' ut-n. t-hf'n c'1cl: on N-rf. 

Y.s No 

F,nal Oispos.1bon Granted/Oen·ed in Part 

Review Status 

Multi-rraclc Type Simple 

Number of Pages Released Generated Count 0 

Number of Pages Reviewed Generated Count: 0 

Number of Records Posted for Pubhc Inspection 

.... 
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FOIAXpress 

Cl 
[; Oon Requn.t- Confirmation X 

CV Closlng this request wlll not permit you to perform any further actions 
except Assign Request, Amend Request, View Request Folder, Payments 
or Create on Appeal. Multl•tn,ck type Is set to Simple, If It neecs to be 
changec prior to dosing this request dick 'No' In message below and 
retum to the request Information tab to make the change. Are you sure 
you want to Close the request? 

... No 

Number of Pages Releasec 

Number of Pages Reviewed 

Number of Records Posted for Pubhc Inspection 

Generated Count 

Generated Count 

The request status should now read "Closed" (and determination status). 

FOIAXpress ... 
Home Requesters • Requests • Document Management • Administration Reports 

~ Tr•ining - Request 21-00006-TRN 'i 

Request Information 

Assign Users 

Correspondence 

Request for Documonts (1/1) 

Add/Search/View Documents (0/1) 

Fees/Billing 

Processed D~ys: 1 

Requesle<' , Reques~ Now 

Category• : Prn-at• lndMdual 

Action Office" , EJ<ec Sec 

Closed - Granted/Denied in Part 

Organization : 

On Behalf Of , 

• eton.. Dnhawn 

Note: • fields are mandalory 
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10. Find and Redact Tool 
The "Find and Redact" tool can be used to search in a folder/page and redact what is being 

searched. ** A line by line review will need to be performed to confirm proper redactions 
have been made. ** 

Click ind and Redad. 

fl 21-00006•TR.N Rc<.-.wlog 

[l (j fiSCIIYeat2021~~Downw 

la O C, 21-00001-f Off TllN(I) 

□P Page;, w2SJ202d 

50.oo,s • El E3 a'.. • 

r
e, .; X ©.ii:: 83 • 

---------

The !Find and Redac window will be displayed as shown below. 

l """&tm 
find& Redad 

J 
""""---~ -------------... _ 
'""'"''• -_ ... 

(llttr p.geni.nbtrs•nd/Of ~••"9'f$-M'Pll•ted ~(Offlf'Nt.fOfeumpl,r' l.3S·12. 

fM·5t~ ""'· .. -~ ........ 
(..-aj 

◄ ' ► 

....., ____________________________________ M_odd'"°"• ~ 
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Under the IF ind What section, click the drop-down menu and select the type of text you want to 
search for. Word/Phrase will be selected by default. The selections under this menu are 
described below: 

Selection Description 

Word/Phrase Any word or phrase, as entered in the provided text field 

Credit Card Numbers Any credit card numbers appearing in the selected documents 

Currency Any currency figures appearing in the selected documents 

Email Addresses Any email addresses that appear in the selected documents 

Employer ID Numbers Any Employer ID Numbers that appear in the selected 
(EIN) documents 

Social Security Number Any Social Security Number sequences that appear in the 
selected documents 

Telephone Numbers Any telephone numbers that appear in the selected documents 

Enter the text you want to nd (if applicable) and redact in the text box . 

... To further refine your m and edac search using "AND" or "OR" operators, 

r7 
click the ~ icon, and then select AND or OR. 

... For additional information about search operators and Full Text Search, click the 

Q icon. 

In the IRedac section, click Select Codes. The Select IR.edad ion Codes window will be 
displayed as shown below. 
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0 

0 

0 

0 

0 

(b {3 

L0 .~ 

(b '5 

lb ,6 

(b-;7i(A) 

5 U.5 C. ,pp, '-

5 U.5 C. iil'P'"-

26 USC 6103 

JJ U.SC. I 350 

Pi'Tl'l1ts wi:t-holcf~ of recorOl o.r irr'ormitJon f ii law ipKr4Ciily c crnpu ;:he 
n-..1:!fial '"Tom ditdos:-_r,_ 

Pr!TI :s 11:r-hold ~ af ricor.Qi ri,itid :o tJidi seacts i.,d ctr>~ cori.t:dc"~ i 
bUIJ.r!SS tr.:"°.:irm.atK?n 

P.-mi,ts wi:tihokf ~ r:forTT'•:110n ""nd.r CM di';b~~'i j:i"~i-:iS pn,..1igi il'ldud r,g 
tht p-,-d, dsional doc..:mfn~! or "'orrrr.1on -:hat c.o.uld b, wrj'ihtld und.er CM 
d-!.CO.'E-fY a::Of't'\e1'-cft"'1. or a.nome:,-,,m prod .. ct priwflleges. 

Pt....,,r:::; 1»11-~ld f"g d recor,1J a!'l'd nfcrns..a:i~., ab:c:-~ ina:'iid_-11:i 1,'hitn d sdcr_ ... if 

\'IO .. d ~ a c u rty i..n"a"1n:td n-.a~ on o" pt"lO"'a pri-.'acy. 

?il"TTl1n Ni:hrold~ of rtcorm whtn 1n:ufertl'1Ct wr:n La,,. en"oru'Tum: PfOCHding:s 
ca"I b:e 1easona.bf;• •~c:td. 

Pi··•,un hl:r~ld "9 cf recor.:u \l"'en ,1 µu:son I c-d bi d-epfflle:l cf i fir i:nal nr an T 

.... 

Tix Rn .. rn nfurm.awn ■ 
Oita or ttorma!ion aco .. red .. "'der a p E<dge o" cori~df--:.a tJ fOf e d,i.s e;· .... 
SUl:ii:.<io Oiii 

Select the iRedaction Code(s) you want to apply. 

.... 

If you select the b(3) Redac ion Code, you must also select a Statute Code. 

Click one of the following actions: 

Find & Strikethrough Find & Create Highlight for Review I Find & Redact j [ Cancel I 

Action Description 

ind & Create 
Highlight for Review 

and edact 

Cancel 

items that satisfy the search criteria, and then 

items that satisfy the search criteria , and then 

highlight the results for review. 

items that satisfy the search criteria, and then 

redaci the results. 
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11. Cost Sheets 
FOIA Requesters may be charged a nominal amount for the processing of their Requests, 

including search, duplication and review costs (Review costs include only direct costs 

incurred during the examination of a document for determining if it is a responsive record.) 

Estimating the effort to fu lfill requests prior to completion is known as Cost Estimation. The 

cost for processing a Request can be estimated while the Request is in any Request Status 

where the Request is open. These costs are estimated using Cost Sheets. 

Open a Request for which you want to estimate the cost. Click Fees/Billing. The 

Fees/Billing screen will be displayed as shown below. 

FOIAXpress 

tm, >> ~•o rstStwsl>brr:Ptd ?J:AQQQI rmJ » 21.t'JOOO'.TAN ~ 

Amount Paid S0.00 

TolAII ~und Amount S0.00 

Costshffts 

- Dbpwltion Acuptitd 

Balance Due- S0.00 

Payment Status No Charge,s 

'""' 

---

-· 
NolP . • fi@Cds Me mandalOfY 

Willing An'lcult S2S.OO 

Pre--Paymenl ArnoWlt S0.00 

TOlll S0.00 

S0.00 so.oo so.oo 

~ 
I 

0 .. ..._ I ~ 

From the Cost Sheets section, click New. The New Cost Sheet screen will be displayed as 
shown below. 

Con Shttt oa,e· : 4,1212021 r Name" : 

GS-01 

S<ARCH" SNrch fOfComnwrcial B~ 10.?0 /1 HOUR(S)v..ri.t.l .., .., 
REVIEW" - t(J..10 ,, HOURCS> van.e. .., 0.00 

CiS-0.Z 

S<ARCH• "'"" 12..0l /1 HOUR(S) Vlri.tllt .., 0.00 

REVIEW" - 12..01 /1 HOUR(S) ¼,ri.tile .., 0.00 

GS-Ol 

S<ARCH• ~arch uu /1HOUR(S)Yari~ .., .,. 
REVIEW" ....... 1_3_ u /1 HOUR(S) Yar1~ .., .,. 
GS·04 

S<ARCH" s.arch ,.._ u. /1 HOUR(S) vanabll! .., .,. 
IUVIEW- ....... 1'-14 /1 tfOUR('S)Yari.tlie .,. .,. 
GS. OS 

S<ARCH" "'"" If.At /1 tfOUR(SI Yari.tile .., .,. 
Rf.VIEW" ....... 16.At /1 HOVR(S) VI~ .., 0.00 
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REVIEW ....... ~/1HOUR(S)Vana~ ""' 000 

GS0 12 

SEAROI" S..llh ~/1 HOUR(S) Vana~ ""' ""' 
REVl£W' ....... [,..i,711 HOuR(S) v ...... ""' 000 

GS, 11 

SEARCH• Search i Q.O, j/1 HOUR(S) Vana~ 000 

REv>EW" ....... ~/lHOUR(S)VWblt' 000 

GS.14 

s...at· search ~/1 HOuR(S) v~~ 000 

RE\nEW ....... [ SOtl ]11 HOuR(S) V..,bl, 000 

GS.15 

SEARCW Search ~/1 HOUR(S) Vanablt' ""' 000 

R,V,EW ....... ~ln HOURi.:S> Vana!M ""' '"" 
Copin 

Cop,H • CDs Wable ['!" 1/IO,Sl((S)v,..- ~ '"" 
Cop,,, 0.20 [11COf>ltSv.rilbl@ .,. 000 

Administratiw Cost l ~ -----J 
Total: 

Enter information in the following fields as necessary: 

Field Description 

Name 
Enter the Name of the New Cost Sheet in the upper right comer. You can 
enter Request number as Name. 

Quantity 
Enter a Quantity for each Fee Item. Quantity refers to number of hours, 
pages, copies, etc. for each Fee Item. 

Click Save. A verification message will be displayed as shown below. 

I 
foia.ed.gov says 

Are you sure you want to create this cost sheet? 

Cancel 

Click OK. A confirmation message will be displayed as shown below. 

i Cost Sheet X 

The Cost Sheet has been saved successfully. To apply cost sheet 
values o r waive fees for this request an invoice must be created. 

Click OK. 

I 

0.00 

_,,, If the Requester has applied for a fee waiver, information about the fee waiver type will be 
displayed on the Cost Estimation screen. 

... If there is a change in the fee structure, it will be applied only to new invoices. Existing 
invoices will always be displayed with their original fee structure. 

,_ 
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12.Create an Invoice 

You can create one or multiple Invoices for a Request. Each Invoice is generated with a new 
Invoice number, and you can collect payment for each Invoice. Multiple Invoices can be 
modified or deleted, however, you cannot delete the most recent Invoice or an Invoice on 
which a payment has been collected. In addition, you must create a Cost Sheet before an 
Invoice can be created. 

.. You can create multiple Invoices with different Invoice amounts, but cannot access the 
Estimate Cost screen once an Invoice is generated. 

Open the Request you want to generate an invoice for. Click Fees/Billing. Select the Cost Sheet 
you want to use to create an Invoice, then click either Create Invoice. The Fees/Billing 
screen will be displayed as shown below. 

i::k2rM > > ~ 10.ndc 5N,ct, Kf'IIWQrd • '21-0Q()06-ho·J > > 21-COOO&-TRN -~ 

Amount P•;d : so.co 

so.co 

-Status: Dispos:ition Accepted 

Balanc• Du• : SO.CO 

Payment Status : No Charges 

Create lnvotee 

Total : 

20 • 

Pnnt 6111mg Address 

Page size: 20 • 

0.,..., 

Note; .. fiekjs are mandatory 

Willing Amount : $25.00 

Pre-Payment Amount : $0.00 

$0,00 $0.00 $0.00 

0 items 1n 1 pages 

0 rtems 1n 1 pages 
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The New Invoice screen will be displayed as shown below. Make any changes to the Invoice as 
necessary. Click Create. 

c; N"'lnvoicie-21..0000..TRN C X 

SEARCH' Search 36.23 / 1 HOUR(S) Variable 0.00 0.00 la.oo 7 I o.oo I 
REVIEW' Review 36.13 / 1 HOUR(S) Variable 0.00 0.00 I a.oo 7 I o.oo -, 
GS-13 

SEARCH' Search 43,09 /1 HOUR(S) Variable 0,00 0,00 ~ J I o.oo 
REVIEW' Review 43.09 /1 HOUR(S) Variable 0,00 0.00 §o J §___ 
GS,14 

SEARCH' Search 50.92 /1 HOUR(S) Variable 0.00 0.00 I o.oo 7 I o.oo 
REVIEW' Review 50.92 /1 HOUR(S) Variable o.oo 0.00 I o.oo I I o.oo 
GS-15 

SEARCH' Search 59.89 /1 HOUR(S) Variable 0,00 0.00 ~ J ~00 l 
REVIEW' Review 59.89 /1 HOUR(S) Variable 0.00 0.00 § ___] § ___] 
Copies 

Copies - CDs Billable 3.00 /1 DISK(S) Variable 1.00 ~ I :i.oo I a.oo 

j I icopies 0,20 /1 COPIES Variable 0.00 0.00 la.oo I o.oo I 
Administrativ■ Cost : [121 0,00 

7-1.7 :=I Total : S5.73 3,00 
1 

s2.1i 

Invoke M emo : Please mail your payment to the followmg address. ~G;;J U.S. Department of Education .j Office of the Exerotove Secreta,,at 

A verification message will be displayed as shown below. 

I 
foia.ed.gov says 

Are you sure you want to create this cost sheet? I 
Cancel 
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Click OK to save the new Invoice. 

, If the Invoiced Amount exceeds the Willing Amount, you will receive a message 
asking if you want to place the Request on hold, as shown below. 

- I 
I :•:r,u •• • • ••••-

(!) Invoiced Amount has exceeded the willing amount. 

Do you want to place the request on 'Hold'? 

~[;] 

Click Yes or place the Request on hold, click No to return to the Fees/Billing screen. If 
you clicked Yes, you will be taken to the Stop the Clock screen. 

To place the Request on hold from the Stop the Clock screen, follow the "Steps to Stop 
the Clock" under Start/Stop the clock. 

, Your system may be configured to prompt to send correspondence. If so, you will 
receive a message asking if you want to send correspondence to the Requester. Clicking 
Yes will take you to the Correspondence tab. 

i Correspondence 

Do you want to send correspondence to the requester? 

If the Invoiced Amount is less than $25, the system will prompt you with a message asking 
whether you want to accept the charged value or waive it and move all costs to the Not 
Charged column. 
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Message from webpage Ei 

The Charged Value is less than your Agency Billable Minimum. 

Cancel - To verify 'Charged Value(s)' move all costs to the 'Not 
Charged' column. 
OK - To accept the 'Charged Value'. 

OK Cancel 

If you click OK, the charged value you have set will be accepted. 

If you click Cancel, you will need to move all costs to the Not Charged column for 
the invoice to generate . 

..... Fee Waiver, Start Date and End Date will be displayed only if you have selected the 
Fee Waiver Requested checkbox on the Request screen. Once you enter the Start Date and 
End Date and click Modify Invoice, the dates will be displayed on the Request 
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Di,k Rousseau <DRousseau@jm-aq.com> 
Mon 7/20120154~ PM 

WFOiAManbgel 

H•llo, 

I woukl like to r~qucst a copy of each of the 
following upward Bound veterans (VUB) G~ntees 
Grants.gov applcauons. I am willing to pay any fee 
associated with making these FOIA requests. Please send 

the rOIA to 1030, ts"" streec NW Wa.sh1ngton DC or via email 
to drousseau@1m ag_com . 

PR Award Number:P047V120001 Grante@: Davis & Elkiiu 

Collego 
PR Award Number.P047V120089 Grantee: Southeastern 
L.ou~tana University 

If yo u need any more mformat,on pleas.e feel free to 
oontaame . 

Dirk Rousse au I Research Analyst 
McAllist e r & Quinn LLP 
1030 IS" Streot NW !Suite 590 West I Waslungton. DC 
2000S I Phone, (202).,.2_9_6-_27_♦_1 ___ --. 

fa.oe (202) 296-2751 !{b)/6) 1www.!m-
~ 

""~ to-.oc.1.1ndM1k.-.lo owp, f e:pf~.i ,d,, -v,ty X 
upd.-t fyouicdMg~ nOut ,~ C Ii: t lo d,., r, • r,i; 

~ at T'herc11e:nort,•nito s:how4n th.tJintw • 
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1. Select Inbox from the ED FOIA Manager (EFM) Mailbox. 
2. Review email messages, from bottom to top (first in-first out), in the lnbox to detennine if a 

new request has been received; (check the Junk folder as well, move any requests to the 
Inbox) 

a. If YES, Move the request to the "1. NEW REQUEST" folder in the EFM Inbox 
* 

b. If NO, handle accordingly by marking each email with the preassigned color­
coded categories, i.e. Action Required, Process and Close, UpdatesNoicemails, 
Reassignments, etc. and move these items to the "5. Action Required folder." 

3. From the 1. New Request Folder save each new request as "Last Name" in the form of a 
PDF on your desktop for easy access later. Once saved mark with the solid red follow-up flag. 

4. Check USPS mail and the fax machine for new requests as well and ensure none are 
duplicates of prior requests. These requests should be stamped with the current date, scanned 
to your email address and then saved on your desk top with the others. Be sure to forward a 
copy of the request to the EFM mailbox to be saved along with the others in the "1. New 
Request folder." 

In addition, when handling requests that were delivered by mail, be sure that the request itself, 
as well as all attachments, are organized. The request letter should be on top. The envelope 
that it was delivered in should be last. Date stamp the 1st page of the request letter with the 
current date. Then, scan each request separately to YOUR inbox. Perform this procedure 
manually so that the envelope gets scanned with the document to which it belongs. 

When you return to your computer, drag and drop the attachments from the emails you 
received from the scanner onto your desktop screen and rename them ( open the request and 
see who the requester is). Each request should be named with the re uester's last name 
followed by the word 'request.' It should look something like this: Johnson Re uest. Once 
you have concluded that all scanned requests have been accounted for, you may shred the hard 
copies. 

Lastly, send each scanned request separately via email to the EFM inbox and repeat the step as 
described in the 'note' and in element one above. Once this process has been completed, all 
other requests that are delivered to the inbox or via mail will be processed in the next batch of 
intake on the fo llowing business day. 

5. Create a folder on your desktop for that day' s intake. By doing this, you will be able to keep 
all intake sheets together in one place. Open the Intake Sheet A. Position it so that you can 
still see a portion of your desktop. You will need the free space for dragging and dropping 
items. The Outlook window will be on your other monitor. You need to be able to see both 
monitors. Starting from the bottom, drag and drop the email on your desktop beside your 
intake sheet. Rename the email with the requester' s name followed by the word ' request.' If 
there are attachments, drag those and label them for what they are. See examples here: 

Johnson request 

Johnson COI 

Johnson Clarification 

Do not make any shortcuts when naming documents. It is important for everyone involved 
in the FOIA process to be able to see what a document is without having to open it. When 
handling requests that were scanned, you only need to drag the request to your desktop, not the 
email that came from the individual who scanned the request, as stated in element four above. 
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In the paperclip po1tion of the intake sheet, drag/drop all items there. Open the request, review 
it and complete the intake sheet. Be sure to determine if the request is a FOIA, PA or 
FOIA/PA. If the requester is asking for records that you are unsure of, use the intake cheat 
sheet for guidance. If the information is not on this sheet, refer to the ConnectEd intranet site 
and search for the record there. By doing that, you will most likely be able to find a related 
document or website link. At this point, you may be able to determine which program office 
handles that kind of record. If you are not able to find any related information on ConnectEd, 
then Google it. Just make every effort to locate the information. If you are still unsure, leave 
a note in the ' comments section' for the intake reviewer, followed by your initials. Then, 
he/she will research it and find the answer. Be sure to complete all sections on the initial 
intake sheet. 

If a requester has sent more than one request that can be handled by the same program office, 
combine the requests by dragging/dropping them into the intake sheet. The requests should be 
name something like this: 

Johnson request 1 

Johnson request 2 

If a requester has sent more than one request and they are for different program offices, still 
name the requests as described in step #6. Then proceed with processing these separately. 

After completing all other sections, go to the 'comments section' and type the requester's 
name followed by a colon. It should look something like this: 

Johnson: 

Johnson 1 &2 Combined: 

Johnson 1: 

If a requester has sent in a request and it is NOT AN ED RECORD, add this note in the 
comment's section followed by your initials. 

For requests that are assigned to OS, OUS, OGC, go ahead and add the following note: OGC 
FYI TO PAT SHAHEEN, followed by your initials. 

Now that you have completed the sheet, click on FILE, Save As . . . Then, name the initial intake 
sheet with the requester's last name followed by the word 'request.' Save it in the folder that you 
created for that day's intake. If there are several requesters with the same last names, name the 
intake sheet with the requester's full name. The purpose of this is to minimize errors with 
attaching incorrect docs. Do not overwrite on your intake sheet. Follow steps 1-10 to complete the 
intake for the rest of the requests. 

Once the initial intake has been completed, check your work to ensure that everything has been 
done correctly and that the right attachments are with the corresponding intake sheets. Do not 
prepare to send intake without checking your work! 

6. Create the electronic FOIA Intake Worksheet for each new FOIA request and attach a copy of 
the original request to each worksheet. Save on your desktop as "Last Name" request (For 
example: Johnson request)" for easy transfer to today's Intake Review folder. 

7. Each completed worksheet should be saved on the Share drive to the designated folder for the 
current day. 
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8. Send an email to the designated reviewers. Be sure to "Cc" the Windwalker Federal FOIA 
Team Lead/PM as well as the other Intake staff. 

I. Put TODAY'S INTAKE as well as the current date in the subject field: (For example: 
"TODA Y'S INT AKE MM/DDNYYY), 

II. State that INTAKE for that day is ready for review, 
III. List the last names of each requester. 

9. Intake should be completed no later than 9:30 am each day. (If additional time is required, be 
sure to notify the reviewer(s) and the Federal FOIA Team Lead/PM). Requests received after 
this time should be processed the following business day. 

13.2 Completing the FOIA Intake Worksheet 

1. After reviewing the request, determine the following factors: 
2. Is the request a FOIA, Privacy Act (PA), FOIA/PA, Consultation or a Not Ed Record 

(NER)? Then select that option from the drop down box marked "Request Type." 
3. Review the request to determine which service area(s) is likely to hold the records being 

sought by the requester. Then check the box(es) for the service area(s) accordingly. 
4. Select the "Requester Type" from the drop down box provided. (i.e. Other, Commercial, 

Media, etc.) 
5. Select Complex for the "Multi-Track Type" unless it is determined that this request is a 

NER (Not Ed Record). If so, the multi-track type should be Simple. 
6. Unless an amount is specified in the request, the amount the requester is "Willing To 

Pay" should be listed as $25. 
7. If the requester has asked for a "Fee Waiver" or "Expedited" processing, be sure to 

indicate this in the spaces marked, otherwise select "No." 
8. You are the "Initial Reviewer." Select your name from the drop down box provided. 
9. If the request is not clear and "Clarification" is required, check the box marked as such 

and provide any necessary notes in the "Reviewers Comments" area. Any additional 
information can be listed in the notes section as well. 

10. If you determine that the request is a PA or F-PA a Certification of Identity and Consent 
form is required. If the requester did not provide one, then the box marked for such 
should be checked. 

11. Attach the PDF for this particular request to the Worksheet and save the request as 
"LAST NAME request" (i.e Johnson request). 

12. Once all requests have a completed worksheet, move them to the designated Intake 
Folder for review and send the notification email (see item 8. above) to the reviewer(s). 

13.3 Preparing the email to be sent to the Intake Reviewer 

1. Open a new email, highlight the entire intake inventory and drag/drop it into the email. Be 
sw-e that the amount of intake in the email matches the amount in the folder. This extra 
step will help to minimize errors when sending intake. It will help you to be sure that 
nothing was missed. 

2. Insert the following template language: 

Good Morning, 

Today' s intake is as follows: 

3. List the last names of the intake. Be sure to add if there are any "Not ED Records." That 
should look something like this: 
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Johnson - NER 
Smith 

Williams 
Abbott 
James 

13.4 Placing a request on HOLD in Intake 
A request is placed on hold when a response or additional information is required from the requester 
(for example, an Address, Clarification, Certification ofldentity and Consent, etc.). When this 
information is required the new request should be placed on hold. In this instance, a hold means that 
the request should be tagged in Outlook as HOLDIN ellow category). It ~ or 
the item that the request is being held for, i.e. larificatio (green category) ~ 
- (dark pink category), etc. A standard form letter is constructed to coincide with the 
requester's information i.e. name, address, etc. (see sample letters). Depending on how the request 
was received, the time frame for response is 10 days, 15 if by mail. Once the response is received, 
this information can be used to move forward with the request. You may need to follow-up with the 
approving reviewer to confirm office/analyst assignment once your response is received. 

13.5 Generating a FOIA Control Number in FOIAXpress 
l. Once the review of today's intake has been completed the reviewer will reply to your original 

email indicating the requests are ready for entry. 
2. Be sure to check for any special notes/instructions regarding each request in the comments 

section of the approved Worksheet. 
3. REFER TO SECTIONS 1-2 TO ENTER A NEW REQUEST. 
4. Once you have followed the steps in sections 1&2, you are ready to send an acknowledgment 

letter. Click Correspondence, then "Letter Template" select FOIA Acknowledgment Letter or 
Privacy Act Acknowledgment Letter depending on which type of request you've just entered. 
After choosing the letter type click customize and the letter will populate. The subject line will 
prepopulate with the required information. 

FOIAXpress ~· --~ -~- ·•· 
Home Requesters .. Requests .. Document Management ... Administration Reports Request ~ 

~ Training - Request: 21-00006-TRN 

Request lnformiltion 

Assign Users 

Correspondence 

Request for Documents {1/1) 

Add/S@arch/V1ew Documents (0/2) 

Fffs/Billing 

Final Actions 

De-I ive-r Documents 

Close Request 

Remaining D•ys: 1 

'. Receive Con-espondenc 

N,11me Source S1ie Delei. I 

The-re are no attachme-nts 

Dispatch Mode: ® Email O Print O Save to Disk Delivery Mode: E•m•" 

==== 

Mddlt-ton, OHhawn • ~p ....- Sign C 

Note: • fi~ds are mandato 

Add From 

l@ttH Te,mplate 

Pending le-U~ (0) 

Disk 

Con~pondffice- Log 

Invoice- log 

Dispatch Date: 0,,41101202, 
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-,.- .-... -.-.....,.--",-,..- m-._,-n-.-,---... - ,.-.,-,-0000--, -Tit-N ___________ l'::'._:'._;:_::_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_=_ .. -.. -~-:l----------------. 

~ lect Action Office - l.c SK 

Select Letter Template -

Nole-: fields are mandatory 

10 0ay PO folow Up Ritqwn 
20 0.y Not,'i(.fl,on 

~tlritttDetinq~t ftt 

~.a ~ltdgtr,wnt litttoff 

a.r,t.unon ~·Noc lD ,~pl,ue 
OoJeo.rt Cht<tlist [A.[OU(STNUMBERJ 

Ewpt<111td ProtffS>l'l9 Titmf>'it• 

~ tttd P10t:HU19 Titff'4'1Ytof • Gt•r'lttod 

FttW-Ot~T~I• 

FH w~ Gt•nttd T,tro,p&t1.,t 

FM F.rfen.i ~ 

FOIA Ac>.now~ lenet 

FSA Pf\ f in.a l ,..,,, 

hill tt.elHs.e 

F1,III "'4-~M - W~PrQYidcid 

GLOM,t.R Respor,s,e Lt'ltet 

lr!tt11m f~ -..,Hit T~tit 

lnt~m lttt~ Tirmp&.t~ 
lr>ttom·~ink$p,QNid,c,d 

( 

No ,.,<Ofdt c,.1t• NN' Record 1lfl"lpli11 

No it.Ko,ds • R-tco«b Not hr1,1I 1ff!"lpl11it 

Nolt.«o,dsltffipl,)'lit 

( 

5. Review the letter to ensure no errors are present and make any necessary adjustments. Then, 
click "Add to List." 

GI Add An..chm•nt from l•H• Tempbt• - 21 00005 Tll:N X 

lcll 

WHA IU' \llW 

Timts-oc2J u ...J B I II & D ,,_, · .I;. · I: I: •;;;_ D D 
AJiBbCcI ,_ x, x• ;, . . A 'A Aa · ♦ •••• 

, .... 
NewReqU<Sl 
.WO Marylaod Ave S\\' 
Washmg1011. 20002 

RE: fOIA Request No · 21-00006:lllN 

!i . ,.,. . -
Th15 IS u1 response 10 your lenerda1ed Apnl ) . 2021. re~rrng information pursuan110 
1he Freedom oflnfonn . .111011 Act (FOIA). 5 U.S C. f 552. Your reques1 w1s rKti\•ed ill 
tlus office on April 5. 2021, and forwarded 10 1l1e primary responsible olfice<s) for ac1iou. 

You reques1ed: FOlA Documents 

Please refer 10 lhe FOlA !racking number 10 check lhe SlalUS of your FOlA re(l\1'51 II the 
Im~· ..,.,.wui..,. h-lnur 

6. Click "User Action Office Email." 
7. Under the drop down box for "Template" select either FOIA Acknowledgment letter or PA 

Acknowledgement Letter. 
8. Click "Send Email." 
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Name Source Siu Delete ~ --
Add From - -

EOIA Ad09Wlcs19rncot I cucc dqg T!!mplate- 69.28 1(8 X ~ -. 

Dispatch Mode: @ Emaill ::> Print O Save to Disk 

Emall Options + 
From Email Type• : @ User Email Q User Action Office Email 

from• : OeshawnMiddleton@ed.gov 

Template: FOIA. Acknowl!dgrMnt letter 

Delivery Mode : E-maii1 

( 
Subject• : Department of Education FOIA Ad<nowledgment Letter · 2H)0006· TRN 

□ Re~ Receip1 D 0er~ry Re<:eipt 

@ Re,ques.ter O Other 

To• : I deshawn.middleton@ed.gov 

Cc: 

Bee: 

Note: Email addresses shck.Jld be sepa,a-ted by a stmicolon ·;· 

a • II ..... 

Dear New Request, 

letter Templatf' 

~nd,ng lene-t (0, 

Disk: 

Sc.,one, 

:.. 
Conl!-Spondence log 

Invoice log 

Print Requl!-ster Address 

Dispatch Date: 0,,1301102, 

This is the Department's acknowledgment of your request for information pursuant to the Freedom of Information Act (FOIA), 
5 U.S.C. § 552. Your request was forwarded to the primary responsible office{s) for action. 

Any future correspondence or questions regarding your request please contact the FOIA Public Liaison at 202-401 -8365 or 

£1lflllAMln1~91ll< 

Thank you. 

ED FOIA Manager 

FOIA Service Cen1er 
U.S. Depanme01 of Education 

9. REFER TO SECTION 4 to send a request for documents (RFD). 

t 
10. Once the request has been entered completely and is in the Request for Docs status in 

FOIAXpress, refer back to Outlook's EFM mailbox and click the flag for the cotTesponding 
request. The flag will be replaced by a check mark to indicate it's been completed. Then, 
move the email to the "3. Request ENTERED" folder in EFM and you're done! 

13.6 Receiving a New PAL FOIA Request 

J 

New PAL requests are received directly in FOIAXpress. The program assigns the PAL request a 
FOIA/PA number and provides the requester an acknowledgement of receipt. When the daily 
report is submitted suggested office(s) are listed in the comments section along with a request for 
analyst. An email is then sent with the correct office for assignment and the analyst to assign the 
case to. Once this email is received then you will need to complete the "Assign Request" and 
"Request for Documents" actions. 
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FOIAXpress 
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Action Office* : Exec Sec 

Request Type* : [ FOIA 

Received Mode : [ PAL 

Multi-Track Type : [~c_om_ p_le_x ______ ~ 

Requested Date* : 3/30/2022 iij 

Received Dote* : 3/30/2022 iii 

Target Date : 4/27/2022 

Estimated Date of Completion : 4/27/2022 

L 
Extensions -

Review Status : [] 

Primary Assigned* : Queue, PAL Incoming Req 

Priority: N/A!I 

Delivery Mode : _P_AL_D_ow_ nlo_a_d _____ ~•J 

Method of Payment : Select Method of Payment 

Original Received Date* : 3/30/2022 Ill 

Original Target Date : 4/27/2022 

Perfected : Yes 

Enter the Action Office. If the request type is not a FOIA change to the correct request type. 

Custom Fields 

Virtual Folder : 

Multiple Offices 

OCO/OGC FYI : 

OGC Review: 

WH Review: 

WH Memo: 

OCR Docket # : 

FSA Analyst : 

OCR Anolyst : 

OPE Division : 

OS Analyst : 

Admin Search : 

If there are multiple office, enter then in the Multiple Offices field. If this request should be marked 
OCO/OGC-FYI and/or WH Review make sure to enter "Y" in the appropriate field . 

Comments 

SpellCheck ~ 

In the Comments field enter: 
"Date received in PAL": PAL request description and ack letter uploaded. 
"Date assigned in PAL": (IfFOIA number changed add "FOIA # changed to a PA or F-PA or F-IG"). 
PAL request reassigned to "POC(s)" and "analyst". RFD sent. Your initials. 
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14. Process & Close 

14.1 Receiving Process & Close 
1. Go to Folder 5 (Action Required) of ED FOIA Manager. 

C Y ED FOIA Manager 5 Action ~uwed ED FOIA Manager • Outlook m - OI X 

File Home Send/ Recei'Ye Folder View Help Acrobat Q Tell me what you want to do 

I:::::'.! C2:i --Email Items" 

v Favorite-s 

lnbox 

s.nttttms 

i ~ 

You~notjo.ntdawys,rou. 

v ED FOIA Manager 

vlnbox 

1. NEW Requests 

2. Requests PENDING Entry 

3.Requests ENTERED 

)4, Holclng 

5. Action Required 

6. SUotus UPOATES/VWrs 

> 7. PT'Oc»is &. dosecompi.ttd 

8. ~u.tgnmenl5 

9. Tech lssues/FX Admin 

"-8 

BMarkasrNd 

➔ To Manager 

✓ 0c .. 

~1009' 1ogins 

BlNmEmail 

~ ... ~&o.let• 

C°!IMo11e"' 

'E!!Rul., • 

®o"""o" 

8ur.Nd/F!Hd Search People 

zg C.,ttgoriM ., ~ AddrMs Book 

~ FolowUJ)"' c::j?Filt..-Ema,I "' 

fx!) IB ~ - Got ... Q. 

Aloud Add-ins Phis.hing 

•apond Qu,d~"" r. ...., ..,, '""' Sp«<h ...... 
Sffrch ED FOIA Mil\b9f'I' - 5. At, P C..rent Fd&, 

ED FOIA Managor • 5 Ac By Date V T 
V 'l'Wef'd.y 

Dina Taytor 
~ U.S. ~ ol ECMal!Ot\ P _ ~l1:36AM 

FOIAM~. 

v W1WNk 

Bowden, Lori I 
Pt«HsandOCSur~,FotA No.19-- ,.,.,,. 
ONrfSC· Plt.st"~¥1d~ 

Johnson, Tonya I 
PAReq~Cb1,,1re FriS/29 
P'lffsie~20-00441-PA. Thinb. 

Johnson, Tonya I 
PARfqUHtOosur• friS/29 

PlfatoedoM-Z0-003'48·PA. T"-'ks. 

Johnson. Tonya I 
PA~UKtCIMure ,.,.,,. 
Nt~wdoMZ0-003-41 l>A. ~ 

Johnson. Tonya I 
PA Requnt Closure friS/29 

Pws-e ~ 20-004~·PA. l'hwlb 

o.1J •. 1..:.: .. ,1 •• 1:1 •• " • 

FW: Process and Closure, FOIA No. 20-01696-F 

A Bowden. Lori W' To (0 FOIA MaN9" 
Cc ltt. Shbhtng• 

FOLLOW-UP 

Hello all: 

11:0SAM 

Ple:ne d ose 20-01696-F, I inadvertently typed a FY 19 number insteoilld of a FY 20. In lhe event you have questions 
or concerns, please give me a call. 

From : Bowden, Lori 

Sent: F=riday, May 29, 2020 11:19 PM 

To: £0 FOIA Manager <£0F=01AManager@ed.gov> 
Cc.: Lu, Shahanga <Shahan,a.ln@ed,&OV> 
Subject: Process and Closure, FOIA No. 19-01696.,f= 

DearFSC: 

Please process and dost' the above•Capljoned FOIA request. documents responsive to the requesl were 
uploaded Io FOIAXpress. 

Rrguest 

+ """' 

2. Working from the bottom up select email categorized as Process & Close/Interim. Read email 
thoroughly to dete1mine specifics, such as the request number, is it an interim response or final, 
etc 

3. Drag a copy of the email from Folder 5 to your desktop. 
4. Check the email as complete in Folder 5 to identify it as the one currently being worked on. 
5. Go to FOIAXpress and search request number. 
6. In the Comments Section, along with the date and your initials, add the appropriate note: 

Examples: 05/31/20: FSA ( or whichever the action office is) interim/action complete, docs 
located, no docs located, or weblinks provided. DM (your initials) 

~ "7'\1·1orp 

Fff Waiver Requested • Yes No 

' ' 
Start Date:~ 7. End Date:~ 7"7 Determination : ~r,-BO-------,· } : 

' I rtqutSt a waiviN of a ll fees f01 thit ,equ~t. Oisdosurit of lhit rtquttted info;m.ation to 1 

Fee Waiver Description : me is in lhe publte interest bec:_.us.e I\ is lllc:ely lo contnbute sign;if)C,ntfy to public : 
'-'und,,='-''='":.:r,d;=· =of:..:""':.::..:=":.:t;:=°"c::'..::°':..:•;o;<lM:.:· ;;,.li"'e<..::O::..:f t:::lw=°"'="::.:me;:a;n"'t.=•nd=is:..cno:::;t;..._ ___ _, : 

Fee Details 

Willing Amount' S ! 2s.oo 

[ + Link Request(s) 

Commenu 

S/21/20: PAL request descnptlOO and ack ~ner uploaded. 
S/22/20'. PAL ftqUHt ,eas:signed to FSA and S, Lu. RFO sent SU 
0S/l1/2o. FSA action complitte: docs k>cated. OM 

D wimng to P,y All Ftts 

Drag and Drop Zone 

c::::s;:..,fLl 
~ _,,,.. 1 

40I Page 



14.2 Close Request for Documents (For Final Responses) 
1. If the email from the program office is an interim response the request for documents should 

remain open and steps 8-10 should be skipped. 
2. Go to Request for Documents, highlight the appropriate Program Office and click Take 

Action. 

FOIA • Requ6t: 20 01696 F 9J Remammg D.iys· 14 Status· Request for Docs Sent 

Request Information R•quest for Documents 

Assign Users Acbon 10 locahon(s) ~ Request Date Sent D•te Due O•te Completed Date Status 

Set Perfect St.tus DID, Pages11e: ~ 

Correspondence ~ ~j Tlb"'1,on jG:Jj o.loto Jt s.ndEma,1/R,m_,, H s.ndR,mond<,byP,int II Acbon(s)Log j 
Request for Documents (0/1) 

Add/Search/View Documents (0/0} 

Fees/Billing 

t 
3. Click the Status dropdown and select the appropriate status, example: Documents Located, 

No Documents Located, etc. 
4. Check the box by Completed and enter the cmTent date in the Completed Date calendar box 

that appears. Click save. *Please note that if the Completed box is not checked the Request for 
Documents will remain o en. 

New Action• Request fer Documents -66122 

LocatK>n : FSA• Federal Student Aid (latoya.Tribue@ed.goy) 

AcUoo Date• : ~ n ~ 

Comments : 

ou. o.1e· : I "'22/2010 I Fi ~c-..................................................... 

Attachment : 

Drag and Drop Zone ,,., : 
I 
I 

f -.. 1 

F<llA8cmtM:JAwonm 
PAIBCSNntfmm,,pdf 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

" ' -------- - ------- - - - .l'll'li~JW-).JJ ~---- - - -------- - - - ___ ) 

14.3 Change the Action Office 

" 

1. If the email from the program office is a final response, and is the only assigned office, the 
Action Office must be canged to ExecSec. 

2. Click More Actions and select Change Action Office. In the New Action Office dropdown 
select ExecSec, and in the comments section enter action complete, prefaced by the name of 
the office the request is being reassigned from, example: FSA action complete. 
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Home Requesters • Requests • Document Management • Administration Reports 

li2!M > > Bf'01rMIS View 10.rkk SW::rb t::e:,cwro1 · '?O::QJAA6') > > 20-01696-f - Fwq~t 

FOIA - Request: 20-01696-F Rem,;11mng Days. 14 Stiltus: Documents Added to Review Log 

Request lnformati,cn 

Assign Users 

Set Perfect Status 

Correspondence 

Request for Documents (1/1) 

~ 
Change Review Status 

3. Uncheck the assign request box and hit save. 

FOIAXpress 
Curnnt Action Offic• of this Request is~ 

NewActionOffice• : 1-..S<l«'IAct,ooO/fi<, 
Comments• : 

Generate new Request Number 

D Send Email to Primary User 

A 
Change Action Office 

I Spell Ched< J 

-·· 

Copy this Request 

py this Request 

4. Go back to Folder No. 5 of the EFM and select the email checked as complete previously in 
step 4. 

5. Select Reply All and cc: the person assigned as the primary to the request in FOIAXpress, if 
they are not already addressed. Copy and paste the template response language, make the 
appropriate changes and Send, example: 

Good Morning, 

We have completed interim process and close actions for request 19-01973-F. 
FPL Notification: S. Lee, documents located. 
The specified folder has been added to the Review Log. 

ED FOIA MANAGER (DeShawn) 

6. Move the checked email from Folder No. 5 to Folder No. 7 (Process and Close 
Completed). 

7. Go to the EFM lnbox for the reply email just sent. Mark the email as Read, check as 
Complete, drag a copy to your Desktop, and move the email from the inbox to Folder No. 
7. 
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14.4Moving Emails from Desktop to FOIAXpress 

1. In FOIAXpress go to Correspondence and select Receive Correspondence. Leave the 
Letter Template dropdown set to other, for the Subject dropdown type in either Request to 
Close or Interim Request to Close, preceded by the appropriate office, example: OCR 
Interim Request to Close. 

tklt:Dt > > RfOYCifS Y!rw [Ot.tkk Sflwb Krvwocd · '20::01696'] > > 20-01696-F · Req~t Note: • fields are mandatory 

Documents Add•d to Re-view Log 

►Mi+i,IM+i:i·IJ,iiW Receive Correspond•nce i■i-i-1riui1-1i-1,i1-+i· ia+iil•■■----------J 
Attachments added from online request submission cannot be overridden. 

Receive Col'ffspond--·-

Letter T emplate•:f Oohe< • ! ::=========:::::: 
Subject•:~L=========~::::=::. 

Received Mode: __L..J 

Scan File / 

ITach File 7 

2. In the Received Mode dropdown select Email and drag the email that was moved to your 
desktop during step 16 to the Drag and Drop Zone. Hit save and ok. 

3. Remain in Correspondence and the selected tab of Receive Correspondence. Leave the 
Letter Template dropdown set to Other, for the Subject dropdown type Action Complete 
or Interim Action Complete, preceded by the appropriate office, example: OCR Interim 
Action Complete . . In the Received Mode dropdown select Email and drag the email that was 
sent in reply to the program office, and moved to your desktop in step 11, from the desktop to 
the Drag and Drop Zone. Hit save and ok. 

Receive Corrc-s.ponden~e 

Attachments added from online rtquest submission cannot be overridden. 

Letter Template';;::Oohe<=========~ 

Subject•:;::::=========!:C:: 
Received Mode:~--------~~ 

f Scan File / 

[""iimch File 7 

Note-: • fields are mandatory 

4. In the Received Mode dropdown select Email and drag the email that was sent in reply to the 
program office, and moved to your desktop in step 7, from the desktop to the Drag and Drop 
Zone. Hit save and ok. 
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15. Uploading a FOIA Intake Sheet to SharePoint 

1. Go to the SharePoint OCIO page, 
https://usdedeop.sharepoint.com/teams/OCIO/SitePages/Home.aspx and select FOIA_ Operations 
and select FOIA RE UESTS. 

000: Offic• of the Chief rlformation Officer 

(f) OCIO: Office of the Chief Information Officer 

J> Search + New V :,; Upload V ,? Quick echt le Share Q• Copy lmk a Sync ,!, Download 

Home 

EOU_Deliverables 

Documents 

AT_Shared 

---l'll►► FOIA_Operations 
OCIO 

OCIO_DST 

" FOIA_Operations > FOIA REQUESTS 

D """• 
FY 20 

FY08 

FY09 

FY\0 

Modified Modified By 

Octobef 2. 2019 Middleton,. Deshawn (Con 

Ml)/9,2018 Smtth, Michelle (Contractc 

~&2018 Migf;,tionSvth:ct9 

Me,d, 27, 2018 Maste.- M igration Account 

* Not following e Share 

=- All Documents v V 0 ./' 

" 

+ Add column 

2. Click +New and select Folder in the dropdown to create a new folder. Create the folder name 
using the case number that was assigned by FOIAXpress, (ex. 20-01273-F). 

3. Select the newly created folder and upload the appropriate approved intake sheet. 
4. Drag and drop the newly created folder into appropriate fiscal year folder, ex. FY20 

::: SharePoint Q O ® ? MD 

000: Office of the Chief ln for"'l'tion OlfictT 

(f) OCIO: Offict f the Chief Information Officer * Not following ~ Share 

J> Search + New V r Upload V t? OutCk edit ~ Share Cl> Copy link G Sync ,!, Download . '. All Documents v V 0 ./' 

Home " " FOIA_Operations > FOIA REQUESTS > FY 20 
eou_Delive,ables 

Documents D Name Modified Mod1fied8)' + Add column 

AT_Shared 20-00002-PA October 2,. 2019 Middleton. Deshawn (Con 

FOIA.,.Operations 20-00003-CA December 4, 2019 Will..ams. Tamsha (Cootr...c 

OCIO 20-00004-f Novembef&. 2019 Philips,. Elaine {Contractor 

OCIO_DST 
20-0000S-f-PA October 21, 2019 Middleton, ~ha<wn (Con 

UMP1 
20-0000S-PA 15' October 27, 2019 c.aliguiraf\ Arthur 
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FSC FOIA Daily and Weekly Report 

Purpose 
This document explains the process involved with creating the FOIA Daily and Weekly Report, report 
through the use of FOIAXpress. 

Report Schedule 

The Daily Report is generated everyday for the previous date. If you are submitting the report on 
Monday, t hen you will use the previous Friday's date. 

Weekly: 

The weekly report is generated on Friday, which is the day after the end of the reporting period, with 

distribution occurring on Friday morning. For example, with a reporting period of 8/14/20 - 8/20/20, 

the weekly report will be generated on Friday, 8/21/2020 (Reporting period is the previous Friday thru 

the following Thursday.) The FOIA Weekly Report is distributed with the daily report every Friday. 

Daily Report Step by Step Process 

1. Access the software: http://foiaxpress.ed.gov 

2. Sign-in using your FX account. 

3. Select the Reports tab then Requests. 

Home Requesters • Requesh • Document Management • Administration Reports 

li2JM >> RepMs 

Custom Reports 
Custom Reports 

lb Documents 

[.ii) Request for Documents Actions 

,s;i Requesters 

..ffi Requests 

~ User Actions Report 

~ User Logins Report 

*Prior to selecting the saved report criteria, the criteria must be set and saved as 

Daily/Weekly Report for FCS) Your template with criteria should look like below: 
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FSC FOIA Daily and Weekly Report 

Report Hndor Disploy Options 

G Display on all pages 

Select Options 

Gro<JpBy : 

Son:hCrittria 

@ Display on 1 SI page 

SO<I By 

Request 1 : 

~===============================::::: Reques1 Type : !<omull.bon. F<M IOWl'A. •• • J 
Requester : ------~8~ 0 Include On Behaff Of 

Description : 

Action Off<e(Use~ : ~~------------~-~• 

AssignedtoUser : Q As,;go,dU... @Pri""'YIJSO< □ lnckidelnactiv<U..r> 

Roquo,t Dote Options 

Requested between 

Received betmeen @ !wmo !il !wmo Ill G 

Original Closed between : @ ~ ~ 0 

Closed between @ ~7 ~ G 

Requestf49e• 

lndude Starch Cnteria in Generated Repott Print 

0 Do no1 display on any pages 

Son Order : !AK-.g 

Action Off Ke : El0 
Requesl StalUS : ._ .. ____________ _, 

El 

UserGroup: ~.,------------~ 

User : 

Exemption Codes 

Disposition 

GIB 

~====================::: Show Requests that contain : ~I ""'~ ol_lM __ ....,. _____ "'::-,::::::::::::::::::::::::.::::•l 
CodesApplied : C ·I 
Statuie Codes Applied 

Remaining LJino.ysCJ@ Asofj1010l/2018 I.- G Oef.lult to today'sdate 

Stltct Fields 

# of Extensions ~plied 
:~~~"'ed&~f,o• ed for Public Inspection 
Amount Estimated 
Amount lna,rred 
Amount Paid 8 
Balance Amount .., 
Charged Amount 
Closed By _, 8 
Qosed !!Y User Group " .,__........._------'------' 

□ ,_ - s.loct - •• 

D lnciide 1 at.al Number of Requests in Report " 

Stltcttd Fitlds 

ssigned Date 

'~=~~.:iii.,. 
Requester Category 
8_•q~ter Name 
I~rgan1zat1on 
Request Description 
p~~nrydM~~ 
Multiple Offices 

" 

" 

The following select fields should be moved to selected fields in this order: 

• Assigned Date 

• Request ID 

• Received Date 

• Requester Category 

• Requester Name 

• Organization 

• Request Description 

• Primary User 

• Action Office 

• Multiple Offices 

• Comments 

• Expedite Requested 

• Fee Waiver Requested 
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FSC FOIA Daily and Weekly Report 

Once all the select fields are moved to the selected fields box, click save report criteria located 

at the top of the page. You should name it Daily/Weekly Report/or FSC. 

4. Select Daily/Weekly Report for FCS > Click NEXT 

Looderiterio 

Nott: If you•~ not an admrislrltol', you an gi..-e prrmission on me saved rtporu tha1 )'OU OYin 

5. Change the Received Between dates to the current reporting period. 

Request Date Options 

Requested between 

Received between 

Original Closed between 

Closed between 

Request Age• 

Remaining 

@ l li11 I~ 0 I CurrePt Day 

@ 14/2/2020 1 m 141212020 I iffl 0 I Current Day 

@ 
lwl Im 0 L Current Day 

@ I I [ij I I [ij 0 I Current Day 

I= • lin Days I 
I= • lin Days I I O As of I 10;03;2018 I li1 

. 

. 

. 

. 

@ Default to today's date 

* For the Weekly Report the reporting period is the previous Friday thru the following 

Thursday 

6. The report criteria is now set> scroll to top of page > select Generate 

Q Reque-sts Repott (Crilena WEEKlV DAILY REPORT TEMPI.ATE (Owner: Mtddl~on. Desh.1wn)) 

Repor1 Heoder Disploy Options 

(i) Display on all pages (i Display on lsl pagt 

7. Select Export > Select Save As> Save to Desktop 

0 Include Search Criteria in Generated Report Print 

(i) Do not display on any pages 

8. Once saved to your desktop, open the saved report from your desktop> Select Yes when the 

Microsoft Excel popup message appears 
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FSC FOIA Daily and Weekly Report 

Microsoft Excel X 

The file format and extension of "Requests%20Report.xls' don·t match. The file could be corrupted or unsafe. Unless you trust its source. don·t open it. Do you 
want to open it anyway? 

Yes No Help 

9. At this point, the spreadsheet needs to be formatted in preparation for distribution. Previous 

reports can be used for reference or copied/pasted from for the items listed below: 

o Insert Legend that defines "Not ED Records" requests are highlighted in blue, 111 ... \/c, 

(h)(5 ) 

o Report heading and ED log should be centered. 

o Number of "Not ED Records" requests listed under heading. 

o Copy and paste information from saved FX report to spreadsheet template. 

o Remove Hyperlinks. 

o Format for top and left justify. (You will have to select each twice) 

o Select all borders. 

o Change font to Verdana and 11. 

FSC 'weftl, Repotl 
48 A.que:s:ts- r• o• W•d b ot• •etn 0712912016 and 08l04l2016 

c.-, Th<M Do Not ftelud. O@par- of Educalion Re&ords a,e ~ed in D"- (3 Cans) 

10. You will notice the report has PAL requests which are identified by Queue, PAL Incoming 

Requests. These requests need to be assigned to the appropriate office and an analyst. You 

should place comment s of what office you think t he office the request should be assigned to 

and highlight it in red like below. (this step is similar to the Intake process and only pertains to 

the Daily Report) Remove an requests that were not entered the day the report is being made 

for. 
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FSC FOIA Daily and Weekly Report 

11. Once you have added all Intake comments, you should send an email to Greg and copy Art, 

Bobby, Sandy, Tiffany, DeShawn and Elise with the following: 

Good Morning, 

Please find attached the draft daily report for MM/DD/YYYY. There are ( enter number of 

requests that need to be reassigned here) requests that require reassignment. I have highlighted 

them in red and left comments in the comments section. Thanks. 

12. Once you get a response to the draft daily report email, you will follow Intake procedures to 

assign the PAL/National Portal requests. After assignments are complete run the daily report 

again and follow step 9 to format the report for distribution. 

13. The report is distributed in two file formats: 1) Excel spreadsheet; and 2) PDF so the Excel 

spreadsheet should be saved as a PDF file once reviewed and approved for release. Be sure to 

insert page numbers on the PDF version. A final email with the Excel spreadsheet and PDF 

version should be sent to Greg and copy Art, Bobby, Deborah, Tiffany, DeShawn, Sandra and 

Elise. 

Please find attached the Daily Report for MM/DD/YYYY. 

Weekly Report Step by Step Process 

1. Follow steps 1-8 to generate the Weekly Report. *PLEASE NOTE STEP 5 WILL REQUIRE A DATE 

CHANGE TO REFLECT THE PREVIOUS FRIDAY TO THE CURRENT THURSDAY* 

2. At this point, the spreadsheet needs to be formatted in preparation for distribution. Previous 

reports can be used for reference or copied/pasted from for the items listed below: 

SI Page 

o Insert Legend that defines "Not ED Records" requests are highlighted in blue,lrbVS) 

b 5 
o Report heading and ED log should be centered. 

o Number of "Not ED Records" requests listed under heading. 

o Copy and paste information from saved FX report to spreadsheet template. 

o Remove Hyperlinks. 

o Format for top and left justify. (You will have to select each twice) 

o Select all borders. 

o Change font to Verdana and 11. 

o Remove any requests that were not entered the week the report is being made for. 



FSC FOIA Daily and Weekly Report 

*ANY REQUESTS THAT ARE IN QUE, PAL INCOMING REQUESTS (ON HOLD FOR CLARIFICATION/COi 

REQUESTS} SHOULD BE REMOVED FROM THE FINAL REPORT BEFORE DISTRIBUTION. 

AssifM'd .... 

FSC \l•-11, RepcMt 
48 Ae-qU4t5tl r1tC..-•d b•tween 0712'91?016 .and 08l04l;t016 

Cas.s Thac Do Noc lnclu~ Oep.111lffifflt of Edueadon Records a,e tlighligh«H in 8~ (3 Cases) 

1. Once the spreadsheet is formatted save a copy as a PDF and send both formats via email for 

Distribution. You will send the Daily and Weekly Report together on Fridays. A final email with 

the Excel spreadsheet and PDF version should be sent Greg and copy Art, Bobby, Deborah, 

Tiffany, DeShawn, Sandra and Elise. 

Please find attached the Weekly Report for MM/00/YYYY thru MM/00/YYYY. 

6I Page 
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