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DEPARTMENT OF DEFENSE
FREEDOM OF INFORMATION DIVISION
1155 DEFENSE PENTAGON
WASHINGTON, DC 20301-1155

Ref: 22-F-0932
September 30, 2022

This is the final response to your May 22, 2022 Freedom of Information Act (FOIA)
request, a copy of which is enclosed for your convenience. We received your request on
May 23, 2022, and assigned it FOIA case number 22-F-0932. We ask that you use this number
when referring to your request.

The Washington Headquarters Services, Executive Services Directorate, Freedom of
Information Division (FOID), a component of the Office of the Secretary of Defense, conducted
a search of our records systems and located 73 pages determined to be responsive to your request.
In my capacity as the FOID Initial Denial Authority, I have determined that the responsive
records contain information exempt from mandatory disclosure. Portions of the records,
including six pages withheld in their entirety, are exempt from release pursuant to S U.S.C. § 552
(b)(5), inter- and intra-agency information of a pre-decisional, deliberative nature which, if
released, could reasonably be expected to interfere with the government's deliberative process;
and S U.S.C. § 552, (b)(6), disclosure that, if released, would constitute a clearly unwarranted
invasion of the personal privacy of the individuals involved. Please note that we have considered
the foreseeable harm standard when reviewing records and applying exemptions under the FOIA
in the processing of this request.

In this instance, fees for processing your request were below the threshold for requiring
payment. Please note that fees may be assessed on future requests.

If you have any questions or concerns about the foregoing or about the processing of your
request, please do not hesitate to contact the Action Officer assigned to your request, Raymond
Hartwick, at 571-372-0432 or Raymond.j.hartwick. civ@mail mil. Additionally, if you have
concerns about service received by our office, please contact a member of our Leadership Team
at 571-372-0498 or Toll Free at 866-574-4970.

Should you wish to inquire about mediation services, you may contact the OSD/JS FOIA
Public Liaison, Toni Fuentes, at 571-372-0462, or by email at OSD.FOIALiaison@mail.mil. You
may also contact the Office of Government Information Services (OGIS) at the National Archives
and Records Administration to inquire about the FOIA mediation services they offer. The contact
information for OGIS is as follows:



Office of Government Information Services
National Archives and Records Administration
8601 Adelphi Road-OGIS

College Park, MD 20740

E-mail: ogis@nara.gov

Telephone: 202-741-5770

Fax: 202-741-5769

Toll-free: 1-877-684-6448

You have the right to appeal to the appellate authority, Ms. Joo Chung, Assistant to the
Secretary of Defense for Privacy Civil Liberties, and Transparency (PCLT), Office of the
Secretary of Defense, at the following address: 4800 Mark Center Drive, ATTN: PCLFD, FOIA
Appeals, Mailbox #24, Alexandria, VA 22350-1700.

Your appeal must be postmarked within 90 calendar days of the date of this response.
Alternatively, you may email your appeal to osd.foia-appeal@mail.mil. If you use email, please
include the words "FOIA Appeal" in the subject of the email. Please also reference FOIA case
number 22-F-0932 in any appeal correspondence.

We appreciate your patience in the processing of your request. As stated previously,
please contact the Action Officer assigned to your request, Raymond Hartwick, and reference
FOIA case number 22-F-0932, if you have any questions or concerns.

Sincerely,

im, Pomels Anitrecva

Stephanie L. Carr
Chief

Enclosures:
As stated



SOP (#1): CATMS 1. Tasking a FOIA —
Traditional Tasking Method

(Current and Updated Versions Located on the O: Drive: FOID SOPs)
Last Revised: 5 March 2020

PURPOSE & SCOPE: This SOP is designed to provide new
FOID Action Officers with a step-by-step guide when
tasking components for action while processing a FOIA
request.






















































SOP (#2): CATMS 1. Tasking a FOIA —
The Wizard Tasking Method

(Current and Updated Versions Located on the O: Drive: FOID SOPs)
Last Revised: 13 August2020

PURPOSE & SCOPE: This SOP is designed to provide new
FOID Action Officers with a step-by-step guide when
tasking components for action while processing a FOIA
request.





















































































































Move emails requesting pre-coordination into the “Pre-Coordination Emails™ tolder. Inform [ay]
{mr] and make note.

Frequently Asked Questions (FAQ)
To create a group email contact in outlook:
1. On the Navigation bar, click People.
2. Under My Contacts, select the folder where you want 1o save the contact group. Usually,
you'll select Contacts.

3. On the Ribbon, select New Contact Group.
4. Give your conlact group a nane,
5. Click Add Members, and then add people from your address book or contacts list.
6.  Make sure you save and close.
To create a rule (handy for knowing when emails are inbound)
I.  File-> Manage Rules & Alerts
2. Dress the New Rule. .. button and start with a blank rulc:

2.1, Apply rule on messages [ receive
3. In the next screen you can select the conditions,

In our case we select: the requester inbox or from our Team Leud.
4. In the bottom section, click “people or public group™ to select the address(es) from your
Address Book.
Click Next to go to the Actions screen,
Select the action: play a sound.
In the bottom section click "a sound™ to seleet a sound file from your computer.
Note that you should use a wav-file tor this.
Click next to advance to the next screem to set any exceptions when needed.
Once you've done that {or skipped that). click Next to give the rule a name,
Click Firsh and then OK to closc the open windows.
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