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In the paperclip portion 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 vour 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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