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Privacy Office, Mail Stop 0550

June 20, 2008

Re: DHS/OS/PRIV 08-210

This is the electronic final response to your January 7, 2008, Freedom of Information Act (FOIA) request
to the Department of Homeland Security (DHS), which was received in this office on January 10, 2008.
Your request seeks copies of memos, opinions, letters, correspondence, presentations, and e-mails in the
“Office of the Chief FOIA Officer” of DHS, during the calendar year 2007, that discuss matters relating

to FOIA and/or its planning, budgeting, or implementation at the agency. Per telephone conversation
between you and this office on January 15, 2008, you further clarified that you are seeking only those
records of one individual, the Chief FOIA Officer, as opposed to records of the entire office. Therefore,
we narrowed our search to those records maintained by the Chief FOIA Officer that fit within the scope of
your request.

Upon further review of your request, it was determined that records relating to FOIA and its planning,
budgeting, or implementation, would not be limited to the Chief FOIA Officer. Therefore, in order to
provide you with the greatest degree of information, we interpreted your request more broadly to include
records maintained by the Privacy Office as a whole. Also, per telephone conversation with this office on
June 18, 2008, you were notified that this office processed a similar request previously. During that
conversation, you agreed to amend the scope of your request to include those records processed and
released previously under the FOLA.

Our search produced 155 pages of records responsive to your request. Of those pages, I have determined
that 124 pages of the records are releasable in their entirety and 32 pages are partially releasable pursuant
to Title 5 U.S.C. § 552 (b)(2)(low), (b)(4), (b)(5), and (b)(6) FOLA Exemptions 2(low), 4, 5, and 6.

Enclosed are 155 pages with certain information withheld as described below:

FOIA Exemption 2(low) protects information applicable to internal administrative personnel matters to
the extent that the information is of a relatively trivial nature and there is no public interest in the
document. Portions of the documents contain internal agency telephone numbers and e-mail addresses,
which are being withheld. The names of the individuals involved are being released. The release of the
email addresses and phone numbers are internal to DHS, would not assist in understanding the operation
or activities of the federal government, and could lead to unwanted and unsolicited telephone calls and
emails to DHS employees, adversely affecting the operations of the Department.

FOIA Exemption 4 protects trade secrets and commercial or financial information obtained from a person
that is privileged or confidential. The courts have held that this subsection protects (a) confidential



commercial information, the disclosure of which is likely to cause substantial harm to the competitive
position of the person who submitted the information and (b) information that was voluntarily submitted
to the government if it is the kind of information that the provider would not customarily make available
to the public. Ireviewed the responsive documents, the submitter’s objections to release, and relevant
case law, and I determined that quantities, units and princes are exempt from disclosure under subsection
(b)(4) of the FOIA and must be withheld in order to protect the submitter’s proprietary interests.

FOIA Exemption 5 protects from disclosure those inter- or intra-agency documents that are normally
privileged in the civil discovery context. The three most frequently invoked privileges are the
deliberative process privilege, the attorney work-product privilege, and the attorney-client privilege.
After carefully reviewing the responsive documents, I determined that portions of the responsive
documents qualify for protection under the deliberative process privilege. The deliberative process
privilege protects the integrity of the deliberative or decision-making processes within the agency by
exempting from mandatory disclosure opinions, conclusions, and recommendations included within inter-
agency or intra-agency memoranda or letters. The release of this internal information would discourage
the expression of candid opinions and inhibit the free and frank exchange of information among agency
personnel.

FOIA Exemption 6 exempts from disclosure personnel or medical files and similar files the release of
which would cause a clearly unwarranted invasion of personal privacy. This requires a balancing of the
public’s right to disclosure against the individual’s right privacy. The privacy interests of the individuals
in the records you have requested outweigh any minimal public interest in disclosure of the information.
Any private interest you may have in that information does not factor into the aforementioned balancing
test.

You have a right to appeal the above withholding determination. Should you wish to do so, you must
send your appeal and a copy of this letter, within 60 days of the date of this letter, to: Associate General
Counsel (General Law), U.S. Department of Homeland Security, Washington, D.C. 20528, following the
procedures outlined in the DHS regulations at 6 C.F.R. § 5.9. Your envelope and letter should be marked
“FOIA Appeal.” Copies of the FOIA and DHS regulations are available at www.dhs.gov/foia.

Please refer to DHS/OS/PR1V 08-210 in any future correspondence. You may contact this
office at our toll-free telephone number, 866-431-0486, or at703-235/ﬂ790.
7 /
:v" PR, ’ /,x/ ]
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Vagia T. Lockett
Associate Director, Disclosure & FOIA Operations

Enclosures: As stated, 155 pages

www.dhs.gov



Freedom of Information Act
Overview

Catherine M. Papol, J.D., CIPP/G
Deputy Chief FOIA Officer
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FOIA Overview

History

Enacted in 1966; amended several times since,
Including the 1996 “Electronic Amendments”.

Statutory right of access to federal agency records.

To ensure informed citizenry/prevent secret law —
Government openness and accountability.

Records must be disclosed unless exempt/excluded
by the statute.

Key Agency for FOIA guidance — Department of
Justice.



FOIA Overview

"This legislation springs from one of our most essential
principles: a democracy works best when the people
have all the information that the security of the nation
permits. No one should be able to pull curtains of
secrecy around decisions which can be revealed
without injury to the public interest."”

-LBJ, on signing of FOIA, 1966



DHS FOIA Organization



Lifecycle of a FOIA

Request received by component’s FOIA officer
* Determine fee category

* Resolve scope issues through communication with
requestor

Acknowledgement letter
* Was expedition or fee waiver requested?
Search for records
Analysis of responsive records
* Are consultations/referrals required?
Letter to requestor itemizing ALL responsive records

Appeal/Litigation



Your FOIA Responsibilities

You will receive search requests from your
component’s FOIA officer.

Unless your job specifically entails FOIA processing
responsibility, the limit of your involvement in FOIA is
searching for responsive records & providing general
withholding/release recommendations.



Your FOIA Responsibilities Cont’d

The FOIA Officer considers your withholding/release
recommendations in light of the statute, identifies any
applicable exemption(s) and makes the final release
determination. They may consult with you prior to final
release.

It is Imperative you provide input to your FOIA Officer
by the stated deadline as the statute mandates a
response to the requester within 20 business days.



Search & Review Tips

Developing a strong administrative record is key
* Where did you locate responsive records?
* When did you begin your search?

— Once you've “cast your net” for records, you need not
go back to capture recent records after you complete
your initial search. It benefits everyone to initiate and
complete your search as quickly as possible.

* |s there information you believe should be withheld?
Why?

* Who conducted the search and review? What is their
pay grade?

* How much time was spent on search and review?



Search Tips Cont'd

Think about the following places when conducting a
search:

* Files, desks, boxes, safes, computers (including
email), discs and other storage media

Think about the following types of documents when
conducting a search:

* Calendars (including Outlook), telephone message
slips, hand-written notes, draft and final documents
(hard copy and e-version), audio/videotapes,
photos, transmittal/routing slips, fax cover sheets,
e-mail, correspondence files, subject matter files



FOIA Exemptions

Classified Information

Internal Personnel Rules and Agency Practices
Statutory Exemptions

Trade Secret or Commercial Information
Common Law Privileges

General Privacy

Government Investigations

Financial Institutions

Geological and Geophysical Information



FOIA Exemption Application

The FOIA does not allow an agency to withhold
Information from a requestor simply because the
disclosure of the requested record would be
embarrassing to the agency.

Please keep this in mind when creating records.



FOIA Exclusions

Pending criminal investigation when subject is
unaware;

Informant records in certain circumstances;
FBI foreign intelligence or counterterrorism records.



FOIA Exclusions

What is an exclusion?

* When a request is for records subject to an exclusion, the agency
may treat those records as not being subject to the FOIA. This is
different from “Glomarization” where the agency neither admits nor
denies that it has responsive records. The correct response to a
request for records that are covered by an exclusion is that no
records responsive to the request exist.



Federal Records Act (FRA) v FOIA

Both laws address Federal records management

FRA speaks to Federal records retention and
destruction

FOIA speaks to Federal records access

Cannot destroy a record once it has become subject of
a FOIA request or litigation, even if destruction
permitted by FRA

FRA Key Agency — National Archives and Records
Administration

FRA questions: Kathy Schultz, DHS Senior Records
Officer, 202-447-5075



FOIA Records Retention

General Records Schedule 14

Destroy files two years after final response if records
were released in entirety

Destroy files seven years after final response if any
withholdings (full or partial) or subject of an appeal.
Although NARA authorizes destruction after six years,
the statute of limitations on a FOIA claim is seven
years. Therefore, we should retain any appeal/denial
files for seven years after the last communication with
the requester.



Privacy Act v FOIA

FOIA/PA Interface -1st Party Access

Requests by an individual for access to his/her record
should be processed under both FOIA and the Privacy Act

* Does PA exemption apply?
— If no, release the record.

— if exemption applies, make FOIA analysis and release
If required by FOIA.

— Requester gets the benefit of the statute with the
more liberal release requirement!



Questions? Concerns?

Please do not hesitate to contact us if we can be of assistance on any
disclosure matter:

Privacy Office FOIA Number: (703) 235-0790
FOIA@dhs.gov

Catherine M. Papoi, J.D.
Deputy Chief FOIA Officer
Director, Disclosure & FOIA

Vania T. Lockett
Associate Director, Disclosure & FOIA Operations

William H. Holzerland
Associate Director, Disclosure Policy & FOIA Program Development
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Papoi, Catherine

From: Hawkins, Sandra L.
Sent: Thursday, February 16, 2006 6:09 PM
To: Foresman, George; Haile, Janet, McQueary, Charles; Baker, Stewart, Myers, Julie L; Hawley,

Kip; Williams, Jim; Broderick, Matthew; Patrick, Connie; Gonzalez, Emilic T; Paulison, Robert
DAVID; Collins, Thomas ADM; Spero, Deborah J; Perry, Phil; Skinner, Richard; Wood, John
(Cos), C b2 4

Cc: Boudreaux, Chad; Mayer, Matt; Birkeland, Blair; Rosenzweig, Paul; Sciara, Nicolle, Tambone,
Victor, Chase, John; Lang, Gary J; Titus, Jane; Paar, Tom; Allen, Thad; Clark, Chris J;
Rigksts, Derek; Miller, Tamara; Cooney, Maureen

Subject: Executive Order 13392, Improving Agency Disclosure of Information
Importance: High
Attachments: Chief FOIA Officer Executive Order Memo.pdf

Attached is a memorandum from Maureen Cooney, Acting Chief Privacy Officer and Chief FOIA
Officer, on Executive Order (EOQ) Number 13392 issued this past December by President Bush
requiring Executive Branch departments to reform their Freedom of Information Act (FOIA}
programs.

The attach memorandum outlines actions that need your support for the Department to comply with the
requirements of the EO.

If you have any questions, please do not hesitate to contact the Privacy Office at (571) 227-3813.

Thank you.

Sandra L. Hawkins

Administrative Officer

U.S. Department of Homeland Security
Privacy Office

Washington, DC 20528

Telephone: 571-227-3813

Fax: 571-227-4171

E-mail: ¢ BE (oW T
www.dhs. gov/privacy

9/26/2007



.S, Depariment of Homelsnd Security
Privacy {HTice
Arlingon, ¥A 22202

Homeland
Security

February 15, 2006

MEMORANDUM FOR: DHS Directorate, Component, and Office l.cadership
FROM: Maureen Cooney/?

Acting Chief Privacy Officer and

Chief Freedom of {ntormation Act Oflicer

SUBJECT: Executive Order 13392, Improving Agency Disclosure of
Information

This past December, President George W. Bush issued an Executive Order requiring Executive
Branch departments to reform their Freedom of Information Act (FOLA) programs in order to be
more "citizen-centered.” As a first requirement, the President ordered each department to appoint a
Chief Freedom of Information Act Officer to have "agency-wide responsibility for efficient and
appropriate compliance with the FOIA." As the appointed ofTicial for the Department of Homeland
Security, | am writing to solicit your help in complying with the remaining requirements of the
Executive Order.

The Executive Order contains several "deliverables.” Departments must:

s Establish one or more FOIA Requester Service Centers (RSC) to "serve as the first place that a
FOIA requester can contact to seek information concemning the status of the person's FOIA
request.” To support the RSC, the Chief FOIA Officer can designate FOIA Public Liaisons to
whom a FOIA requester can raise concerns about service on FOIA requests.

¢ Conduct a review and develop a report on the department's FOLA operations, including the use
of information technology, practices with respect to requests for expedited processing,
implementation of multi-track processing, and availability of public information through
webhsites and other means. The report should also identify ways 10 ¢liminate or reduce the
FOIA backlog.

e Develop a FOIA Improvement Plan that includes specific activities to eliminate or reduce the
FO!A backlog, including changes to streamline FOIA processing and activities to increase
public awareness. The FOIA Improvement Plan shouid have concrete milestonces, specifie
timetables, achievable outcomes, and metrics 10 measure success.



The Chief FOIA Officer for each department must submit a report by April 14, 2006, that addresses
these deliverables.,

DHS is fortunate to have an experienced cadre of FOIA professtonals to carry out the important and
necessary work of achieving transparency through FOIA. Today I met with our senior FOIA
otficers to apprise them of the requirements of the Executive Order and to enlist their assistance.
Our discussions demonstrated that DHS already has in place many mecbanisms that will allow me to
complete the required report on the items described above. All the components represented at our
meeting indicated that they have in place a dedicated individual (one or more) who is availabje by
telephone to respond to status inquiries. Much of the information required for the FOIA review is
available through the annual FOIA report that each compenent has completed pursuant to FOIA's
statutory requirements {5 U.S.C. § 332(e}1)). And because we have had several vears of FOIA
expericnce -- and our legacy component agencies have had many -- it should be relauvely easy to
develop a FOIA Improvement Plan,

I intend to ensure that the DHS FOIA webpage contains a tink for a FOIA RSC with telephone
numbers and names of individuals in each component, directorate or office who can be contacted for
status inquiries. | will therefore appreciate vour assistance in forwarding the appropriate names and
telephone numbers to T (bi(2) 3: no later than March 17, 2006. [ also cncourage
cach of you to revise your own FOIA webpage to include the FOIA Public Liaison's name and
telephone number so that requesters can have this information available if they visit your websites,
This is an important step for timproving FOIA operations, one that will make our programs more
"eitizen-centric,” as required by the Executive Order.

I also have begun to prepare a comprehensive report analyvzing current FOIA operations at DHS and
offering a FOIA Improvement Plan, as required by the Executive Order. My report will, of
necessity, be based on the submission of component reports. To provide adequate time for
departmental review, I am asking each of you te work with your FOIA Otficer to review your
current FOIA vperations and to prepare a report describing them and suggesting a FOlA
Improvement Plan. Much of the FOIA review of operations work has been completed as a result of
the FOIA annual reponting requirements. Similarly. much of the FOIA Improvement Plan content
can be derived from the FOIA annual report and from vour own ¢xperience with the FOIA. While |
intend to provide a template for this report in the very near future, [ wanted to aler you to this
reporting requirement as ! will need your submissions no later than March 17, 2006.

We can be proud of the important work that we have accomplished in the few vears of DHS's
extstence, and ] am confident that we will be able to present to the Secretary and then to the Attomey
(General and the Oftice of Management and Budget. as required by the Executive Order. a
comprehensive report explaining the FOIA Program at DHS and ways that it can be improved. |
look forward to working with all of you on this important matter.

foreirerate, [will need by March 17, 2006, the names and telephone numbers of vour FOI Public
Licgisons. and [ encourage You 0o make this information available on vour wehsite, By the sume daie.
Dwill also require a report from you about current FOLA operations and propasals for improvement.
Loin tirn will eavure that vour Public Liaisons ure noted in our FOI Service Cenrer, which will
appedr on the DHS FOIAL website and will prepare a compreftensive report for the Secretar’s
approval and trapsmission (o the Antorney General and OMB.

12



If vou have questions or comments please feel free to call me ar (5719 227-3813. Our Director of
Departmental Disclosure and FOLA. Tony Kendrick, and his Deputy Director. Catherine Papoi. who
cun be reached at the same telephone number, can also provide additional information to you and
vour FOIA statf regarding the requirements of the Executive Order.

Thank vou for your help.

Altachment

Distribution List:

George Foresman, Under Secretary for Preparedness

Janet Hale, Under Secretary for Management

Charles McQueary, Under Secretary for Science and Technology
Stewart Baker, Assistant Secretary for Policy

Julie L. Myers, Assistant Secretary for Immigration and Custornis Enforcement
Kip Hawley, Assistant Secretary for Transporiation Security

James Willtams, Director. US-VISIT

Matthew Broderick, Director, Operations Coordination

Connie L. Patrick, Director, Federal Law Enforcement Training Center
Ralph Basham. Director of the Secret Service

Emilio Gonzalez. Director. Citizenship and Immigration Services
David Paulison, Acting FEMA Director

Admiral Tom Collins, Commandant of the U.S. Coast Guard

Deborah Spero., Acting Commissioner, Customs and Border Protection
Phil Perry, General Counsel

Richard Skinner, Inspector General

John Wood. Chiet of Staff, Office of the Secretary

(& N

Chad Boudreaux. Deputy Chief of Staff, Office of the Secrctary
Mart Mayer, Counsel to the Deputy Secretary

Blair Birkeland, Chief of Staff, Management Directorate

Paul Rosenzweig, Counselor to the Assistant Seeretary tor Policy
Nicolle Sciara-Rippeon. Chief of Statt, Policy Directorate

Victor Tambone, Chief of StafT. Scicnce & Technology Directorate
JTohn Chase, Chiet of Staff. Preparedness Directorate

Gary Lang, Chief of Staff, Immigration and Customs CEnforcement
Jane Titus, Chief of Staff, Federal Law Enforcement Training Center
Tom Paar. Chief of Staff, Citizenship and Immtgration Services
[had Allen. Chief of Staff, U.S. Coeast Guard

Chris Clark, Chief of Staff., Customs and Border Protection

Derek Rieksts, Chief of Staff. QOperations Coordination

['amara Miller. Special Counselor, Transporation Seeuriny Administration

[
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Papoi, Catherine

From: Hawkins, Sandra L.

Sent: Monday, February 13, 2006 11:05 AM

To: McNeely, James; Eller, Robyn; Winslow, Janett; Herrenbruck Mark D; Kriley, Meegan;
Boshears, Kevin; Kaplan, Randall; {_ b - o

b2 —] Pavlik, Catrina;

Kim, Rena; Lyerly, Kathy; Tavlor, Donald R; Reback, Richard; Mitrano, Catherine; Ortiz,
Magda S; Boylan, SCT;; cC 2. 2 Newhouse, Victoria;
. 2- _} i, Hudson, Reginald; Pietra, Peter,

Carter, Mildred; Bodolay, Stephen; Gaffin, Elizabeth S; = L.2. "1 4 Mathias,
Susan M; McNeely, James; Mesterhazy, Paul <CTR>; Tynes, Verna A; Moss, Robin N,

Groome, Kyle; T 2. 2O s Huff, Latita; Crisman, Virginia <CTR>; Fields, Marshall
H; Dean Lisa S; Purdy, Andy; Elkins, John E; maitto: T, lo 2~ 3
bz— ‘=3 Dooley, William;

Plofker. Howard,. .  #2- _3J, Forero, Paula; { b2 = 7 Carroll,
Jason E;r — b 2, ¥} iuzuki, Shari; Howara, Joseph E;
Privacy Office; West, David; Turner, Pam; Wall, Kenneth; Fisher, Alan; James, Ron; Edmon,
Melissa; Yonkers, Steve; T__ b7 -

Cc: Privacy Office

Subject: Privacy Monthly Meeting

Importance: High
Attachments: EC13392 pdf

February’s Privacy Office Monthly Meeting will be held Wednesday, February 15, 2006, in € 2 2 .

ULz Jat the TSA Headquarters, 601 S. 12 Street, Arlington, VA. The meeting will be for FOIA
Officers only. The agenda item to be discussed is the Chief FOIA Officer Executive Order, a copy
which is attached.

If you have any questions, please do not hesitate to contact the Privacy Office at (571) 227-3813.

Thank you.

Sandra L. Hawkins

Administrative Officer

U.S. Department of Hometand Security
Privacy Office

Washington, DC 20528

Telephone: 571-227-3813

Fax; 571-227-4171

E-mail: b1 el
www.dhs.gov/privacy

9/26/20017
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Papoi, Catherine

From: Holzerland, William
Sent: Monday, September 10, 2007 4:53 PM
To: CRCL Counsel; Dorgan, Mark; Gramian, Nikki; Hawkins, Donald K; Huff, Latita; Marshall,

Giloria L; Pavlik-Keenan, Catrina M; Russell, Michael;, Snowden, Deborah TSA-FOIA; Suzuki,
Shari;, Taylor, Donald; Turner, Alisa; Welsh, Brian J; Young, Sophia G; Zimmerman-Pate,
Marty; Janet, Kevin TSA FOIA; Vilders, Gregory R; Miller, Patricia; Lee, Charmaine; Wiley,
Miles; Hudson, Reginald; Coates, Yvonne; Gallo, Katherine; Harris, Talya |

Cc: Papoi, Catherine; Lockett, Vania
Subject: **DOJ E.O. 13,392 Reporting Requirement***Due COB 9/21/07
Attachments: Backlog Reduction Goals Table.9.10.07 doc

Good evening all,

On June 1, 2007, the U.S. Attorney General, in consuitation with OMB, issued his second report to the President
pursuant to E.QO. 13,392, In accordance with Sec. 4(a) of the Executive Order, the AG's report includes
recommendations for improving agency FOIA administration. One of those recommendations requires each
agency that has a request or appeal pending beyond the statutory time period (i.e., a backlog) at the end of FY
2007 to establish backlog reduction goals for FY's 2008, 2009 and 2010. The Privacy Office will be submitting
these goals to the Department of Justice for review and will be publishing the goals on the Department's web
site.

First, @each component must set a goal for the number of requests and the number of appeals that it plans to
process during each FY from 2008-2010. Second, each component must set a goal for the number of requests
and the number of appeals that the component estimates will be pending beyond the statutory time period (i.e.,
backlog) at the end of each FY from 2008-2010. When developing their goals for reducing the backlogs during
this period, components must necessarily prepare an estimate of the number of requests and appeals that will be
received during each of those years. Accordingly, each component must submit a draft of their backlog reduction
goals tc PRIV no later than Friday, September 21, 2007 by COB. Please follow the Microsoft Word table
template attached above for this submission and please contact our office if there are any questions. Thank you
again and have a great evening!

Regards,
il

William H. Holzerland, CIPP/G

U.S. Department of Homeland Security
Associate Director,

Disctosure Policy & FOIA Program Development
r bz 3

9/26/20007



Backlog Reduction Goals for FY08, FY09, FY10
In furtherance of E.O. 13,392, “Improving Agency Disclosure of Information”

.

Requests
Fiscal Year Number of Requesis Estimated Number of Requests Incoming Agency's Goal for Number | Agency's Goal for Number of
Pending at Beginning During FY of Requests to be Requests Pending Beyond
of FY Processed During FY Statutory Time Period (i.e.,
Backlog) at End of FY
2008
2009

above

Use # from last column

Use # from last column l
above {

l
|




Backlog Reduction Goals for FYOS, FY09, FY10
In furtherance of E.Q. 13,392, “Improving Agency Disclosure of Information”

Estimated Number of Appeals Incoming
During FY

Agency’s Goal for Number
of Appeals to be
Processed During FY

Agency's Goal for Number

of Appeals Pending Beyond

Statutory Time Period (i.e.,
Backlog) at End of FY

Appeals
Fiscal Year Number of Appeals
Pending at Beginning
of FY
2008
2009 Use # from last column
above
2010 Use # from last column

above
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rom:
Sent:
To:
Subject:

Papoi, Catherine

Monday, October 23, 2006 10:57 AM

Debnam, Sandra; Papoi, Cathering

Accepted: Updated: AILA Meeting with CIS and ICE

—



Papoi, Catherine

——————————————— —
‘rom: Papoi, Catherine
Sent: Tuesday, October 24, 2006 351 AM
To: Debnam, Sandra; Papoi, Catherine

Subject: Accepted: Updated: Mesting with AILA {Amy Peck)
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Papoi, Catherine

From: Papoi, Catherine
Sent: Tuesday, June 20, 2006 3:02 PM
To: Avidan, Elliot; Christian, Cindy; Fields, Marshall H, Harrison, Barbara M, Hawkins, Donaid K;

Hoizerand, William, Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovaill, Jeffery; Ford Page,
Sandy; Pavlik, Catrina TSA-FOIA,; Sealing, Donna; Suzuki, Shari; Donald Tayior

= ol Z =1; Worhy, Gayle; Zimmerman-Pate, Marty
Ce: Cooney, Maureen; Mortensen, Kenneth; Withnell, Elizabeth; Papoi, Catherine
Subject: **ADVISEMENT OF NEW FOIA REPORTING REQUIREMENT***
Contacts: Elliot Avidan; Cynthia Christian; Marshall Fields; Barbara Harrison; Donald Hawkins; William

Holzerand; Latita Huff; Gloria Marshall; Magda Ortiz; Jeff Ovall; Sandy Ford Page; Catrina
Pavlik; Donna Sealing; Shari Suzuki; Donaid Taylor; Gayle Worthy, Marty Zimmerman-Pate

Attachments: DATA REQUIRED IMMEDIATELY .msg

Good afternoon, all. My thanks to everyone for their efforts in the recent scramble to provide FOIA
backlog/processing information on such short nofice. | know that those in the Secretary's office also appreciate
the work that went into compiling the information.

As you are aware, Executive Order 13392 created a heightened awareness of and interest in the FOIA processes
agency-wide. In an effort to maintain momentumn and stay abreast of DHS FOIA operations, the Chief FOIA
Officer requests that all FOIA Officars send to our office, on a monthly basis, inforrmation similar to what we

requested via email last Wednesday (see attached). The following are the reporting dates for the remainder of
FY 2008.

July 14
August 18
September 15

The following is the data requested:

How many open FOIA/PA requests do you currently have?

1

2. Of the open FOIA/PA reguests in your component, how many were received within the tast 10
business days?

K|

Of the open FOIA/PA requests in your component, how many were received 11-20 business

4. dgfy;:g::en FOIA/PA requests in your component, how many were received 21-60 business

5. dgfytsh:%op?an FOIA/PA requests in your component, how many were received 6§1-120 business

6. dO'afytsh:goop?en FOIA/PA requests in your component, how many were received 121-180 business

7. dca;g tsh:g:p?en FOIA/PA requests in your component, how many were received 181-240 businass

8. dgfytshggc?p;:en FOIA/PA requests in your component, how many were received 24 1480 business

9. :Oafytshzggé,en FOIA/PA requests in your component, how many were received over 481 business
ays ago”?

10. What is the date of your cldest request?

In addition, | need each component to send an emali to me ASAP indicating how many requests they have
received to-date during this FY.
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Please let me know if there are questions and thanks again for all of your assistance.

Catherine Papoi

Acting Director, Departmental Disclosure & FOIA
Privacy Office

Department of Homeland Security

Phone: (571) 227-3813/Fax; (571) 227-1125
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Papoi, Catherine

From: Papoi, Catherine . . -2 -

Sent: Thursday, February 08, 2007 5:09 PM
To: o8 b2 1 Coates, Yvonne
Ce: Catherine Papoi; Holzerland, William; Lockett, Vania

Subject; June 30, 2007 EQ Improvement Plan Milestones

Pursuant to the January 19, 2007 DHS E.Q. FOIA Improvement Plan, USCG must meet the following milestones
by June 30, 2007:

1. WUSCG will submit for allocation of 16 billets for USCG headquarters disclosure.

2, All components will evalurate disclosure operations, to include processing centralization, processing-track
maodifications and internal processing procedures and determine appropriate program maodifications.

3. Senior component leaders will issue memaos to all component employees regarding the importance of FOlA
responsibilities.

4. Components will draft and implement the use of response letter templates. The draft templates will be
forwarded to our office for review by April 27t

5. Components will have a FOIA web site or a link to the DHS FOIA web page from their component's public
web site.

6. Components will proactively disclose documents on its web site. When an agency has public information
that does not fall into any subsection (a){2) category but nevertheless could be made readily availabie to
the public, including through posting on the Web, such availability can reduce the need for the making of
FQIA requests. See Exec. Order No. 13,392, Sec. 3(b)ii) {calling for "increased reliance on the
dissemination of records that can be made available to the public” without the necessity of a FOIA
request).

7. Components will be in full compliance with the statutorily mandated affirmative disclosure requirements
under FOIA subsection (a)(2). The FOIA as amended in 1996 requires that agencies post on their Web
sites frequently requested records, policy statements, staff manuals and instructions to staff, and final
agency opinions. This obligation is unique in that it is a continuing one, which requires constant attention to
make sure that an agency does not fall out of statutory compliance. See Exec. Order No. 13,392, Sec. 3(a)
(tv) {calling for attention to this statutory requirement in particular).

Each component must report to my office on the success of each of the above milestones by July 6, 2007. The
report must attach the final documents created in response to iterns 3 and 4. In addition, please provide the web
link for items 5-7,

There are additional Department-wide milestonas that my office must accomplish by June 30, 2007. Please see

the Improvement Plan for details. | will also provide information on those action items when implemented. if there

are guestions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland, at
T Z |

Catherine Papoi, J.D.

Director, Departmental Disclosure & FOIA
Deputy Chief FOIA Officer

U.S. Department of Homeland Security
Washington, D.C. 20528

Phone: 571.227 3813/Fax: 571.227.1125

This communication, along with any attachments, is covered by federal and state faw governing electronic
communications and may contain confidential and legally privileged information. If the reader of this message is
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and
delete this message. Thank you.

9/26/2007
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9/26/2007
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Papoi, Catherine

From: Papoi, Catherine b =7

Sent:  Thursday, February 08, 2007 5:08 PM
To: Cejka, Diane T; Weish, Brian J; Sposato, Janis A
Cc: Scharfen, Jonathan R; Catherine Papoi; Lockett, Vania; Holzerland, Wiltiam

Subject: June 30, 2007 EO Improvement Plan Milestones

Pursuant to the January 19, 2007 DHS E.O. FOIA Improvement Pfan, USCIS must meet the following milestones
by June 30, 2007:

1. USCIS will implement the new finai rules pertaining to processing genealogy and immigration [litigation-
related requests and initiate processing ICE A-file records in accordance with provided ICE guidance.

2. USCIS is instituting the NRC performance modification plan.

]

All components will evaluate disclosure operations, to include processing centralization, processing-track
maodifications and internal processing procedures and determine appropriate program modifications.

4. Senior component leaders will issue memos to all component employees regarding the importance of FOIA
responsibilities.

5. Components will draft and implement the use of response letter templates. The draft templates will be
forwarded to our office for review by April 27t

6. Components will have a FOIA web site or a link to the DHS FOIA web page from their component's public
web site.

7. Components will proactively disclose documents on its web site. When an agency has public information
that does not fall into any subsection (a)(2) category but nevertheless could be made readily available to
the public, including through posting on the Web, such availability can reduce the need for the making of
FOIA requests. See Exec. Order No. 13,392, Sec. 3(b)(if) (calling for “increased reliance on the
dissemination of records that can be made available to the public" without the necessity of a FOIA
request).

8. Components will be in full compliance with the statutorily mandated affirmative disclosure requirements
under FOIA subsection (a)(2). The FOIA as amended in 1996 requires that agencies post on their Wab
sites frequently requested records, policy statements, staff manuals and instructions to staff, and final
agency opinions. This obligation is unique in that it is a continuing one, which requires constant attention to
make sure that an agency does not fall out of statutory compliance. See Exec, Order No, 13,392, Sec. 3(a)
{iv) (calling for attention to this statutory requirement in particular).

Each component must repoit to my offlce on the success of each of the above milestones by July 6, 2007. The
report must attach the final documents created in response to items 4 and 5. In addition, please provide the web
link for items 6-8,

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see
the Improvement Plan for details. | will aiso provide information on those action items when implemented. If there
are questions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland, at
C LA =

Catherine Papoi, J.D.

Director, Departmental Disclosure & FOIA
Deputy Chief FOIA Officer

U.S. Department of Homealand Security
Washington, D.C. 20528

Phone: 571.227.3813/Fax; 571.227.1125

This communication, along with any attachments, is covered by federal and state law governing electronic
communications and may contain confldential and legally privileged information. If the reader of this message is
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this

9/26/2007
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message is strictly prohibited. if you have received this in error, please reply immediately to the sender and
delete this message. Thank you.

9/26/2007
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Papoi, Catherine

From: Papoi, Catherine [{C b 27 :
Sent:  Thursday, February 08, 2007 5:05 PM
To: Ressler, Shila; Suzuki, Shari; Zimmerman-Pate, Marty; Worthy, Gayte; Avidan, Elliot; Christian,

Cindy, Fields, Marshail H; Marshall, Gloria L; Ovall, Jeffery; Hawkins, Donald K; Huff, Latita; Ford
Page, Sandy; Paviik-Keenan, Catrina M; Dorgan, Mark; Hudson, Reginaid; McNeely, James; CRCL
Counsel; Gramian, Nikki, Snowden, Deborah TSA-FOIA; Russell, Michael; Plofker, Howard TSA
OCC,; Reback, Richard; Young, Scphia G

Cc: Lockett, Vania; Catherine Papoi; Teufel, Hugo; Holzerland, William
Subject: June 30, 2007 Improvement Plan deadlines

Pursuant to the January 19, 2007 DHS E.O. FOIA improvement Plan, all components must meet the following
milestones by June 30, 2007:

1. All components will evaluate disclosure operations, to include processing centralization, processing-track
modifications and internal processing procedures and determine appropriate program modifications.

2. Senior componant leaders will issue memas to all component employees regarding the importance of FOIA
responsibifities.

3. Components will draft and implement the use of response letter templates. The draft templates will be
forwarded to our office for review by April 27

4. Components will have a FOIA web site or a link o the DHS FOIA web page from their component’s public
web site.

5. Components will proactively disclose docurments on its web site. When an agency has pubiic information
that does not fall into any subsection {a){2) category but nevertheless could be made readily available to
the public, including through posting on the Web, such availability can reduce the need for the making of
FOIA requests. See Exec. Order No. 13,382, Sec. 3(b)(ii) (calling for "increased reliance on the
dissemination of records that can be made available to the public” without the necessity of a FOIA
request).

6. Components will be in full compliance with the statutorily randated affirmative disclosure requirements
under FOIA subsection (a){2). The FOIA as amended in 1986 requires that agencies post on their Web
sites frequently requested records, policy statements, staff manuafs and instructions to staff, and final
agency opinions, This obligation is unigue in that it is a continuing one, which requires constant attention to
make sure that an agency does not fall out of statutory compliance. See Exec. Order No. 13,392, Sec. 3{a)
(iv} {cailing for attention to this statutory requirement in particular).

Each component must report to my office on the success of each of the above milestones by July 6, 2007. The
report must attach the final documents created in response to items 2 and 3. In addition, please provide the web
fink for items 4-6.

There are additional Department-wide milestones that my office must accompiish by June 30, 2007. Please see
the Improvement Plan for details. | will also provide information on those action items when implemented. If there
are questions, please do not hesitate to contact Associate Director for Program Development, Bill Hoizerland, at

L b2 =

Catherine Papoi, J.D.

Director, Departmental Disclosure & FOIA
Deputy Chief FOIA Officer

U.S. Department of Homeland Security
Washington, D.C. 20528

Phone: 571.227.3813/Fax;: 571.227.1125

This communication, along with any attachments, is covered by federal and state faw governing electronic
communications and may contain confidential and legally privileged information. If the reader of this message is

9/26/2007
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not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and
delete this message. Thank you.

8/26/2007
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Papoi, Catherine

From: Papoi, Catherine '[ P a J

Sent: Monday, July 18, 2007 3:37 PM
To: Dergan, Mark; Zimmerman-Pate, Manty; Harris, Talya I; Orsino, Stephen; Welsh, Brian J; Cejka,

Diane T; Tayfor, Donald; Richardson, Sherry; Janet, Kevin TSA FOIA; Huff, Latita; Hudson,
Reginald; Suzuki, Shari; Pavlik-Keenan, Catrina M; Reback, Richard; Turner, Alisa; Hawkins,
Donald K; Wiley, Miles; Young, Sophia G; McNeely, James; CRCL Counsel; Miller, Patricia

Cc: Papoi, Catherine; Lockett, Vania; Holzertand, William
Subject: December 31, 2007 Improvement Plan deadlines and reporting requirement

Pursuant to the January 19, 2007 DHS E.Q. FOIA Improvement Plan, all components must meet the following
milestones by December 31, 2007:

DHS will eliminate its request backiog.

Applicable components complete all FOIA persennai hiring actions.

Improved customer service through the liaisons,

USCIS and ICE will determine a target date for completing the A-file digitization project.

Programs will finalize operational changes deemed necessary, including processing centralization,
processing-track modifications, and internal processing procedures.

USCIS will institute the Ombudsman’s operational recommendations.

DHS FOIA professionals who devote more than 50 percent of their time to FOIA will attend annuai FOIA
training offered through the U.S. Department of Justice or other similar program.

8. All DHS components will be in full compliance with the DHS FOIA regulations.

S b~

~ o

Each component must report to my office on the success of each of the above milestones by January 11, 2008,
If one or more of the above milestones is not met, the component must submit responses to the following for each
deficiency.

1. Identify the deficient milestone.

2. Identify the FOIA Improvement Plan area to which your deficient miestone relates.

3. Describe the specific staps you have taken to date to correct the deficiency, inciuding the dates by which
you completed these steps.

4. Describe any additional steps that you will be taking in the future to correct the deficiency, including the
dates by which you will compiete these sieps.

There are additional Department-wide milestones that my office must accomplish by December 31, 2007. Please
see the Improvement Plan for details. If there are questions, please do not hesitate to contact Associate Director
for Program Development, Bill Hoizedand, at [ o= _

Catherine Papoi, J.D., CIPP/G

Deputy Chief FOIA Officer

Director, Departmental Disclosure & FOIA
U.S. Department of Homeland Security
Washington, D.C. 20528

Phone: 703.235.0790/Fax: 703.235.0443

This communication, along with any attachments, is covered by federai and state law governing electronic
communications and may contain confidential and legally privileged information. If the reader of this message is
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and

5/26/2007
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delete this message. Thank you.

9/26/2007



Department of Homeland Security
Privacy Office

L b 2

DHS Chief FOIA Officer’s Meeting
Tuesday, August 8, 2006
10:00 a.m. -11:00 a.m.

Sign-in and Introductions
Supplemental Executive Order Report
Component FOIA Guidance
Reporting

a. Weekly Report

b.  Monthly Report
¢c.  Annual Report



Department of Homeland Security
Privacy Office

U
e

DHS Chief FOIA Officer’s Meeting
Tuesday, December 12, 2006
11:00 a.m. -12:00 p.m.

e Sign-in

e New positions at DHS HQ FOIA

L2}

Catherine Papoi, J.D., Deputy Chief FOIA Officer and Director, Disclosure and
FOIA

Vania Lockett, Associate Director, Disclosure and FOIA Operations

William Holzerland, Assoctate Director, Disclosure and FOIA Program
Development

Enn Odom, FOIA Administrative Specialist

James Larsen, FOIA Administrative Specialist

Stephanie Kuehn, [L.ead Senior FOIA Specialist

Mark Dorgan, Sentor FOIA Specialist

Loren Clark-Moe, Senior FOIA Specialist

e Update on the DOJ Annual FOIA Report comptlation

e Update on Supplemental Executive Order 13392 Report

el

Still in clearance

Eliminate backlogs by December 31, 2007
Education and Training

Technological Improvements

e (Coming Soon...

Revised DHS FOIA Management Directive



Finalized DHS FOIA Regulations

Request for comprehenstve list of component records from cach FOIA officer
{types of records, names of Systems, efc.)

Request from components to provide information regarding what tvpe of FOIA
training they give/require tor both FOIA personnel and non-FOIA collateral duty
personngl

e Reporting
o Weekly reporting -Due by C.O.B. each Friday (see attached guidance) and should
be sent to Vania Lockett

- Monthly reporting - Due by C.O.B.
January 19"
February 16
March 16"
April 13"
May 18"
June 15"

» Annual Report — Due December 1, 2007

e Overview of anticipated information requests

e DOJ 2006 FOIA Guide Seminar is December 19, 2007 — we will have a
DOJ FOIA Guide for each component



Sign-in
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Department of Homeland Security
Privacy Office

DHS Chief FOIA Officer’s Meeting
Thursday, July 19, 2007
10:00 a.m. -11:00 a.m.

New employees at DHS HQ FOIA
Emily McMuilen, FOIA Specialist
Carol Curley, FOIA Specialist

DOJ FY 2007 Annual FOIA Report compilation

-~ Currently, intend to use the same template as last year

DOJ will come out with guidance on the Improvement Plan-related section this fall
Due December I, 2007

Update on Executive Order 13392 FOIA Improvement Plan

> December 31, 2007 component milestones:

DHS will eliminate its request backlog.
Applicable components complete all FOIA personnel hiring actions.
Improved customer service through the liaisons.

USCIS and ICE will determine a target date for completing the A-file
digitization project.

Programs will finalize operational changes deemed necessary,
including processing centralization, processing-track modifications, and
internal processing procedures.

USCIS will institute the Ombudsman’s operational recommendations.



« DHS FOIA professionals who devote more than 50 percent of their
time to FOIA will attend annual FOIA training offered through the U.S.
Department of Justice or other similar program,

+ All applicable DHS components will be in tull compliance with the
DHS FOIA regulations.

- Component’s status report re meeting the above milestones must be submttted to
our office by January 11. 2008

DHS Headquarters Electronic FOIA Tracking System
- Version of IQ Solutions tatlored for FOIA tracking

. Using Adobe Acrobat for redaction

. Recommend all components purchase

» If interested, please contact our office

Reporting
Weekly reporting -Due to Vania Lockett by C.O.B. each Friday
Monthly reporting — Due to William Holzerland by C.O.B.:
August 17, 2007
September 14, 2007
October 19, 2007
November 16, 2007
December 14, 2007
January 18, 2008
February 15, 2008
March 14, 2008
April 18, 2008
May [6, 2008
June 13, 2008
July 18, 2008

Upcoming CFOIAO Meeting dates:
» December 5. 2007

> June 11, 2008

s> December 3, 2008

Appeal Packages
- Prescnted by OGC Counscl



Papoi, Catherine

Subject:
Location:

Start:
End:

Recurrence:

Meeting Status:

Required Attendees:

CFOIAQ's Meeting
PRIV Conference Room

Thu 12/13/2007 10:00 AM
Thu 12/13/2007 11:.00 AM

{none)
Meeting organizer

Papoi, Catherine; Lockett, Vania; Curley, Carol <CTR>; Odom, Erin <CTR>; Lee, David
<CTR>; McMullen, Emily <CTR>



Papoi, Catherine

Subject:

Start:
End:

Recurrence:

CFOIAO mtg

Wed 6/11/2008 10:00 AM
Wed 6/11/2008 11:00 AM

{none)



Papoi, Catherine

Subject:

Start:
End:

Recurrence:

CFOIAO mtg

Wed 12/3/2008 10:00 AM
Wed 12/3/2008 11:00 AM

(none)
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Lockett, Vania

From:
Sent:
To:

Cc:
Subject:
Attachments:

All,

Lockett, Vania
Friday, June 29, 2007 3:51 PM

Lockett, Vania; 'Ressler, Shila", Suzuki, Shari; Zimmermman-Pate, Marty, Fisids,
Marshall H; Marshall, Gloria L; Ovall, Jeffery, Hawkins, Donald K; Huff, Latita;
‘Hudson, Reginaid'; 'McNeely, James", 'CRCL Counsei’; Gramian, Nikki; 'Russeil,
Michael'; Plofker, Howard TSA OCC; Reback, Richard; Young, Sophia G; "Dorgan,
Mark’, Welsh, Brian J; Cejka, Diane T; Gentile, Dominick; "Wiley, Miles'; Pavlik-
Keenan, Catrina M, 'Turner, Alisa’; Janet, Kevin TSA FOIA

Papoi, Catherine; Holzerland, William
DHS FOIA Response Templates

Thank You to Submitter.doc; Acknowledgement_Referral Received.doc; Baggage
Compiaint for TSA.doc; Confirm Request Withdrawn.doc; Deadbeat_Outstanding
Fees.doc; Denial_Denied in Part or in Full.doc; Denial_Expedited Treatment.doc;
Denial_Fee Waiver.doc, Denial_No Records Response.doc;, DHS Response with
Appeal info To Inter-agency Refemrral doc; Disentitiement Doctrine_Fugitive doc; Fee
Estimate_Willingness to Pay_Advance Payment.doc; Fee_Waiver_Abeyance.doc;
FOIA Exemptions.doc; Glomar.doc; I-94 Lefter for CBP.doc; Intent to Release _No
Submitter Response.doc; Intent to Release_Over Submitter Objections.doc; Inter-
agency Referral for Review and Return.doc; Inter-agencyTransfer for Direct Response
{2 itrs).doc; Intra-agency Transfer for Direct Response {2 itrs).doc; Intra-agency
Transfer of Inter-agency Refemal (3 lirs).doc; NMI_No Questions.doc; NM!_Not
Reasonably Described.doc; Predisdosure Notice to Raqueter.doc; Predisclosure
Notice to Submitter doc; Privacy Act Exemptions doc; Release in Fuil.doc; Suspense
Tracker.doc

In accordance with the provisions of the Departrnent of Homeland Security {DHS) FOIA
Improvement Plan, attached are the DHS FOIA Response Templates. These templates are model
letters, which have been cleared through DHS legal review and must be used by all DHS
component FOIA offices to respond to FOIA requests. Consistency throughout DHS is
paramount. Therefore, if your component believes there is a necessity to incorporate additional
mission specific language, that language must be presented to this office for review and approval

prior to use.

If there are any questions or concems, please do not hesitate to contact this office.

Vania T. Lockett, CIPP/G
Associate Director, Disclosure & FOIA Operations

Privacy Office

UJ.S. Deparment of Homeland Security

Direct: T~

ba

Fax: 703-235-0443
FOIA Main: 703-235-0790
http:/iwww dhs.gov/foia

11/20/2007



Papoi, Catherine

P L . . —— — — —— —
From: Taylor, Donald [ (W) (&) |
Sent: Tuesday, Auqust 15, 2006 12:35 PM
To: [ (o) (1) 3
Cc: Quelletie, Robin
Subjact: FW: COMPONENT FOIA POLICY
Catherine-

The CG FOIA Manuat is our policy guidance for FOIA. We publish updates as necessary. When field processors have
questions regarding whether o release or withhold a record, they consult with their cognizani servicing legal officer.

The Coast Guard is also guided by 49 CFR 7, the DOT's reguiation for FOIA.

-Donald

----- Original Message-----

From: Cuallette, Robin

Sent: Tuesday, August 15, 2006 11:16 AM
To: Tayler, Donald

Subject: FW: COMPONENT FOIA POLICY

Commeant?

-----Original Message—-—

From{T_ (M (Q Jfmaite T  {0CZ) 3.
Sent: Tuesday, August 15, 2006 11: 13AM

To: Queliette, Robin

Subject: Re: COMPONENT FOIA POLICY

There is no cther guidance. such as memos on specific aspects of FOIA processing, distributed to the field?
Cathering M. Papoi
Acting Director, Departmental Disclosure & FOIA Privacy Office Department of Homeland Security

Sent from my BlackBerry Wireless Handheld

----- QOriginal Message -----
From: Quellette, Rabin - \'_., (BN (D) o a>
Ta: T LoD IS 3’

Cc: Taylor, Donald

Sent: Tue Aug 15 11:07.33 2006

Subject: COMPONENT FOlA POLICY

Ms. Papoi:

This is in response to your request for a copy of the Coast Guard's FOIA policy. The Freedom of Information and Privacy
Acts Manual, COMDTINST M5260.3, is available for your use electronically at:
www.uscg.milfcesfciticimifoiaffoia.htm

<http /iwww uscg.milfcosiciticimfoiaioia. htm> |

Robin Ouellette

FOIA Appeals Case Officer

CG-611

P (o2 2
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Pagol, Catherine
g N —

From: Harrison, Barbara M (Rt
Sent: Thursday, August 10, 2006 4:05 PM
To: Papol, Cathefine

Subject: US-VISIT FOIA POC TRAINING
Attachmants: FOIA PQC Training.ppt
Catherine,

Here's slides from our training. We're working on something for project
managers/subject matter expearts who have to search for responsive documents and review
them to identify information for consideration as a FOIA exemption,

FOWA POC
aining.pgt {196 KB)

Barbara

15} ey BT ]
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Requirement

Title 5 U.S.C. §552
Signed July 4, 1966
Promotes open government

Helps ensure openness and
accountability for government
activities

Mandates response within

20 working days




FOIA Structure

Responsibility of Department of
Justice
Set policy

- Create and publish FOIA Guide &
Privacy Act Overview

Provide FOIA Hotline Attorneys to
answer questions

DHS Privacy Office sets DHS policy
based on regulations

DHS Interim guidance




US-VISIT Structure

Office of Chief Strateqist
FOIA Officer
- Contract FOIA Specialist
« Part-time Legal Counsel

FOIA POC from each Office

Project Managers/Subject
Matter Experts (SMEs)




FOIA POC Roles and
Responsibilities

Advocate for FOIA
Knowledge of respective office
Log request

Send request to the appropriate project
manager or subject matter expert

Track due dates

Advise FOIA Officer of emerging issues
with data collection

Facilitate meetings with FOIA Officer and
the project manager or subject matter
expert when needed

Consolidate responsive documentation
(depending on office’s internal procedure)




US-VISIT FOIA POCs

Front Office
APMO

Admin and Training
Budget and Finance

Facilities and Eng

(Primary for GAO & IG related requests)
Imple Management
Info and Technology

Mission Operations

QOutreach




pp—
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Project Manager/SM
Roles and Responsibilities

Gather responsive agency records

Advise the FOIA POC of concerns or
barriers to data collection so they
can be addressed immediately

Review the documentation,
identifying any sensitive information
and providing a justification as to
why it should not be released

Track time involved in search and
review of records

Document, document, document




o

i

Agency Records

Agency records are:

Created or obtained by an agency
Under agency control at the time of request

Agency records are NOT:

Personal records maintained by employees-
should be separate from agency records and only
used by that individual for such things a memory
jogger when preparing performance appraisals—
not shared with other staff

Records maintained by contract staff and/or on
equipment owned by contractor

Note: We do not produce documents in
response to a FOIA request except for
reports generated from databases




Checklist for reviewing
documentation

Searched all possible file folders, including
electronic, for responsive documentation?

Within responsive timeframe?

Responsive to request? (Re-read request
to ensure focus)

ldentified and highlighted any information
that, if disclosed, could cause harm to the
government or could cause competitive
harm to contractor?

Annotated reason to withhold information?




US-VISIT Policies

Withhold names of everyone except senior
leadership

Withhold individual phone numbers — use
the (202) 298-5200 reception number

Withhold e-mail addresses

Require individuals requesting fingerprint
matches to those in IDENT to provide
original 10-print card obtained at a local

law enforcement office — then we verify if a
match and return card to requester




Exemptions b1 and b2

Exemption b1 - National security
information concerning national
defense or foreign policy of United
States

Exemption b2 — Internal personnel
rules and practices of an agency

Low 2 — trivial nature such as room
numbers, file numbers, efc.

High 2 — Internal information which if
disclosed would risk circumventing agency
regulations or statutes




Exemptlon b2 Determmatlon

- Internal Personnel
Rules/Agency

’Ti j Practice
V N

- Cause
Charm? -

— > Witthold

No .
| No

o nterest .
- topublic? 7 Withhold

Yes

v

Disclose




Exemption b3

Records that are exempt by statute

Homeland Security Act protects critical
infrastructure information that was
provided voluntarily

- Patent Act

Foreign Government Information such
as International Red Cross

Names and addresses of members of
armed forces and their dependents




Exemption b4

Trade secrets and commercial or
financial information obtained from a
person that is privileged or
confidential

- Impair government’s ability to obtain
necessary information in the future

Cause substantial harm to competitive
position of person from whom
information was obtained




Exemption b4 Determination

- if information is trade secret,
commercial or financial,
or privileged or confidential

[ —_— ——— —_
|

i
!

'

Yes
- " Withhold |

- Submitted -
“-Voluntarily?

No _,v.-

, No  Competitive harm? ~ Yes
- Disclose «— — Impairment to -~ Withhoid

— . Government? -




Exemption b5

Interagency or intra-agency
memoranda or letters: often
includes drafts

- Deliberative process
- Attorney work-product privilege
Attorney-client privilege




Exemption b6

Personal identifying information that would
cause clearly unwarranted invasion of
personal privacy

Marital status, legitimacy of children. date of birth,
medical condition, SSN, criminal history, sexual
inclination, eftc.

- Public figures have lessened expectation of
privacy
Home addresses of federal and military
employees




Exemption b6 Determination

Privacy -

- nterest?
Yes ,

© Public

T~ interest? o

Yes ';

Balance
ndividual
privacy interests

— . vs. public’s

Public

- nght to know.

No .
Disclose

No
— — Withhold,

Person

T Withhold




Exemption b7

Information compiled for law
enforcement purposes

b7a — Interfere with enforcement
proceedings

b7b — Deprive person of right to fair
trail

- b7¢ — Unwarranted invasion of
personal privacy (similar to b6)

b7d — Identity of confidential source

b7e — Techniques and procedures for
law enforcement investigations or
prosecutions

b7f - Endanger life or physical safety




Exemptions b8 and b9

Exemption b8

Bank examining data used by
supervising institutions
Exemption b9

Geological and geophysical
iInformation concerning wells




Penalties

If agency believes employee
purposely leaked document, may
take appropriate disciplinary action

Penalty under FOIA when agency

personnel capriciously and arbitrarily
withhold documents when known
that they should have been
released—investigation by Office of
Special Counsel and agency takes
corrective action recommended by
that counsel




FOIA Process

FOIA Officer receives request
Determines it it belongs to US-VISIT
Logs into tracking system
Reters to another agency

or
Sends to FOIA POC

Review documentation from responsive offices
Determines which, if any, FOIA exemptions
apply

Reconciles disagreements with responsive
office

Redacts exemption information
Prepares response to requester
Closes request in tracking system
Files documentation




Multitrack System

Expedited — issues of great importance to
the public that must be processed
‘Immediately”

Simple — requests that take little time for
search and processing such as requesls
for arrival and departure records or
fingerprint matches

Complex — requests that take extensive
search, review, and processing lime such
as those for testing, evaluation, and
implementation of specific technology

Regulations require “First In, First Out’

Must work on all three to ensure all requests
are processed




Fees - Categories

1. Commercial — pay for search,
review, and photocopying time

2. Educational and noncommercial
scientific institutions, including
news media - pay only for
duplication

3. All other requesters — pay for
search and copying




Fees - Charges

$41 managerial personnel, $28
professional staff, and $14 clerical staff
(Category 3 - get first two hours of
research free)

$.10 page (Category 2 and 3 get first 100
pages free)

If estimated processing is $250;
requester is asked to pay half prior to
processing

Fees can become a negotiating tool to narrow
scope for complex requests

Requesters may request fee waiver, but must
meet thresholds for the waiver




Annual Report

Due December for the FY and
includes:

Number of requests received and
completed

- Type of request
Category of requester
Which exemptions were used

Cost of processing FOIAs even if
requester not charged




Executive Order 13392

December 5, 2005

FOIA Operational Review

FOIA Improvement Plan
When milestones are not met DHS must

report deficiency in Annual Report to the
Attorney General

Explain reasons for agency failure

Outline steps taken and being taken to
address deficiency

Report deficiency to President's
Management Council




Operations Review Findings

Insufficient leadership support

Cumbersome documentation
processing

Inadequate procedures to
expedite processing

L ack of enhancements to the
electronic reading room, and

Lack of education and training
for staff




FOIA Improvement Plan

Demonstrated leadership
support

Streamline processes

Better use of available
technology

Update electronic reading room
Education and training of staff




Electronic Reading Room

Frequently requested
information

Agency policies and regulations

Links to information on how to
make a FOIA request

Good place to refer individuals
requesting information on
Accenture/US-VISIT proposal,
RFID, and ePassport




Summary

US-VISIT uses FOIA for transparency of
operations

US-VISIT will disclosure information unless a
FOIA exemption applies

Continue to work on FOIA improvements
Educating the US-VISIT leadership and

staff via arlicles in US-VISIT Today
- Working on process for reviewing large files

|dentifying records that shed light on
US-VISIT operations and are of public
interest

Updating electronic reading room
Communicating with FOIA requesters

Communicating needs to DHS Privacy
Office




FOIA Resources

DOJ FOIA Hotline Attorneys
DOJ Website

DHS Website

US-VISIT Electronic Reading Room
Link




_ Your ldeas

Educating staff
Educating leadership

Topics for articles in
US-VISIT Today

Process Improvement
?2??2?27?727?7
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MEMORANDUM FOR: ALL US-VISIT PERSONNEL

FROM: James A. Willlams
Director, US-VISIT

SUBJECT: Compliance with Freedom of Information Act Requiremenis

The Freedom of Information Act (FOILA) establishes the public’s right to access records created or
maintained by Government agencies. The FOIA sheds light on Government activities and heips
ensure openness and aceountability.

Many of you have heard me say that we want to make our activities transparent. One of our methods
to help ensure wransparency is through outreach activilies, designed to keep the public informed of
our current activities through briefings and news releases. Another method for ensunng fransparency
15 Lhe disclosure of information to the public under FOILA,

[ realize that some FOLA requests require extensive searches for responsive sgency records and time
devoted to review of those records. This search and review ofien conflict with fulfilling the tasks
critical 1o our mission. In those cases where our ongoing operational requirernents witl be impacted
by the time needed 1o conduct searches and reviews, pleasc notity vour manager. 1f a resolution
cannot he reached. »ou may contact Barbara Harrison. our FOIA Officer, to discuss vour concems.
Ms. Harrison may be able 16 negotiate an ¢xtension with the FOLA requester so both can be
accomplished. Keep in mind, however, that the FOIA mandates responses within 20 working days.
While this requiremens is often difficult to achieve, it is a requirement US-VISIT should strive to
meet for ¢ach FOLA request. Therefore, [ urge all of you to make every reasonable attempt to be
responsive 10 FOIA requests.

I'he President recently signed an Executive Order directing that Government agencies improve their
FOUA programs and focus on customer satisfaction. Ms, Harrison prepared an improvement pian 10
sireamiing our FOIA process and decrease the time to respond to FOIA requests. One of the areas of
primary focus 15 education, so you will 500n see articles and training directed at increasing your
uiderstunding of the FOIA process.

I know | can count on vou 10 join me in supparting the FOLA Program.

[TE" “_dh\_gm



Page 1 of |

Papol, Catherine

From: Lockatt, Vania <CTR>

Sent: Thursday, August 10, 2006 8:24 AM

Tao: Papol, Catherine

Subject: FW: Operations Coordination FOIA Guidance

Attachments: OPS FOIA Issuance.doc

FYI

From: Hudson, Reginald

Sent; Thursday, August 10, 2006 8:19 AM

To: Lockelt, Vania <CTR>

Subject: Operations Coordination FOIA Guidance

As requested at the FOIA Officer's Privacy Meseling on August 8, 2006, the attached includes the FOIA Guidance
for the Office of Operations Coordination.

if you have questions or need additonal infermation, | can be contacted by email of on the extension indicated
below.

Thank You

Reginald Hudson

FOIA/Privacy Officer

Operations Coordination Directorate
Depurtment of Homelund Security
Wushington, D.C.

C oz A

8/10/2006



G. Freedom of Infformation Reform Act of 198€: Uniform Freedom of information
Act Fee Schedule and Guidelines; 52 FR 10012, dated March 27, 1987;

H. President's Memorandum for Heads of Departments and Agencies, dated
October 4, 1993, subject: The Freedom of Information Act,

I. Attomey Generai’'s Memaorandum for Heads of All Federal Departments and
Agencies Regarding the FOIA, October 12, 2001;

J. Guidance on Homeland Security (nformation, March 19, 2002, published at:
bitp.//www.usdoj.qov/oipHolapost/2002foiapost10.htm.

4. Definitions

A. Category: The classification assigned to a requester for fee purposes
determined by the projected use of the records. The categories are:

{a) commercial, (b) educational, (c) non-commercial scientific institutions;
(d} representatives of the news media; and (e) all other requesters.

B. Department The Department of Homeland Security (DHS).

C. FOIA Officer. For DHS Headquarters, a FOIA Officer refers 1o an employee
selected by the Director, HQ Depanmental Disclosure or Designated DHS official
to receive FOIA requests assigned to their area by the Director, HQ

Departmental Disclosure and to provide assistance in administrative pertaining to
FCIA request procassing. For Operations, FCIA Officer refers to the Director,
Disclosure Office.

D. Responsibie Official. The Director of the organizational unit having
immediate custody of the records requested or a designated official within that
organizational unit.

E. Designateq DHS Qfficial: Senior DHS officials as designated by the
Secretary, Deputy Secretary or Under Secretaries.

F. Director, HQ Departmental Digciosure; An individual reporting to the Chief

Privacy Officer who serves as the Department of the Homeland Security’s
principal point-of-contact and agency representative on FOIlA-related matters.

G. Appeal Aythority. For initiat requests denied by the OPERATIONS {nitial
Denial Authority (IDA) (see J), the appeal authority is the Director, HQ
Departmental Disclosure.

H. FOIA Request. A written request for records made by any person, including
a member of the public (U.S. or foreign citizen), an organization, or a business,
but not including a Federal agency or a fugitive from the law that either explicitly



or implicitly invokes the FOIA (5 U.8.C. §52) or Management Directive Number:
0460.1. Requesters should also indicate a willingness to pay fees associated
with the processing of their request or, in the alternative, why a waiver of fees
may be appropriate. Written requests may be received by postal service or other
commercial delivery means, by facsimile, or electronically, Requests received by
facsimie or electronically must have a postal mailing address included since it
may not be practical 10 provide a substantive response electronically. The
request is considered properly received or perfected, when the above conditions
have been met and the request arrives at the Disclosure Office.

|. Agency Record

1. The products or data compilation, such as all books, papers, maps, and
photographs, machine readable materials or other documentary materials,
regardiess of physical form or characteristics, made or received by an agency of
the United States Government under Federal law in connection with the
transaction of public business and in Qperations’ possession and control at the
time the FOIA request is made.

2. The following are not included within the definition of the word "record™

a. Objects or articles, such as structures, fumiture, vehicles and equipment,
whatever their historical value, or value as evidence.

b. Anything that is not a tangible or documentary record, such as an
individual's memory or oral communication.

c. Personal records of an individua!l not subject to agency creation or
retention requirements, created and maintained primarily for the convenience of
an agency employee, and not distributed to other agency employees for their
official use. Personal papers fall inlo three categories: those created before
entering Government service; private materials brought into, created, or received
in the office that were not created or received in the course of transacting
Government business; and work-related persanal papers that are not used in the
transaction of Government business.

3. A record must exist and be in the possession and control of Operations at
the time of the request to be considered subject to the FOIA. There is no
obligation t0 create, compile, or obtain a record to satisfy a FOIA request.

4. Hard copy or electronic records, that are subject to FOIA requests under 5
U.5.C §52 (a)(3), and are available to the public through an established
distribution system, or through the Federal Register, the National Technical
information Service, or the Internet, normatly need not be processed under the
provisions of the FOIA. If a request is received for such information, Operations
shafl provide the requester with guidance, inclusive of any written notice 1o the



public, on how to obtain the information. However, if the requester insists that
the request be processed under the FOIA, then the request shail be processed
under the FOIA.

Initial Denlal Aythority (IDA). An official who has been granted authonty by
the Direclor, HQ Departmental Disclosure to withhold records requestad under
the FOIA for one or more of the nine categories of records exempt from
mandatory disclosure. |DAS may also deny a fee category claim by a requester,
deny a reguest for expedited processing due to demonstrated compelling need,
deny a request for waiver or reduction of fees; review a fee estimate; and confirm
that no records were located in response to a request.

K. Admipistrative Appeal. A request made under the FOIA asking the
appellaie authority to: reverse a decision; {0 withhold ali or pant of a requested
record; to deny a fee category claim by a requester; to deny a request for waiver
or reduction of fees; to deny a request to review an initial fee estirnate; to deny a
request for expedited processing due to demonstrated compelling need; or to
confirm that no records were iocated during the initial search. Requesters also
may appeal the failure to receive a response determination within the statutory
time limit, and any determination that the requester believes is adverse in nature.

L. Public Interest The interest in obtaining official information that sheds light
on an agency's performance of its statutory duties because the information falls
within the statutory purpose of the FOIA to inform citizens about what their
Government is doing. That statutory purpose, however, is not fostered by
disclosure of information about private citizens accumulated in various
governmaental files that reveals nothing about an agency's or official's own
conduct.

M. Electropic Record: Reacords (Including e-rnail) that are created, stored, and
retrievable by etectronic means.

N. Federal Agency. As defined by 5 U.S.C 552 (f)(1), a Federal Agency is any
exgcutive department, military department, Government corporation,
Government controlted corporation, or other establishment in the executive
branch of the Govermment (including the Executive Office of the President), or
any independent reguiatory agency.

5. Responsibilities
A The Director for th ice of Qperati Coordipation, shall be

responsible for dll aspects of Freedom of Information Act Compliance as defined
in DHS Management Directive Number: 0460.1.



B. The Chief of Staft for the Office of Operations Coordination, as delegated
by the Director for the Office of Operations Ccordination, has direct responsibility

to:

1. Establish internal procedures to ensure the effectiveness of the DHS
Freedom of Information Act program. The procedures shall be consistent with
DHS Management Directive Number: 0460.1 and shall ensure the effectiveness
of the Depariment's FOIA program.

2. Select a FOIA Officer and advise the Directar, HQ Departmental Disclosure
of the selection and of any subsequent changes in designation of selection.

C. The Director Operations Disclogyre Qfficg, has the overall responsibility

for the implementation of the Operations Freedom of information Act Compliance
Pracedures for all records maintainad within Operations, serves as the
Operations FOIA Officer, acts as the principal point-of-contact for coordination of
FOIA and related matters and will establish procedures necessary to implement
this issuance and DHS Management Directive Number; 0460.1 so as to ensure
compiiance with the requirements of 5 U.S.C. § 552 hy:

1. Ensuring that employees who are responsible in any past for FOIA
processing are knowledgeable about the provisions and requirements of tha
FOIA and ensure that these employees attend FOIA training at least once a year,

2. Ensuring that accurate and complete data is submitted in a timely manner
to the Director, HQ Departmental Disclosura, for the Department of Homeland
Security’s Annual FOIA Report to the Attorney General, and for other reporting
purposes, as required;

3. Ensure that records that are subject {o section {a)(2) of the FOIA which
have been created on or after Novemnber 1, 1996, are posted in an electronic
reading room,

4. Submit proposed organizational element disclosure regquiations or proposed
changes to regulations to the Chiaf of Staff for OPERATIONS for review and
approvat,

5. Ensure that FOIA points of contact and web masters collaborate with the
Qperations records manager prior to disposing of records posted on the FOIA
web sites and to schedute electronic records on the sites; and

6. Ensure that reasonable efforts are made to maintain records in forms or
formats that are reproducible for purposes of the FOIA,

7. Ensure Qperations compliance with the requiremants of the FOIA, as
amended by the Electronic FOIA Amendments of 1996 (EFOIA).



8. Task and coordinate all FOIA actions through the appropriate Gperations
offices.

9. Coordinate alt FOIA responses with the Cffice of the General Counsel.

10. Sanitize information determined to be exempt from release under one of
more FOIA exemyptions in accordance with Titlea 5 U.S.C. § 5§52, as amended.

11. Forward all fees collected under the FOIA to the Depariment of the
Treasury for further processing.

12. Coordinate action on FOIA requests that involve other government
agencies (e.g., when DHS is not the original classifier of a ciassified document)
with those agencies.

13. Prapare the final response to the requester.

14. Maintain files of all FOIA action in accordance with Operations Disclosure
Directive 3, the Operations Records Management Program.

15. Determine;
a. Whether io grant or deny requests for access to records;
b. Whether to grant or deny requests for fee waivers; and.
c. Arequester's category for fee purposes;
16. Notity the requester of determination{s) made pursuant to paragraph 5.0.1;

17. Determine costs incurred by the Department to process the request and
whaether or not fees will be charged to be requester;

18. Ensure that requests are processed in accordance with all applicable
disclosure requiremenis and;

19. Refrieve records retired to the Federal Records Center if they are needed
in procassing a request.

0. The Appeal Aythority shall, upon receipt of an administrative appeal, aither
affirm or reverse those initial determinations that:

1. Deny access to a record or porticn thereof;

2. Deny a request for a fee waiver;



3. Pentain lo a requester's fee category;
4. Advise of no records located; or
5. Deny a request for expedited processing.

E. Operations Directorates shall:

1. Designate a responsible individual to respond to each FOIA request
received or assigned pursuant to paragraph 5.C.10;

2. In conjunction with the Disclosure Office ensure consistency and
completeness of the response to a FOIA request.

F. The Operations Associate General Counse/ shall:
1. Coordinate on all partial and final Qperations FQIA responses.

2. Ensure uniformity in the legal position and interpretation of the FOIA by
Operations, and coordinate with the the DHS General Counsel, as necessary.

6. Pollcy & Procedures

A. Poalicy: It is the policy to impiement the FOIA uniformly and consistently and
to provide maximum allowable disclosure of agency records upon request by any
individual.

Upon recsipt of a request satisfying the requirsments of the FCIA, recards
shall be disclosed unless they are protected by one or morse of the FQIA
axemptions or exciusions. Requests shall be processed to the exient practicable
within the time limits defined by the FOIA. Individuals requesting information will
be informed of the right and procedures to seek edministrative appeal and 1o
seek judicial review of:

a. Any parlial or total denial of access to records;

b. A fee waiver denial;

¢. A determination of requester's category for fee purposes,
d. A no-fecords detemmination; or,

a. A denial of a request for expedited processing.



B. Pracedures:

1. The FOIA requires that, in “unusual circumstances” as specifted in the Act,
agency initial decisions on whether to grant or deny access to records must be
made within 20 working days of receiving the request and the requester so
notified.

2. FOIA requests will be processed in a multi-track processing system, based
on the date of receipt and the amount of work and time invelved in processing
the requests.

a. Processing tracka: Track One, simple requests; Track Two, complax
requests; Track Three, requests that meset the tesl for expedited processing.

b. If a significant number of pending requests or the complexity of a request
pravents a final response determination within the statutory 20 working days, the
Diractor, Operations Disclosure Office will provide the requaester an inteim
response acknowledging receipt of the request. If appropriate, the Disclosure
Office will directly contact the requester to discuss the scope of the request, the
response time frame and fee arrangements.

c. Ali FOIA requosts will be assigned a case number. A copy of the
request, with a compieted coordination foorm and DD Form 2086 will be routed to
the appropriate Operations section(s).

d. If the Operations section does not have responsive records but believes
another office/agency might have them, it must retum the complete package to
the Disclosure Office and inform that affice that it suspects another office may
have records.

e. The Disdosure Office will ensure preparation of the final response to the
requester and its coordination with the appropriate DHS office and outsida
agencies.

3. FOIAs involving unciassified information. The appropnate Operations
subject matter expert office(s) will review unclassified documents for release
under the FOIA. if the office recommends that information be withheld, it must
bracket the information and apply the appropriate FOIA exemption for each
bracketed segment of the document. The action office will include in its response
the justification for withholding the information it identified and state the rationale
for its recommendation. The Direclor of the office cenducting the search and
review, wili verify the accuracy of the information by signing the FO!A request
tasker (enclosure 1) accompanying the request. After the document has been
reviewed, the reviewing office will forward it to the Disclosure Qffice for final
processing.



4. FOIAs involving classified information.

a. Initial security review of classified documents for processing under the
FOIA will be conducted by the Disclosure Office to determine if the document
may be reclassified, declassified, or sanitized. This will be done by coordinating
with the Operations subject matter expert for each requested document. When
the Operations subject matter expert office(s) have determined what part, if any,
of the information in a classified document may be sanitized or declassified, they
will bracket any remaining classified information to be withheld, The appropriate
FOIA exemption(s} must be provided for each bracketsd segment of the
document.

b. Upon completion of the review by the appropriate Cperations subject
matter expert office(s), a marked-up copy of the document(s} will be forwarded to
the Security Office for review to determine if the bracketed and any other
additional information should be withheld. If the Security Office recommends
additional information be withheld, it must bracket the mformation. The
appropriate FOIA exemption(s) must be provided for each bracketed segment of
the document. If the Security Office thinks the information is not classified and
should not be withheld, it will initiate discussions with the subject matter expert
office(s). The Security Office will retumn the package to the appropnate
Operations subject matter expert office(s) for processing.

t. When all classified information has been appropriately bracketed, the
Operations subject matter expaert office(s) will forward the document(s) to the
Disclosure Office.

d. When the Operations section reviewing the documents recommends
additional review by another agency, it will provide the Disclosure Office the full
name and address of that agency and a technical point-of-contact, if known. The
Disclosure Office will forward the action to that agency for further review.

e. If the reviewing agency(s) recommend that (currently classified)
information be withheld, they must bracket the information. The appropriate
FOIA exemption(s) must be provided for each bracketed segment of the
document. After the document has been reviewed, the reviewing agency will
forward it to the Operations Disclosure Office.

f. when all reviews have been completed, the Disclosure Office will
complete final processing and prepare the response to the requester. The
Disclosure Cffice will expunge, in a medium that does not permit photocopying of
the exempt portions, all information within a document determined to be not
releasable.

5. FOIA Appeals.



a. A requester may adminisiratively appeal an agency's adversa initial
determination and may seek judicial review if not satisfied with the agency’s final
decision. If a court determines that agency personnel have acted arbitrarily or
capriciously in withholding records, disciplinary action against the employee
primarily responsible may be warranted.

b. If the Disclosure Officer declines to provide a record because the Officer
considers it exempt under one or more of the exemptions of the FOIA, the
decisions may be appealed by the requester, in writing, to the Operations -
designated appeliate authonty. Appeals may also be made for any determination
the public considered adveorse, to include, but not limited to, fee category claim;
disapproval of waiver or reduction of fees, fee estimates; failure to grant
expedited access; and no records determinations. Appeals must be clearly
marked as such, both on the envelope and in the body of the letier. Persons
appealing Operations denials should include a copy of the denial tefter, the case
number, a statement of the relief sought and the grounds upan which it is
brought. Appeals should be sent to the following address: Direclor, HQ
Departmental Disclosure; Privacy Office, Department of Hometand Security,
Washington, DC 20528.

C. Reading Room:

1. Frequently requestsd records described in Title 5 U.S.C. § 552(aX2)(A),
(8}, (C) and {D) (FOIA), created on or after November 1, 1996, shall be made
available electronicatly on the Operations Disclosure Office web site,

http://www.dhs.qov/dhspublic/Operations FQIA Officer.

D. Special instructiona: This issuance may not be altered without priar
coordination with Director, Operations Disclosure Office, T b 2.( {0w) 2

€. Effective Date: This directive is effective immediately.

Issued by: Derek Rieksts, Chief of Staff, Operations Coordination Directorate

On: -
Attachment:
1. Freedom of Information Suspense Tracker

10



Papol, Catherine

From: Chrislian, Cindy
Sent: Tuesday, August 22, 2006 1:14 PM
To: Papol, Catherine
Ce: Smith, Dauglas M; Avidan, Eliot
Subject; FW: Revised FOIA Requests Procedure
Attachments: FOIA Requests-Deveiopment-Aug 15.doc
=

FOIA

msts-Development-A
Hi Catherina,

Hare s S&T's "draft™ procedures on processing FOLA requests. Pleass note that this Is only the 2nd round with the writers
on this process, so there are likely edditional twaaks, but it's 8 start. As d stands now, | am putting oul aH tasks directly
untlt | get another siaff member. Once we have that person in placa will be Incorporating S&T's ExecSec end using the
Deparment-wide ECT tracking system (which is reflected in the attached procedures).

WWe welcome all comments you wish 10 contribute so that S&T i3 in line with the OHS-HGQ FOIA Office.
Thank you.
Cindy

Cynthia A. Christian

Administrative Officer for GAD. DIG, & FOIA Science and Technoiogy Office of the Under Secretary Office 10-032
(0) £ ™ RN

©  bajalbe)

Mail Stop: 2100



Papoi, Catherine

From: Zimmerman-Pate, Marty [((QIGI(E) |

Sent: Thursday, August 10, 2006 8:20 AM
To: Papoi, Catherine

Subject: FOIA Guidance from FLETC
Attachments: FOIAWebGuide pdf

Catherine:

I am enclosing a copy of the FOIA guide published on our website. It is currently the only guidance we have provided. |
noticed that this document still states that appeals must be submitted within 35 days. Our letters actually state 60 to be in
line with DHS policy. | have requested to have this corrected ASAP.

Please feel to contact me if you have any questions.

Yoi i

FOIAWebGuide.pdf
(418 KB)
Respectfully,

Marty Zimmerman-Pate

Disclosure Officer

Federal Law Enforcement Training Center
972-267-3103

912-267-3113 FAX
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Papoi, Catherine

From: Ovall, Jeffery b)(2)(|) -

Sent: Friday, August 18, 2006 12:46 PM

To: Papoi, Catherine

Subject: RE: FEMA FOIA Guidance

Attachments: FEMA FOIA INSTRUCTION, JUN 29, 2987.pdf

(b) (5) I don’t have the memo on unit
prices because it is being re-written as a result of the issues | raised last week. It hasn't been completed yet.

JeffOvalt

FOIA Specialist

Office of Chief Counsel

Federal Emergency Management Agency
Department of Homeland Security

500 C Street SW, Rm 840

Washington, DC 20472

202 646-3051

FAX 202 646-3958

(b)(2)(low)

This communication, along with any attachments, is covered by federal and state law governing electronic communications and may
contain confidential and legally privileged information. If the reader of this message is not the intended recipient, you are hereby notified
that any dissemination, distribution, use or copying of this message is strictly prohibited. If you have received this in error, please

reply immediately to the sender and delete this message. Thank you.

From: Papoi, Catherine [mailto:[(QIGIE)]
Sent: Friday, August 18, 2006 12:42 PM
To: Ovall, Jeffery

Subject: RE: FEMA FOIA Guidance

Yep. Also anything like the memo that went out on the unit prices.

From: Ovall, Jeffery [mailto{(QIGICID NG

Sent: Friday, August 18, 2006 12:33 PM
To: Papoi, Catherine
Subject: RE: FEMA FOIA Guidance

Not sure what you mean. We have a 35-page FEMA FOIA Instruction dated June 29, 1987. It's completely out of
date and obsolete. Did you want a copy of that?

JoffOvall

FOIA Specialist

Office of Chief Counsel

Federal Emergency Management Agency
Department of Homeland Security

500 C Street SW, Rm 840

Washington, DC 20472

202 646-3051

W
—

8/22/2006 S
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This communication, along with any attachments, is covered by federal and state law goveming electronic communications and ma
. ] LI 0 ,- 0 H y
contain confidential and Iegaﬂ, inleqed information, If the reader of this messaae is not the intended recipiem, you @9 nereby netified

that any dissemination, distribution, use or copying of this message is strictly prohibited. If you have received this in error, please
reply lmmdiately to the sender and delete this messme Thank you

From: Papoi, Catherlne [ma|lto (b)(2)(|ow)

Sent: Friday, August 18, 2006 8:50 AM
To: Ovall, Jeffery

Cc: Papoi, Catherine

Subject: FEMA FOIA Guidance

Hi, Jeff. | forgot to mention this during our phone call. Did you send over the existing FEMA guidance on FOIA
processing?

Catherine

8/22/2006



FOIA/PRIVACY ACT SPECIALIST
GS-0301-14

INTRODUCTION

This position is located in the General Law Division, Office of General Counsel, Federal
Emergency Management Agency (FEMA), Department of Homeland Security (DHS),
where the incumbent serves as a FOLA/Privacy Specialist directly supporting the FEMA
Freedom of Information Act (FOIA) and Privacy Act (PA) programs.

Serves as a contact within FEMA and for significant organizational segments of the
Agency, such as a Division, Office, Region, Center, or major field installation for guidance
and interpretation of standards and procedures related to FOIA and Privacy Act. Renders
judgments and conveys decisions regarding interpretations of policy.

DUTIES

As the senior FOIA Specialist, provides guidance and direction to other FOIA/Privacy Act
Specialists within the Office of General Counsel, Divisional and Regional FOLA points of
contact, and new employees on the FOIA and Privacy Act Programs. The Senior FOLA
Specialist provides comments on the work-product of other FOLA/Privacy Act Specialists,
and provides training, as necessary, to ensure that the work product is in compliance with
the FOIA and the Privacy Act.

Conducts analyses of programs and staff proposals to assure implementation of policy and
to recommend alternatives or modifications to existing policy as necessary. Develops

. guidanee to be used for implementing criteria and evaluafing programs. Reviews and
recommends legislative, regulatory, or administrative remedies in cases where there are
deficiencies in policy and issues not covered by precedent. Reviews incoming requests,
contacting the requester as required for clarification. Researches requests, identifies legal
issues, and analyzes whether there is any basis to assert an exemption to disclosure.
Conducts extensive record searches and makes disclosure determinations. Drafts outgoing
responses that ensure complete coverage of all issues, proper coordination with the
appropriate parties, and compliance with FOLA regulations and policies.

Independently performs a variety of analytical and management support duties related to the
administration of FEMA’s FOIA and PA programs. Provides advice and assistance to
FEMA Directorates, regions and offices on FOIA and PA requirements in making
determination on request for information, documents and records.

Reviews FEMA documents and records proposed by FEMA directorates, regions and offices

for release or withholding though the Office of General Counsel to ensure appropriateness
of any deletions.



Drafts and signs responses consistent with established FOIA and PA policies and
procedures. Reviews, as necessary proposed responses to FOIA and PA requests submitted
by FEMA directorate, regions and offices for signature by the appropriate office head.

Works with and supports OGC and Department of Justice attorneys involved in
administrative and court litigation, including EEO, MSPB, FLRA and all other personnel
related matters which are administratively confidential and which may involve issues
related to FOIA and PA.

Reviews, advises on, and conducts complex analyses, evaluations, or investigations in
support of organizational programs, systems, and processes, including areas where
definitions, methods, and/or data are incomplete, controversial, or uncertain, or where
boundaries of the studies are extremely broad and difficult to determine in advance. Plans
and conducts experimental analyses that result in new design guidelines, and have a
profound effect on program or mission capabilities and/or operating procedures. Develops
new methods and techniques to address novel or obscure problems for which guidelines or
precedents are not substantially applicable. Documents and reports study results to
management.
Provides advice and guidance on FOLA issues not covered by precedent. Interprets
regulations and FEMA policy regarding release of information under the FOIA and Privacy
Acts. Initiates contacts with paralegal, attorneys, high-ranking public officials, and
members of the public to give technical and procedural guidance on FOIA issues that are
without precedent.

Consults and coordinates with FEMA components and other agencies on unprecedented
procedural problems to ensure consistent FOLA processing government wide. Stays abreast

provides FEMA briefings and training programs on FOIA policy, regulations, and
procedures. Incorporates developments in FOIA and Privacy Act law and legislation
including recent court decisions and FEMA policies.

Independently researches, gathers and completes information in response to requests
referred to OGC for response. Reviews information to determine its exempt or non-exempt
status under FOIA or PA. Develops, implements, and manages the FOIA program for a
major agency component such as a region or center. Meets with agency officials and legal
counsel to determine the potential impact of FOIA activities on program operations. Makes
recommendations to improve and streamline FOIA procedures.

Compiles FOIA response data for quality control and planning purposes. Annually prepares
for agency headquarters a congressionally-mandated report delineating FOIA response
costs. Establishes, cultivates, and maintains all necessary contacts with individuals and
entitics associated with agency FOIA programs.



Prepares and updates FEMA directives or instructions on issues arising out of the FOLA and
PA. Makes recommendations for the improvement of, and ensures compliance with,
FEMA’s polices, procedures and guidelines regarding administration of the FOLA and PA.

Drafis PA statements and the notices of the System of Records for publication in the Federal
Register as necessary. Drafts FEMA's/DHS’s annual report to Congress on its
implementation of the FOIA.

Advises agency officials of any incoming request which may warrant special attention or
is deemed potentially controversial in nature and which should be coordinated with other
offices to insure consistency of responses. Handles sensitive documents in accordance
with Departmental policies and procedures. Provides program office with instructions on
special handling if required. Participates in developing and disseminating policy and
procedures regarding FEMA/DHS’s FOIA regulations and policies.

Performs other duties as assigned and performs other related duties as needs dictate.

Factor 1, KNOWLEDGE REQUIRED BY THE POSITION Level 1-8 1550 Points
The position requires: (1) Mastery of the laws, policies, and regulations in the FOIA and
PA administrative field sufficient to apply new theories and developments to problems
not susceptible to treatment by accepted methods, and make decisions or
recommendations that significantly change, interpret, or develop major public policies or
programs; (2) Mastery of a wide range of methods for the assessment and improvement of
complex programs, processes and systems; (3) Skill to plan, organize, and implement
programs, plans, and proposals involving substantial agency resources, or that require
extensive changes in established procedures; (4) Ability to recommend revisions to.
agency/department poticies and regulations Based on revisions to laws, court
interpretations, etc.; (5) Skill in analyzing written requests for information to determine
the nature of a request, its exempt or non-exempt status under FOLA and/or PA and the
best source for the requested information; (6) Ability to perform research for and select
information relevant to a request; (7) Ability to explain, both orally and in writing, the
applicability or non-applicability of the FOIA and PA; (8) Proficiency in writing, editing
and the correct usage of language; and (9) Ability to use a personal computer for a variety

of tasks, including word processing and data entry and retrieval in an automated data
base.

Factor 2, SUPERVISORY CONTROLS Level 2-5 650 Points

The supervisor provides administrative direction with assignments in terms of broadly
defined missions or functions. The employee has responsibility for independently
planning, designing, and carrying out programs, projects, studies, or other work. Results
of the work are considered technically authoritative and are normally accepted without
significant change. [f the work should be reviewed, the review concerns such matters as
fulfillment of program objectives, effect of advice and influence on the overall program,

or the contribution to the advancement of technology. Recommendations for new projects



and alteration of objectives usually are evaluated for such considerations as availability of
funds and other resources, broad program goals, or national prionties.

Factor 3, GUIDELINES Level 3-5 650 Points

Guidelines consist of general administrative policies and management and organizational
theories which require considerable adaptation and/or interpretation for application to issues
and problems studied. Administrative policies and precedent studies provide a basic outline
of results desired, but do not go into detail as to the methods used to accomplish the
project. Administrative guidelines usually cover program goals and objectives of the
employing organization. Within the context of broad regulatory guidelines the employee
may refine or develop more specific guidelines such as implementing regulations or
methods.

Guidelines include statutes, regulations, FEMA policy and directives, DHS policy and
directives, internal office procedures and precedent, and guidance provided by the
supervisor and workgroup leader. Additionally, the incumbent provides guidelines and
guidance in the form of FEMA directives, instructions and personal prcsentatlons The
incumbent is expected to use independent judgment in making decisions, using the
knowledge required by the position. Guidelines do not always cover all work situations,
which requires the incumbent to adapt to existing guidelines or, in some instances, to
develop new guidelines.

Factor 4, COMPLEXITY Level 4-5 325 Points

The incumbent is responsible for analyzing interrelated issues of effectiveness, efficiency,

and productivity of substantive mission-oriented programs. Dcvelops detmled plans, goals,

and objectives for both the jong-range and the shorf-rangé img v and -
administration of the program, and/or develops criteria for evaluating the effecuveness of
the program. Decisions conceming planning, organizing and conducting studies are
complicated by conflicting program goals and objectives. Assignments are complicated by
the need to deal with subjective concepts, the quality and quantity of actions are
measurable primarily in predictive terms, and findings and conclusions are¢ highly
subjective and not readily susceptible to verification through replication of study methods or
reevaluation of results. Options, recommendations, and conclusions take into account and
give appropriate weight to uncertainties about the data and other variables which affect

long-range program performance.

Factor 5, SCOPE AND EFFECT Level 5-§ 325 Points

Analyzes and evaluates major administrative aspects of substantive, mission-oriented
programs. Develops long-range program plans, goals, objectives, and milestones or
evaluates the effectiveness of programs conducted throughout an agency, or for a
significant organizational segment of an agency, such as a Division, Office, Region, Center,
or major field installation. Identifies and develops ways to resolve problems or cope with
issues which directly affect the accomplishment of principal program goals and objectives.



Develops administrative regulations or guidelines for the conduct of program operations or
new criteria for measuring program accomplishments. Processes the day to day requests
and responses related to FOIA and PA matters.

Factor 6, PERSONAL CONTACTS Level 6-3 60 Points

Contacts are with persons outside the agency which may include consultants, contractors,
or business executives in a moderately unstructured setting. Contacts are also with the
Under Secretary and the Office of the Under Secretary, Department officials, program
officials several managerial levels removed from the employee, and FOIA points of
contact.

Factor 7, PURPOSE OF CONTACTS Level 7-3 120 Points

The purpose of contacts is to influence managers or other officials to accept and
implement findings and recommendations on organizational improvement or program
effectiveness. The purpose is also to assist agency personnel in properly and timely
completing responses to FOIA requests and Privacy Act issues. May encounter
resistance due to such issues as organizational conflict, competing objectives, or resource
problems.

Factor 8, PHYSICAL DEMANDS Level 8-1 S Points

The work is sedentary. However, some walking, bending and lifting of books and files is
required in order to review, process or retire documents and/or files subject to requests
under FOIA and PA. Incumbent is on 24-hour call for emergency : ass1 ignments | which

Factor 9, WORK ENVIRONMENT Level 9-1 5 Points

The work is typically performed in an adequately lighted and climate controlled office.
However, it may include disaster environments and related working conditions.

Total Points 3690



Freedom of Information Act and Privacy Act
Specialist, GS-0301-12

Position Number:
Organizational Code: Office of General Counsel
Organizatlonal Locatlon: Washington, DC

Introductory Statement: This position is located in the General Law Division,
Office of General Counsel, Federal Emergency Management Agency (FEMA),
Department of Homeland Security (DHS), where the incumbent serves as the
FOIA/Privacy Specialist directly supporting the FEMA Freedom of Information
Act (FOIA) and Privacy Act (PA) programs.

This Job Analysis Worksheet documents the job analysis for this position. It
documents the relationship between the duties performed in this position and
the KSAs to be usad for recrultihg purposes. it lists each major task, the
corresponding KSA, the KSA rating, weight, whether it is essential to the job,
and whether it distinguishes superior candidates from barely acceptable
candidates.

1. KSA: Knowledge of the Freedom of Information Act (FOIA), the Privacy Act,
related portions of the Code of Federal Regulations, and FOIA/Privacy Act
policy and procedures. 7

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST
HAVE KNOWLEDGE OF THE FREEDOM OF INFORMATION ACT, THE
PRIVACY ACT, RELATED PORTIONS OF THE CODE OF FEDERAL
REGULATIONS, AND FOIA/PRIVACY ACT PROCEDURES IN ORDER TO
DEVELOP APPROPRIATE RESPONSES TO FOIA/PRIVACY ACT
REQUESTS.

Screen out KSA? no
KSA Weight: 1

MAJOR TASK:

Performs work related to the Freedom of information Act (FOIA) and Privacy
Act requests.

MAJOR TASK:
Provides advice and guidance to FEMA management, staff, and the public

regarding disclosure of agency records under the Freedom of Information Act



(FOIA) and the Privacy Act.

MAJOR TASK:
Develops, implements, and manages the program to coordinate requests for
information under the Freedom of Information Act (FOIA) and the Privacy Act.

2. KSA: Ability to communicate effectively orally.

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST
HAVE THE ABILITY TO COMMUNICATE EFFECTIVELY ORALLY IN BOTH
FORMAL AND INFORMAL SETTINGS WITH PEERS, CONSULT WITH
COLLEAGUES BOTH WITHIN AND OUTSIDE THE AGENCY, AND
FORMALLY PRESENT INFORMATION ON FOIA AND PRIVACY ACT
ISSUES AT OUTSIDE CONFERENCES AND IN AGENCY MEETINGS.

Screen out KSA? no
KSA Weight: + — —

MAJOR TASK:

Develops, implements, and manages a program to coordinate responses to
requests for information under the Freedom of Information Act (FOIA) and the
Privacy Act.

MAJOR TASK:
Performs work related to Freedom of Information Act (FOIA) and Privacy Act =~

MAJOR TASK:

Provides advice and guidance to management, staff, and the public regarding
disclosure of agency records under the Freedom of Information Act (FOIA) and
the Privacy Act.

3. KSA: Ability to communicate effectively in writing.

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST
HAVE THE ABILITY TO COMMUNICATE EFFECTIVELY IN WRITING IN
PERFORMING ADMINISTRATIVE/PROGRAM SPECIALIST WORK TO
CONVEY INFORMATION IN WRITTEN FORM SUCH AS CONTRACTS,
REPORTS, LETTERS, OR DOCUMENTS.

Screen out KSA? no
KSA Weight: 1



MAJOR TASK:
Develops, implements, and manages a program that coordinates requests for
information under the Freedom of Information Act (FOIA) and the Privacy Act.

MAJOR TASK:

Performs work related to Freedom of Information Act (FOIA) and Privacy Act
requests.

MAJOR TASK:
Provides advice and guidance to FEMA's management, staff, and the public

regarding disclosure of agency records under the Freedom of Information Act
(FOIA) and the Privacy Act.

4. KSA: Ability to effectively plan, coordinate and execute work.
OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST
HAVE THE ABILITY TO EFFECTIVELY PLAN, COORDINATE AND
EXECUTE WORK SUFFICIENTLY INCLUDING BREAKING DOWN THE
REQUIREMENTS OF THE ASSIGNED WORK INTO COMPONENTS/TASKS
THAT ARE ACCOMPLISHED BY COORDINATING WiITH FEMA PROGRAM

EMPLOYEES IN RESPONDING TO FOIA/PRIVACY ACT RESPONSES IN A
TiMELY MANNER.

Screen out KSA? no

D e = s - e e er———— e

MAJOR TASK:

Performs work related to Freedom of Information Act (FOIA) and Privacy Act
requests.

MAJOR TASK:
Provides advice and guidance to management, staff, and the public regarding

disclosure of agency records under the Freedom of Information Act (FOIA) and
the Privacy Act.

MAJOR TASK:
Develops, implements, and manages a program to coordinate requests for
information under the Freedom of Information Act (FOIA) and the Privacy Act.
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Papoi, Catherine

From: Ortiz, Magda S (]G]
Sent: Wednesday, August 16, 2006 6:23 AM
To: Papoi, Catherine

Subject: RE: Component FOIA Policy

Catherine, USCIS has not generated any FOIA policies that are not part of DHS.

Magda S. Ortiz

Chief

Information Disclosure Program

Office of Records Services

National Security & Records Verification

U.S. Citizenship and Immigration Services
phone:
fax:

From: Papoi, Catherine [mailto:((QIGI(EY]

Sent: Tuesday, August 15, 2006 8:37 AM

To: Avidan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; Holzerland,
William; Hudson, Reginald; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, Sandy;
Papoi, Catherine; Pavlik, Catrina TSA-FOIA; Sealing, Donna; Suzuki, Shari; Taylor, Donald; Worthy, Gayle;
Zimmerman-Pate, Marty

Cc: Papoi, Catherine

Subject: Component FOIA Policy

For those of you that sent your Component’s FOIA policies last Friday, as requested, thank you. For those that
did not, please send me an email indicating when | can expect to receive the information. Thanks.

-Catherine

Catherine Papoi, J.D.

Acting Director, Departmental Disclosure & FOIA
Privacy Office

Department of Homeland Security

Phone: (571) 227-3813/Fax: (571) 227-1125

This communication, along with any attachments, is covered by federal and state law governing electronic
communications and may contain confidential and tegally privileged information. If the reader of this message is
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and
delete this message. Thank you.

8/16/2006
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Papoi, Catherine

From: Holzerland, Witliam {(Q)IE )

Sent:  Tuesday, August 15, 2006 9:37 AM

To:

Papoli, Catherine

Subject: RE: Component FOIA Policy

Hi Catherine,

The OIG cumrently has na formal FOIA policy documents, beyond the existing DHS Management Directive and
DHS regs. We currently have no plans to issue any internat FOIA policy documents.
regards, ,

Bill

—----Original Message----

From: Papoi, Catherine [maiito {QIGIIN)

Sent: Tuesday, August 15, 2006 8:37 AM

To: Avidan, Elliot; Christian, Cindy; Flelds, Marshall H; Harrison, Barbara M; Hawkins, Donald K;
Holzerland, Wiltlam; Hudson, Reginald; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford
Page, Sandy; Papoi, Catherine; Pavllk, Catrina TSA-FOIA; Sealing, Donna; Suzuki, Shari; Taylor, Donald;
Worthy, Gayle; Zimmerman-Pate, Marty

Cc: Papoi, Catherine

Subject: Component FOIA Policy

For those of you that sent your Component’'s FOIA policies last Friday, as raquested, thank you. For those
that did not, please send me an email indicating when 1 can expect to receive the information. Thanks.

-Catherine

Catherine Papol, J.D.

Acting Director, Departmental Disctosure & FOIA
Privacy Office ‘
Department of Homeland Security

Phone: (571) 227-3813/Fax: {571) 227-1125

This communication, along with any attachments, Is covered by federal and state law goveming electronic
communications and may contain confidential and legally privileged information. If the reader of this
message is not the intended recipient, you are hereby nolified that any dissemination, distribution, use or
copying of this message is slriclly prohibited. If you have recaived this in error, please reply immediately to
the sender and deiete this message. Thank you.

8/17/2006
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Papoi, Catherine

From: Holzertand, Willlam [((QIEI(W)]

Sent: Thursday, August 17, 2006 10.23 AM
To: Papoi, Catherine

Subject: O1G SA Handbook

Attachments: O1G Agent's handbook .pdf

Hi Catherine,
in the FOIA policy realm, we did find mention if FOLA/PA in the Office of Investigations’ Special Agent

Handbook. 1thought | would pass it on, as it may count as “intemal FOIA policy™. it's not much, but ! thought it
worth sending.

regards,
Bili
<<0IG Agent's handbook .pdf>>

Willlam H. Holzertand
U.S. Department of Homeland Security
OIG/Office of Counsel

(b)(2)(low)

8/17/2006


vania.lockett
Rectangle


Page 1 of 1

Papoi, Catherine

From: Pavlik, Catrina <TSA-FOIA> (S]]
Sent: Tuesday, August 15, 2006 11:10 AM

To: Papoi, Catherine

Subject: RE: Component FOIA Policy

Attachments: FOIASOP4.26.06.doc

Our management directive is being concurred upon right now internally. Once completed, | will get to you and
Hugo for concurrence which should be in the next two weeks approximately. In addition, Here is our internal
SOP, This will also be modified (once all bugs are flushed out) due to the fact that we are beginning to go
paperless and maintain documents on CD ROMs and within the computer systems as attachments.

From: Papoi, Catherine

Sent: Tuesday, August 15, 2006 8:37 AM

To: Avidan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; Holzerland,
William; Hudson, Reginald; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, Sandy;
Papoi, Catherine; Pavlik, Catrina TSA-FQIA; Sealing, Donna; Suzuki, Shari; Taylor, Donald; Worthy, Gayle;
Zimmerman-Pate, Marty

Cc: Papoi, Catherine

Subject: Component FOIA Policy

For those of you that sent your Component’s FOIA policies last Friday, as requested, thank you. For those that
did not, piease send me an email indicating when | can expect to receive the information. Thanks.

-Catherine

Catherine Papoi, J.D.

Acting Director, Departmental Disclosure & FOIA
Privacy Office

Department of Homeland Security

Phone: (571) 227-3813/Fax; (571) 227-1125

This communication, along with any attachments, is covered by federal and state law governing electronic
communications and may contain confidential and legally privileged information. If the reader of this message is
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and
delete this message. Thank you.

8/16/2006




Papoi, Catherine

From: OPstasking [(SLAD)

Sent: Monday, August 14, 2006 9:48 AM

To: Papoi, Catherine

Cc: Marshall, Gloria L

Subject: ACTION ITEM FOR DHS Privacy Office

importance: High

Attachments: DRO SAMPLE EXPEDITED TREATMENT DENIAL.doc; DRO Admin Appeal Sheet.doc; DRO

SAMPLE FEE WAIVER DENIAL.doc; DRO SAMPLE PERJURY STMT ACK.doc; DRO
SampieWording.doc; DRO Billing Data Sheet.doc; DRO SAMPLE NO RECORDS
RESPONSE.doc; DRO Admin Closure.doc

----- QOriginal Message-----
From: Marshali, Glona L
Sent: Friday, August 11, 2006 2:39 PM
To: OPStasking
Cc: Gaudiaso, Giovanni; Fields, Marshall H; Rittenberg, Scot R
Subject: ACTION ITEM FOR DHS Privacy Office

Importance: High

W) ®) =) @) @®) W) E)

DRO SAMPLE  DRO Admin Appeal DRO SAMPLE FEE  DRO SAMPLE DRO DRO Billing Data DRO SAMPLE NO
'EDITED TREATMEN Sheet.doc (30... NAIVER DENIAL.d..RIURY STMT ACK.dipleWording.doc (42  Sheet.doc (30... ZCORDS RESPONSE

o

DRO Admin
Closure.doc (53 KB)

PLEASE FORWARD TO CATHERINE PAPOI, ACTING DEPARTM DISCLOSURE OFFICER

Good Afternoon,

The DHS Privacy Office requested all existing FOIA/PA guidance issued by ICE. We have attached samples of
documents we prepared for ICE's Detentlon and Removal Operations. ICE follows the DHS FOIA Regulations,
together with the FOIA Statute and the Freedom of Information Act Guide and Privacy Act Overview authored by
the Office of iInformation and Privacy, Department of Justice.

Additionally, FOIA Training Books for our FOIA Training Conference August 22 are being prepared and we wilil
provide a copy of the complete tralning book. All ICE FOIA processors received initlal FOIA training by ICE
lFOlA.(Informatlon Disclosure Unit). All FOIA Coordinators in the 28 SAC offices have been trained and recelved
the books, guides, etc. indicated above or will receive the updated versions at the August 22 tralning.

ICE has sent out various emalis to Chief Counsels regarding FOIA matters and those emails, together with the
Training Book will be delivered to the Privacy Office on Thursday, August 17.

hanks Much,




" gloxia”

Gloria L. Marshail, Chief

Information Disclosure Unit

U.S. Immigration and Customs Enforcement (ICE)
United States Department of Homeland Security

425 | Street, NW - Room 4038, Washington, DC 20536

(b)(2)(low)  ISITE(b)(2)(low) ™E(b)(2)(low) PHIEI(b)(2)(low)

NOTICE: This communication may contain privileged or otherwise confidential information. if you are not an
intended recipient or believe you received this communication In error, piease do not print, copy, retransmit,
disseminate, or otherwlise use this information. Please inform sender that you received this message in error and
delete message from your system.
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Immigration And Customs
Enforcement

Department: Departmant Of Homeland Securily
Agency: Immigration anil Ciidtems Enfarcement

Jab Announcement Number:
LAG-ABT-122008-AT-276

— o —————r e i —

FREEDOM OF INFORMATION ACT (DIRECTOR)

Salary Range: 107,521.00 - 19,724.00us0 per  Open P‘rlod:m-av October 03, 2006
your ™ Tuesday, Octobar 24, 2008

Series & Grade: 6s-00113 Position Infom.ﬁon. Full Tene Caroes/Carear
l"romotlonl"oﬁnﬁu - | butyl.ocatlonl.xm - Washington, DC
Who May Ba Considered:

Status Candidates (Merkt Pramotion Elig)

Job Summary:

This position supports our mission to prevent acts of terrorism by targsting the people, money,
and materials that support terroriat and criminal activities. OQur vision is to be the nation’s
presminent law enforcement agency, dedicated to detecting vulnerablities and preventing
violations that threatsn national security. Immigration and Customs Enforcement (ICE) was
estabiighed to combat the criminal and national ucurlty threats emergent in a post 5/11
eeronment — - e

Who Ml! APPU‘

Current Federal employess serving on a carcer or career-conditional sppointment and former
Foderal employoes with reinstatement cligibility.

Current and former Federal employees who meet the estsblished criteria in an Office of Personnel
Management Interchange Agreement,

Veterans who are preference efigibles or who have been ssparated under honorable conditions after
3 years or more of continuous service will receive consideration under the Veterans Employment

Opportunity Act (VEOA).

Orgazizationst Location: This position is located in the Office of the Assistant
Secretary, Immigration snd Customs Enforcement, Washington, D.C.

Relocation Expenses: Relocation expenses will not be peid.

Nots: One or more positions may be filled using this vacancy announcement.
Questionnaire/Supporting Documents: The Questionnaire and all supporting documents must be

A 31/ Tals 4]

bitps:recrulte. astiobs.com, ov/acuscinalactivh amicTTméAfA OB isdwinhorsrrh e __teanO?————
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submitted and received by 12:00 Midnight EDT on the cloaing date of this announcement Tuesday,
October 24, 2006.

Applications and supporting documeatation will NOT be accepted by mafl or email The
address listed below is for Inquiries only.

Key Regquiremaents:
a U.S. Ctizanship
¢ Background Security Invastigation
e Drug Screening

Dutses

Major Duties:

You will serve as the principal advisor to the Assistant Secretary and Deputy Assistant
Secretaries on all matters reiating to the public discicsure of information. You wiil formuiats
and implement policy as it relates to the Freedom of Information Act (FOIA)/Privacy Act (PA).
You wifl participste with Immigration and Customs Enforcement (ICE) arxi/or Department of
Homeland Security (DHS) attorneys in any litigation which challenges the initial or appest
detsrmination with respact to FOIA/PA requests. You will make recommendations to senior
management, or to senior Department staff on behalf of ICE, to resolve conflicts and to
promota the effective implamentation of ICE plans, programs and priorities. Oversaes the
preparation of statistical reports both for Congress and internal use to reflect ICE activities
under the FOIA/PA during each fiscal year.

You will plan work to be accomplished by subordinastes, sets goals and priorites, and prepares
schedules for completion of work. You will assign work to subordinates baged on difficulty of
assignments and staff capabilities. You wiil perform the administrative and human resource
management functions relative to the staff suparvised. You will resotve Informal complaints

~___and grievances. You will develop work improvement plans, recommending personnel actions as—— - -

B . You Wil provide advice and counsal t0 workans ralatad td work and adminstretive

matters. You will ba responsible for furthering the goals of equal empioyment opportunity
(EEQ) by taking positive steps to assure the accomplishment of affirmative action objectives
and by adharing to nondiscriminatory employment practices in regards to race, color, refigion,
sax, national origin, age, or handicap.

— _—

Qualiications and Evalustion |

Qualifications:

GS-15: You qualilfy at the GS-15 level If you possess one (1) year of specialized expariance
that equipped you with the sidils nesdad to perform the job dutias. This experienca must have
been aquivalant to ot least the GS-14 level. Exampies inciudes performing, assigning and
reviewing the compilation, analysis, indexing and overall handling of pertinent material and
information in accordance with the ACTS; suparvising a highly technical and complex
administrative program that conducts the most difficult complex and difficult research projects
and assignments pursuant to requaests for information under the Freedom of
Information/Privacy Acts.

Education requiremeats: No specialized educational requirements for this position.

https.//recruiter.usaiobs.opm. gov/sourcing/cetinh smNARINmARK 1 RAQ S isdurinhnaranh <an 1A/ MANS
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Requirements:

:.rl.s. Clﬂumhlp Candidates must be United States citizens and present proof of citizenship,

Time In Grade: Tima In grade reatrictions must be met by the closing date of this
announcemant. Applicants must have at least 52 waeks of service aquivalent to the next lower
grade lavel in the normal ling of progression for the position to be Niled.

Qualifications by Closing Date: Uniess otherwise noted, you must meet all qualification and
eligibility requiremants by the closing data of the announcement Tuesday, October 24, 2006.

Background Security Investigation: You will need to successfully complets a background
security investigation before you can be appointed into this position.

Drug Testing: You must submit to a drug test and receive 8 negative drug test result before
you can be appointed into this position. After appointment, you will ba subject to random
testing for illegal drug use.

... Supsrvisory/Managerial Probetionary serve a

month probationary periad upon appointment to thb position. You may also be raquired to
complete an appropriate suparvisory training course within one year of assignment to this
position.

How You Will Be Evaluated:
Evaluations

You will be evalusted based upon the reaponess you provide on the job speoific questionnaire that is

,mnmdmwwmﬁ o — T T

Mhhﬂumdmywwﬂombovuﬂhﬂbumﬂdhmwmm-
mmmmmmwmmmmmmm-nm
procoss. This verification could cocur at any stage of the appiication proosss. Any sxaggerstion of your
wmmumbmmmummmummm
hiring you, or for firing you after you bagin work.

———

Benefits and Other tnformation |

Benefits:
Benefits

The Federal govemnmant offers a number of exceptional bengfits to its employses. Thess benefits include,
but are not limited to: health care, ife insurance, flexibie spending and dependent care accounts, snnual and
sick ieave, long-tarm care insurance, and retirament savinga plans, and traneit subsidies. For more

information about these benefits, please visk http.//wiww.usajobs.opm.gov/eifl.asp

Other Information;
Other Information

Individuais who have special priority selection rights under the Agency Career Transition
Assistance Program (CTAP) or the Interagency Carser Transition Assistance Program (ICTAP)

httna//racriiter naainhe mm onv/eanseimm/naliah nanBakiT-0L3 10LAR: 2. Lo, . ¢ cAltmane
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must ba well qualified for the position to recaive consideration for speclal priority selection. To
be well-qualified and exercise selection priority for this vacancy, displaced Federal employees
must be rated at 85 or above on the rating criteria for this position. For thoss instances where
the best qualified lists include applicants with scores less than 85, the well-qualified score
becomes the Jowest score on the best qualified list. CTAP and ICTAP eligibles must submit one
of the following as proof of eliglbility for the special selection priority: a separation notice; a
"Notice of Personnal Action® (SF-50) or equivalent that documants separation; an agency
certification that you cannot be placed after injury compensation has been tarminated; an OPM
notification that your disablity annulty has been terminated; OR a Miiitary Department or
National Guard Bureau neotification that you are retired under 5 U.S.C. 8337(h) or 8456.

If you are & current carcer or career-conditional Federal amployee or former Federal employee
who has reinstatement aligibllity, you may ba required, at a later date, to submit additional
documentation that supports your claim and reflects career or career-conditional tenure If you
are unabie to provide the required documentation, you will not be given further consideration
under this announcemant.

If you sre filing under the VEOA (Vetsrans Employmaent Opportunity Act) or the VRA (Veterane
Recruitment Authority), you must include in your application package a copy of your DD-214 or
othar proof of eligibility. If you are still on active duty, you may submit 3 statement of sarvice

— e from your-unit-which-
the campaign medals you hava received. For more lnformauon on the VEOA and VRA, oomult
the Vets Guide at: hitp://www.gpm.gov/yeterans/html/vetguide.htm

Promotion Potential: When promotion potential is shown, the agency is not making a
commitment and is not obligated to provide future promotions to you if you are selected.
Future promotions will be dependant on your ability to perform the duties at a higher level, tha
continuing need for an amployee assigned to the higher level, and administrative approval.

1f this is a supervisory position, under provisions of the Civil Service Reform Act, first ime
supervisors and/or managers will be raquired to serve a 1-year probationary pertod. You may o

- gigey be required: to-complets anm appropriste SUPANESTY tralning course wEhinthe onayesarof —
assignment to this position.

You must submit ail required Iinformation by the closing date. If materials are not received,
your application will be evaluated solely on the !nformation avallable and you may not recsive
full consideration or may not be considered eligible. Alwo, if you do not provide an smail
address, you will not be notified of the outcoma of your application.

All agency ampiayees are required to participate In Direct Deposit/Blectronic Funds Transfer for
salary payments.

Equal Employment Opportunity: The agency is an Equal Opportunity Employer. AN candidates
will be considered regardiess of their race, color, religion, sex, national origin, age, sexual
orientation, protected genetic information, status as a parent, lawful political affiliation, marital
status, physical/mental disabilty (if not a job factor), membership or non-membaership In an
employee organization, or any other nonmerit factor.

Applicants requiring reasonable accommodations for any part of the application and hiring
process should contact tha Human Resources Office Rapresentative listed on this
announcemant. Determinations on requests for reasonable accommodation will be made on a
case-by-case basis.

Important! All the information you provide may be verified by a review of the work experiance

httog/frecmitar naminhe Anm oav/eanmine/aatiah nemahiT—10£9106A 0 513 - .
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and/or education as shown an your application forms, by checking references and through
cthar means, such as the Intarview procass. Any exaggerstion of your experience, faise
statements, or attempts to concesl information may be grounds for not hiring you, or for firing

you after you begin work.

s a——— - ———_
’

How 1o Apply

How To Apply:
You must compiate he oniine occupational questionnaire and submit a resume 10 receive consideration for

this vacancy announcement. Plense be aure to respond o all questions in the onfine questionnaire.
Omissions or errars may affect your rating or result in your being rated ineligible.

To start & new occupational questionnaire, click the link beiow. Once you have completed the occupationsl
questionnaire sslect the “Finiah” button. At the next screen dlick the “Submit” bution.

hitos://www.hr-services, org/usasoniinaapp/usasoniineagp . aspx

To save an incomplete cocupational questionnaire and retum iater, ciick the "Save” button at the top or
bottorn of each of the pages and click the “Logout” bution.

and compiets the requesied
information on the right hand sids of the scresn. Once you have compieted the oooupational questionnaire
dick tha “Finigh™ button. Al the next saresn cliok the #” bution,
To upload a resume or other document

1.  Aftar you have ciicked the submit button you may upioad your resums. Click the “Te upload a resume
for this position ofiok hare” bution,

2. At the Document Upload scresn, select the typs of dacument you are attaching for upioad from the drop
down manu on the left aide of the scresn.

TS, Ciick 1V "BrowWss” DUtON and atmcs 1% e YU winil 15 SUDMIL

4. Ciick the "Upload” button o submit the document fle. You will recsive an "Uplosd Successful®
acknowladgement when the fie has basn received.

To fax a resums or other document

Clldtmholhkbdowbd;ﬂnhtpoddmﬂhﬂmm

to.//atafing.com.goviad zover.od Mmmmmmnammmumm
numhuuuzm.mmaml hhobbdumamﬂndhdommw
resume with the rest of your
The fax numbaer s 1-478-757-3144.

Please note, if you wish to use your USAJOBS resume, print the resume and fax this to 1-478-757-3144.

To verity everything subrmitted is successfully received, follow thesa (These be
modwhlbﬂnmnoy:umnmbm) oo $19ps can only

1, Ge fo hitpg://www.br-services.Qrg/ysasoniineapp/usasonlineapp, aspx and log in the box
mhﬂqﬁhdemdmpm andiog 1 ushg the

2. Click the radio button for this Vacancy identification Number: ML 122888 Click Select s Vacancy.
3. Meke sure that all of your documents appear on the table with a status of Processed.

hittr://reacniiter eainhe rm Anv/sasnian/asdich caa LT sarataran: o -
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Required Documents:
Reguired Documents

m addition to compieting an on-line questicnnaire and submilting an on-ina resumas, the following supporting
documents must be receivad by the closing dste of this announcement,

Vetsrans' documentation If ing under VEOA, VRA or claiming vetarans’ preference (e.g., DD-214 or
statament of servics, VA letter, SF-15), If you are fling under the VEOA (Veterana Employment

Act) or the VRA (Veterans Recrultmant Authority), you must include in your sppilication package a copy of
your DD-214 or ather proof of elighiity. If you are sill on active duty, you may submit a statement of service
from your unit which states the date you entered active duty, the date you are separating, and the campaign
medals you heve received. For mors information on the VROA and VRA, consult the Vels Guide at:
hitp.//www.onm.gov/vetemng/hitmi/vetauide: asp

Transcripts ¥ basing your qualifications on sducstion. This sducstion must bs from an ingtitution sccredited
by an accrediting agency recognized by the U.S. Depertment of Education.

Proof of Eligibility if applying for considerstion under a priority selection program (e.g., CTAPACTAP) or &
mmmﬂw. individuals who have apecial priorty selaction rights under the Agency Caroer

v—#m*—*wmm*gmmmmum priority selection. To be well-
qusiified and exercise salection priority for this vacancy, dispiaced Federal empioyess must be rated at 83 or
sbove on the rating criteria for this position. For thasa instances whaere the best quaiified tists inchude
applicents with scores less than 85, mmmmunmtmmmum

chAPmulcTApdwumusMunamm ddmmmwm

Bureau notification that you are retired under 8 U.8.C. mm:)orm

mdmlmummumammm
A . i - r umummm S
e Aﬂ!ﬂ!ﬂ_ ’m&n. pi o m&’_ - -

Your sppiication and sl supporting dooumentation must be received by 12:00 (Esstem Tims) on the
mmmmHMthymm«mghu blh-only)m

Applications and supporting documentstion will not be sccepted by mal. If you are unabis to apply on-line,
contact the Human Resources Office representative isied on this announcemant at least one dey prior to the
viosing date for further instructione.

Contact Information:
Rizalina T. Takeda
Phone: (949)380-3025
Email; Riza.Takeda@dhs.gov

Or write:

Laguna Service Center
24000 Avila Road Sth Floor
Laguna Niguel, CA 92677
USA

httpa://recruiter.usaiobs. anm caviaawrina/netiah amd LT _i84710rna
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What To Expect Next:
What To Expect Next

We expect to make a salection within 90 days of the closing dete of this announcement.
You will be notified of the outcome. I further evaiuation or interviews are required you will
be contacted.

EEO Policy Statement L

Tha United States Governmant does not discriminate In employment on the basis of race,
color, refigion, sax, national origin, political affillation, sexua! orientation, marital status,
disability, age, membership in an employee organization, or other non-merit factor.

. —— {0 e—

Ressonable Accommadation PORCy Statemant

Federal agencies must provids reasonable accommodation to applicants with disabilities where
appropriata. Applicants requiring reasonabls accommodation for any part of the appiication and

P.28-83
L agh 1 UL/ X

_hm;vggs;_,mﬂg_ﬂaﬁmmwmwmﬂ
7 reasonable accommodation will ba mada on a case-by-casa basis.

@ Questionst

For quastions about this job:
Rizalina T. Takeda

Phone: (949)360-3025
Email: Riza.Takeda@dhs.gov

USAJOBS Control Number: 750754

)

https.//recruiter.usaiobs.oom. sav/amiming/catink senBahT=4062 106N Rics .0 . eoemn-
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Immigration And Customs
Enforcement

Department: Department Of Hemelund Security
Agency: Immigration snd Cusioms Enfercament

Job Announcomant Numben
LAG-AST-123083-RT-284

PARALEGAL SPECIALIST (POIA/PA)

Sal RENGEG! +4,856.00 - 4,550.00 USD per year  Opan Pariod: Friday, October 20, 2008
oy © Pridey, Novembar 10, 2008

Series & Grade: c3-0050-00/12 Position Information: A Tme Career/Career
__Promotion Potentiali i1 — —— — Duty Locations: rew vicwrows - wammingeex, 0

Who May Be Considered:

Status Candidetes (Marit Promotion Eig)

Job Summary:

This position supports our mission to prevent acts of terrorism by targeting the paople, money,
and matarials that support terrorist and criminal activities. Our vision Is to be the nation’s
preeminent law enforcement agency, dedicated to detecting vuinerabiikies and preventing
violations that threaten national security. Immigrstion and Customs Enforcement (1CE) was
established to combat the criminal and national security thraats emergent in a post 5/11
anvironmant.

wmw . U U USRIV U U
Current Federal cmployees scrving on a caresr or career-conditional appointment.

Current and former Federal eamployees within the local comeuting ares who meat the established
criteria in an Office of Personnel Management Interchange Agreement.

Veterans who are preference eligibles ar who have been separated under honorsble conditions after
3ymmmmofommmuﬂumnmvemduﬁwmduﬂnvwﬁmpbym

Opportunity Act (VEOA).

Orgasizational Location: This position is located in the Office of the Assistant
qutnmtofﬂomhndSacmty,Imnﬂmﬁonmdomﬂnfomunm,Wuhmgm,DC

Relocation Expenses: Relocation expenses will not be paid.

Note:One or more positions may be filled using this vacancy announcement.

mm-Mlmmmh.mMmmmmmppomngdommmwbo
submitted and received by 12:00 Midnight EDT on the closing date of this announcement Priday,

httpl:lheenﬁtw.uqiobl.opm.guvlmuch.lpdob.w?johmd%mn-job.mh.uu... 10/4/2
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November 10, 2006.

Applications and supporting documentation will NOT be acceptsd by mail or email.The
address listed below is for inquiries oaly.

Keay Requirements;
¢ U.S. Cltizenship
¢ Background Security Investigation
¢ Drug Screening

Duties

Major Duties:
You will review outgoing FOIA/PA responses to ensure proper cocrdination with appropriste
parties, compllance with FOIA/PA regulations and policies, and ensure full response to the
request. You will research and analyzs legal issues thet arise in conjunction with handiing
compiex initial requests for agency records. You will perform lagal administrative duties
concarning hearings, appeals, Iigation and advisory services. You will provide guidance
regarding FOIA/PA reguiations, disclosure of agency records, exemptions from full or partial
disclosure, and confidential business information. You will prepare necassary correspondence
- - -tor substantiate the reasons TOF denying request. You will process classified documents in
accordance with policy and different lavels of government security classification regulations.
You will canfer and negotiates with managers and their staffs at ail levels, both within the
Depeartment of Homeland Security (DHS) and othar government agencies, requesters of
FOIA/PA iegal/policy questions that arise in the context of processing requests. You will
examine casa fllas prepared by other paralegal specialists in the unit to determine Issues and
sufficlency of evidence and documentation.

Quabfications and Bvalustion |

—— 480 s " L e e merew amems

__ Quulifications: S

GS-9: You qualify at the GS-9 level If you poasess one (1) year of speciaiized experiance that
equipped you with the skifls needed to perforn the job duties. This experience must have besn
equivaient to st least the GS-7 grade level. Examples indude preparing affidavit s, litigation
reports, correspondence, notices, intarnal memoranda, or othar documentation ag necessary;
ability to gather information and discuss the processing of information with Individuals at
various leveis within and outside the agency.

GS-11: You qualify at the GS-11 level ¥ you possess one (1) year of specialized experience
that equipped you with the skiils needed to perform the job duties. This sxperiance must have
been equivalent to at least the GS-9 grade level, Exampies include expert knowledge of
analytical and evaiuative methaods in order to research, interpret, and apply a vast number of
FOIA/PA statues and precedents when denying accass to information and to determine the
impact of the relessed information on agency operations.

GS-12: You qualify at the GS-12 level if you possess ona (1) year of specialized experiance
that equipped you with the skills needed to perform the job duties. This axperience must have
been equivaient to at least the GS-11 grade level. Examples include experiance researching
legisiative history/precedent cases/decisions applicable to FOIA/PA cases for information and
substantisting the rationale for action taken in event of appeal; analyzing and evaluating
avidance or questions related to FOIA/PA programs; and investigating the details Involved In a
FOIA/PA matter, determining data naeds and evaiuating the sufficiency of that data.

hﬂpn:/hmdu.mqohmm/mypﬁob.q?jobmdnmwwmhm.. 10/4/2007
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EDUCATION:

GS-9: You may substitute a Master's degree or 2 full years of graduate education in &
qualifying field or a LLB./1.D. degree for the experiance required at the GS-9 grade level. A
course of study In the natural or social sciances, engineering, or military science is qualifying.
Such education must have been obtained in an accredited college or university and
demonstrata the skills necassary to do tha work. Chack with your school to determina how
many credit hours comprise two years of graduats aducation. If that information is not
available, usa 36 semestar or 54 quarter hours.

GS-11: You may substitute a doctoral degree or three full years of progressively higher-level
graduate education leading to such a degree in a qualifying fleld for expertence at the GS-11
grade level. Such education must have been obtained In an accredited college or university and
demonstrate the knowledge, skills, snd sbilities necassary to do the work of this position.
Check with your schooi to determine how many credit hours compriss three years of graduate
study. If that information is not available, use 54 Semaster or 81 quarter hours.

Appropriate combinations of successfully compieted post-high schoo! education and experiance
aiso may be used to mest the total qualification requirements for the GS-9 and 11 grade
levals. (Refer to the U.S. Customs and Border Protection web site at www.cbp.gov for
information on how to combing experience and education.

Requirements:

’l;l.s. Chtizenship: Candidates must be United States citizens and present proof of citizenship, if

Time ln Grade: Time in grade restrictions must be met by the closing date of this announcement.
Applicsats must have at least 52 weeks of service equivalent to the next lower grade level in the
normal line of progression for the position to be filled.

- Qualifications by Closiey Date; Unlzas otfiarwiss noied, you must meet all qualification eod-
cligibility requirements by the closing date of the announcement Friday, November 10, 2006.

Backgroand Security Investigation: You will need to successfull lete a background

Drug Testing: You muat submit to a drug test and receive a negative drug test result before you can
g;;ppomadnmﬂlicpuiﬁon. After sppointment, you will be subject 10 random testing for illegal
use.

How You Will Be Evaluated:

Bvaluations

You will be svaluated based upon the responses you provide on the job naire

roquired ss part of the appiication process for this position, wauwbmmmm'm' and

assigned a score ranging from 70 o 100 . Cand
e o G ;o-'hb idates will be referrad for selection in accordence with

Al the information you provide may be verified by a raview of the work experience and/or education
Mmmrmmmwmmwmmw.um“ﬂwhh;w

httpe://recruiter. usajoba. opm. gov/sourving/gatjoh. asp7jobID=49297794&jsd=jobscarch.usa... 10/4/2007
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This verification could occur st any stage of the applicstion process. Any axaggerstion of your
Mmu.mmmu.umuwm information may be grounds for rating you ineligbie. not
hiring you, or for firlng you after you begin work,

Benefits and Other Information ~l_____,___,. .
Benefits:
Benefits

The Federal government cffers 8 number of exceptional benefits 1o its employees. These benefits include,
but are not limiiad 10: heslth care, iife insurance, flaxible spending end dapendent care accounts, annuat and
siok leave, long-term care insurance, and retiremaent ssvings piens, end transit subsidias. Far mare
information about thess benefits. pleeee visit http://www usajobs.opm.gov/ei6].asp

Other Information:
Other Information

Individuals who have special priority salaction rights under the Agency Caresr Transition

Asgistance Program (CTAP) or the Interagency Caraar Transition Assistance Program (ICTAP)

must ba wall quaiified for the position to recaive consideration for spacial priority salection. To

ba wall-qualified and axercise sslection priority for this vacancy, displaced Federal employees
' -eritariafor this positior. '

 eme et —

on-the-rating T Por thos® IrgCances where
the bast qualifiad lists include applicants with scores less than 85, the well-qualifiad score
becomes the lowest score on the best qualified list. CTAP and ICTAP ¢iigidies must submit one
of tha following as proof of eligibliity for the special selection priority: a separation notice; a
"Notice of Personnel Action® (SF-50) or equivaient that documents separation; an agency
certification that you cannot be piaced after injury compensation has bean terminated; an OPM
notification that your disabiiity annuity has been terminated; OR a Military Department or
Netional Guard Bureau notification that you are retired under 5 U.S5.C. 8337(h) or 8456,

If you are a current caresr or carser-conditional Federal smployss or former Federal smployse
who has reinstatement aligibility, you may ba required, at a later date, to submit additional _
are unsble to provide the requirtd dotumentation, you will not be given further congideration
under this announcament.

If you are fiiing under the VEOA (Vetsrans Employment Opportunity Act) or the VRA (Veterans
Racruitment Authority), you must include in your spplication package a copy of your DD-214 or
other proof of eligibliity. If you are stil on active duty, you may submit a statement of service
from your unit which statas the date you entered active duty, the date you are separating, and
the ampalg‘:. medails you have received. For more information on the VEOA and VRA, consult
the Vets Guide at: hitp: A . etery ptguick

Promotion Potential: When promotion potential is shown, the agancy Is not making a
commitment and is not obligatad to provide future promotions to you if you are selected.
Future promotions will be dependent on your abifity to perform the duties at a higher level, the
continuing need for an empioyes assigned to the higher level, and administrative approval.

If this is a supervisory position, under provisions of the Clvil Servica Reform Act, first time
supervisors and/or managars will be required to serve a 1-yesr probationary period. You may

also be required to complets an appropriate supervisory training course within the one year of
assignment to this position,

You must submit all required Information by the closing date. If materials are not recaived,

bttps-//recruiter.ussjobe.opm. gov/sourcing/ getjob. aspobID=49297794&jsd=jobsearch.usa... 10/4/2007
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your application wiil be evaluated solely on the information available and you may not receive
full consideration or may not be considered etigible. Also, If you do not provide an email
address, you will not be notified of the outcome of your application.

All agency employees are required to participate in Direct Deposit/Electronic Funds Transfer for
salary payments.

Equal Employmant Opportunity: The agency Is an Equal Opportunity Employer. All candidates
wiil ba considered regardiess of their race, color, religion, sex, netional origin, age, sexual
orientation, protected genetic information, status as a parent, lawfu! political affilation, marital
status, physicaVmantal disability (i not a job factor), membership or non-membership in an
empioyee organization, or any other nonmertt factor.

Applicants requiring ressonabie accommodations for any part of the application and hiring
process should contact the Human Resources Offica Representative listed on this
announcement. Determinations on requests for reasonabla accommadstion will be made on »
case-by-case basis.

Important! All tha Information you provide may be verified by a review of the work experience

and/or education as shown on your appiication forms, by checking references and through

other means, such as tha interview Drocess. Any exaggersation of your experiencs, faise

statements, or attampts to concaal information may be grou D
e

How to Apply

How To Apply:

You muat compiets the oniine occupationsl queationnaire snd submit 8 resume 1o raceive consideration for
this vacancy snnouncament. Please be sure (o reapend to all guestions In the oniine questionnaire.
Ommiesions or emors may affect your raling or result in your being rated ineligible.

e — T are— ——— " i ah = - - m . e

To start @ new occupational questionnaire, digk the link balow. Once have compieted theocoupetional
- quastionnaice select the “Finieh™ button: MMNMMM“ — T
s2sonlineapp/usasoniinesph. AspxX

RELf:/ZvretoL. ht-shrvicas,ora/

To save an incomplets octupetional questionnaine and retum ister, click the "Save” button st te top or
bottorn of each of the pages and click the “Logout” bution,

Iomurbmmwm,wnlmm

tips.//www.hr-secvices. org/usasoniinaapp/usssoniinespp. agpx and compiete the requasted
information on the right hand side of the scresn. Once yau have compieted the occupetionsl questionnaire
click the “Finish” button, Mhmmdﬁh#ﬁnﬂ'm ¢

Yo upload a resume or other document

1. Afler you have clicked the submit bution upload rasume. Click the upioad a resume
for this posttion alick here® butlon. T T T To !

2. At the Dacument scroen, select he
gl mhmd” . type of documaent you sre attaching for upload from the drop

3. Click the "Browsse" bution and atimch the fle you went to submit.
4. Click the "Upload® button %0 submit the document file. You will receive an "Upiload Succassiul®

hitps://recruiter.usajobs.opm.gov/sourcing/getjob.asp?obID=49297794&jsd=jobscarch.usa... 10/4/2007
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acknowledgement when the fiis has besn mceived.

To fax » resume ar other document

Click on the link below to cbtain the special appiication cover page.
; . Make surs that you include the 8-character vacency identification

number ML123083, your name, and SSN in the biacks provided or we will not be abie to associate your
resume with the rest of your appiication,
The fax nurnber is 1.-478-757-3144.

Please note, If you wish [6 use your USAJOBS resuma, print the resume and fax this 10 1-478-767-3144.

To varity everything you submittad is successfully received, foow thess steps: (These steps can only be
used while the announcement Is open.)

px and log in using the box

1. ab AWW . N-S8rYsEes. Ol
on the right hand side of the page.

2.  Glick the radio button for this Vacancy identincation Number: ML 123963 Click Select ¢ Vacency.
3. Make sure that all of your documents appaar on the table with 8 status of Processed.

——————Requived Docomentst”
Required Documants

in addition to completing an on-Ene Questionnaire and submiiting an on-ing resume, the following supporting
documents must be received by the ciosing date of this announcement.

Veterans' documaniation if fling under VEOA, VRA or claiming velsrans’ {e.g.. DD-214 or
siatement of servios, VA letier, SF-18). if you are fing under the VEQA (Velerans Employment Opportunity
Act) or the VRA (Veterams Recruliment Authority), you must inciude in your epplicaiion package a copy of
your DD-214 or other proof of eligiblilty. It you are stll on active duty, you may submit a stetement of service

madals you have received. Fer mere information on the VEOA and VRA, corwult the Vet Guss st —
http: /voww.opm.gav/vetamns/html/vetguide asp .

Transoripts ¥ basing your qualifications on education. This aducation must be from an insthution accredited
by an accrediting agency recognized by the U.S. Depariment of Education.

Proof of Eligihiity ¥ applying for considerstion under & priority selection program (e.g., CTAP/ICTAP) or 8
special appointing authorily. individuals who have specisl priority eslection rights under the Agency Career
Transiion Assistance Program (CTAP) or the intersgency Caresr Transition Assistance Program (ICTAP)
must be well quaiified for the position to recsive consideration for special priority selection. To be well-
qualified and axercise seiection priority for this vecancy, displaced Federal empioyses must be raind at 85 or
above on the reting criteria for this position. For thoss instances whare the best quaiifiad lists include
appiicants with scores lesa than 85, the well-quallfled score becormes the lowest 3core on the best qualified
list. CTAP and ICTAP eligibles must submit ane of the following as proof of eligibility for the special selection
priority: 8 sepuration notice; s "Notice of Personnel Action® (SF-50) or aquivalent that documents ;
mwmmly;umhzwmmmmmmmmmom
notification insbilty annuity trminated; 8 Milkery Depariment or Nationsl Guard
Bureau notification that you ere retired under § U.8.C. 8337(h) or 8456.

Proof of Eligibiiity ¥ applying for consideration under the Office of Pereonnel Management interchange
mm&mwwmmrumme
Agreament submit slighyiity as & Notice of Personnei Action, !
appropriete d ' & separation notice, or other

hitpe://recruiter.usajobs.opm. gov/sourcing/ setjob.asp %obID=49297794&])sd=jobsearch.usa... 10/4/2007
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Your appiication and all supporting documentation must be received by 12:00 midnight (Eastem Time) on the

closing date, Note that you wil be aliowed 10 apply more than once but the laat sppiication is the onty one
that wis be used.

piications and supporting documentstion will not be accepted by mail. ¥ you are unable to apply on-ine,
gnmmo:mmomwlmmmﬂmnmﬁnuwmmmmm
closing dete for further instructiona.

Contact Information:
HR Assistant
Phonae: (949)360-3058
Email: Hrasstdro@dhs.gov

Or write:

Laguna Service Center
24000 Avila Road Sth Floor
Laguna Niguel, CA 92677
USA

What To Expect Next; o
. _What Ta Expect Next—— -

We expect to make a selection within 90 days of the closing date of this announcement.

You will be notified of the outcome. If further evaluation or Interviews are required you will
be contactad.

2BO Policy Statament L.

The United Statas Government doas not discriminate in employment on the basis of race,
color, religion, sex, national origin, political affiliation, sexual orientation, maritaistatus, =
_ .. disabiity, ags, membership in-an employee orgenization, or other ron-ment factor. . . .

" am e - - ——————— -

Reasonsbie Accommadation Policy Statament |

Federal agencies must provide reasonable accommodation to applicants with disabilities where
appropriste. Applicants requiring reasonable scocommodation for any part of the application and

hirtng process should contact the hiring agency directly. Determinations on requasts for
reasonable accommodation will be made on a case-by-case basis.

Sand Mall to:

Laguna Service Center
24000 Avila Road 5th Floor
Laguna Niguel, CA 92677
USA

hitpe://recruiter.ussjobs.opm. gov/sourcing/getob.asp HobID=d9297794& sd=iobgearch usa... 10/4/2007
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@) Questiont

For quastions about this join
HR Assistant

Phone: (949)360-3058
Email: Hrasstdro@dhs.gov

USAIOBS Control Number: 761625

hitpa2/recruiter.ustiobs.opm gov/sourcing/getjob.asp HobID=4929T754&jadwiobscarch.usa... 1042007
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Immigration And Customs
Enforcement

Department: Department Of Homelond Sacurity
Agency: Immigration end Customs Exfarcoment

Job Announcement Numbean
LAS-FOR-153043-AT-408

PARALEGAL SPECIALIST (SENIOR) (FOIA/PA)

Salary Range: 79.397.00 - 103,220.00 UsD per yeor Opan Perlod: Tuaday, Septamber 18, 2007
to Mondey, September 24, 2007

Series & Grade: 0s-0950-13 Position Information: Au ime Career/Carenr
e Pp@motion Potentialr i | Duty Locations: : vecancy - Washington, e

Who May Be Considered!

Status Candidetes (Merk Promotion Ehg)

Job Summary:

Protacting National Security and Upholding Public Satety

Immigration and Custorns Enforcement (ICE) utilizes the government's sacond lsrgest cadra of
Ilaw enforcement officers to ensure our nation's economic, transportation, and infrastructure
sacurity. ICE enforces immigration and customs laws and protects federal facilities. Our

miented and courageous workforom identifies criminal activities and eliminates vulnerabliities =

Bopmofﬂnnhﬂim-dehdhgmuﬁmd:wghthed&dopmumduﬁﬁﬂimofemﬁu—
odge systems, procedures, and teclmologies to target the people, money, and materials that support
tervorism and criminal activity.

At ICE, our staff enjoys diverse career opportunities. We:

¢ Detect and expose identity and benefit fraud

¢ Investigate the illegal export of weapons and sensitive technologies

¢ Combat human smuggling and trafficking operations

o Fight child exploitation by utilizing the technology of our cyber crimes centar and working in
parmnership with lsw enforcement agencies around the world

¢ Protect critical infrastructure and ensure fair labor standards at key worksites like nuciear and
chemical plants

o Investigate financial crimes

« Investigate all types of contraband smuggling

ICE is the primary investigative arm of the Department of Homeland Security (DHS). With more

than 16,000 amployees in 400 offices around the world, ICE is a key component of the DHS lsyered
defense approach to protecting our nation.

hitps://recruiter.ussjobs.opm. gov/sourcing/getiob.asp 2obID=62461063&isd=icbsearch.unn.  10vA0NV7
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APPLICATIONS AND SUPPORTING DOCUMENTATION WILL NOT BE ACCEPTED
BY MAIL OR EMAIL.

Who May Apply: Current U.S. Immigrstion and Customs Enforcement employees in the
competitive service who sre serving on a caresr or career-conditional appomtment and work within
the local commuting area.

Organizational Location: This position is located in the Offico of Aasistant Secretary, FOIA Unit,
U.S. Immigration and Customs Enforcement, Washington, D.C.

Relocation Expenses: Relocation expenses will not be paid.

Note: One or more positions may be filled using this vacancy announcement.
mmmms-?mmmmwmmmmmNnu
submitted and received by 12:00 Midnight Eastam Tims on the closing date of this axmouncement
Monday, September 24, 2007

MORTANTNO‘I‘! Wohﬂmmuoumhmmwm“
enllnyon -nﬁo"ﬂwuw hboroeeﬂuhthhtrormp-by-
step instructions on how to sabmit your resume, supporting documentation, and complete the

occupational questionnsirve. Fallure to follow the "How to Apply” instractions will result la
loss of considerntion. :

Key Requirements:
« U.S. Cittzenship
« Background Security Invuﬁgatlon
. Dnm Scmnlql , E

Dutwus

Major Duties:

You will sarve as a senior Paralegal Spedialist iocated at the headquarters level and you will be
responsible for ong or more of tha following functions: (1) serves as an advisor and technical
expert in areas of the Fresdom of Information Act (FOLA) and/or the Privacy Act (PA); (2)
conducts research for tha preparation of legal opinions on mattars of intarest to the agency:
(3) performs substantive legal analysis of requests for information under the provisions of
various acts; (4) or other similar lega! support functions which require discrstion and
independent judgmaent in the application of » spacialized knowledge of laws, precedent
decisions, regulations, agency policies and practices, and judicial or administrative
proceedings.You will ensurs proper implementation of agency-wide FOLA/PA policies and
procedures including internal agency procedures and guldelines based upon new or revised
legtslation or recommendations for a significant organization component of an agency. You will
represent the agency when contacting requesters inciuding officiais and representatives from
contractors, other government agancies (Redaral, stats, local and foreign), Congress, private
immigration Arms, naws media, atc. on FOIA/PA matters that are unusual, complex,
controvarsial, or sansitive,

Quonnmm and Balusion |

—— e ————

hitps:/recruiter.usajobs.opm. gov/sourcing/getjob.aspJobID=62451063&jsd=jobeenrch.uss... 10/4/2007
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Qualifications:

GS-13: You qualify at the GS-13 level if you possess one (1) year of specialized experience
that equippad you with the skills needad to parform the job duties. This experience must have
been equivalent to at least the GS-12 grade level. Examplas include expert knowiedge of
Federal Law, Department regulations, policies and procadures refated to the Freedom of
Information/Privacy Act Programs; plan, devslop, intarpret, and resoive broad, compiex and/or
unprecedented problems within the agency and analyzing Departmaent policy changes and
decisional iaw to ensure adequacy of FOIA/PA policies and for training purposes.

Requirements

U.S. Citizenship: Candidates must be United States citizens and present proof of oitizenship, if
selected.

Time in Grade: Time in grade restrictions must be met by the closing date of this sunouncement.
Applicants must have at loast 52 weeks of service equivalent to the next lower grade level in the
normal line of progression for the position to be filled.

Quaiificatisas by Closing Dste: You must meet all qualification requirements by 12:00 Midnight
~ Esstern time on the closing date of the sancunosment Mondsy, Soptember 24; 2007, Plemno®s
that qualification claims will be subject to verification,

Background Security Investigation: You will need to successfully complete a background
investigation before you can be appointed into this position.

Drug Testing: You must submit to a drug test and receive a negative drug test result before you can
mwmmmmmmmnummwmmnw
use.

How You \MIII lc mm i R

You will bs avaiusted based upon the responess you pravide on the job specific questionneire thet is
required se part of tha application process for this poaltion. You will be rated based on your responses and
m-mmmnmwm Candidsins witl be referred for ssieciion in accordance with
the terms of the agency marit promotion plan.

All the information you provide may be verified by a review of the work experience and/or education as
shown on your appiication forms, by checking references and through other means, such as he interview
WmﬂuMnr&w::’mmnﬂm bogrom:zrm m not
hiring you, or for firing you after you degin work. e you

Benefits snd Other Information |

Benefits:
Benefits

The Federal government offers a number of axceptional banefits 10 ks empioyees. These benefits inolude,
but are not limited 10: mmmlmmwgmmmmmm
sick leave, long-term care inaurance, and retirement savings plans, and transit subsidies. For more

information about thase benefits, please visk htin://www.usAjobs.com.gov/ei61 g0
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Other Information:
Qther Information

If you are a current career or carear-conditional Federal employea or former Federal employes
who has reinstatsment eligibliity, you may be required, at & later date, to submit additional
documentation that supports your claim and reflacts career or career-conditional tenure If you
are unabla to provide the required docurnentation, you wiil not be givan further consideration
under this announcemant.

Promotion Potential: When promotion potantial is shown, the agency s not making a
commitment and is not obligated to provide future promotions to you if you are selected.
Future promations will be depandent on your ability to perform the duties at a higher level, the
continuing need for an employee assigned to the higher lavel, and administrative approval.

If this is a supervisory position, under provisions of the Civil Service Reform Act, first time
supervisors and/or managers will be required to serve a 1-yaar probationsry period. You may
aiso be required to compiete an appropriate supervisory training course within the one yeasr of
assignment to this position.

You must submit at required information hy the closing date. If matorials are not received;— - —— =~
T yéiir application will be evaluated solely on the Information availabla and you may not receive

full considecration or may not be considerad efigible. Also, If you do not provide an emall

address, you will not be notified of the outcome of your application.

All agency employees sre required to participate in Direct Deposit/Elactronic Funds Transfer for
sslary payments.

Equal Empioyment Opportunity: The agency is an Equal Opportunity Employer. All candidates
will be considared regardiess of thelr race, color, religion, sex, national origin, age, sexual
orientation, protectad genetic information, status as a parent, lawful political affilistion, marital o
employee organization; or any other nonmerit factor. ™~

Applicants requiring remsonable accommodations for any part of the application and hiring
process should contact the Human Resources Office Representative listed on this
announcament. Determinations on requests for reasonable accommuodation will bs made on a
case-by-case basls.

Important] All the information you provide may be verified by a review of the work experience
and/or education as shown on your application forms, by checking references and through
other means, such as the interview process. Any exaggeration of your expertencs, false
statements, or attempts to conceal information may be grounds for not hiring you, or for firing
you 3fter you begin wark.

- A

How 1 Apply

How To Apply:

You must complete an application packsge that includes an assessmaent questionnaire, resume,
and any applicable supporting documentation,

To apply for this position, you must creats an Application Manager account and pravide a
compiate Appiication Package, which Includes both of the following parts: e

hitps://recruiter.usajobs.opm.gov/sourcing/aetiob.as0 HiobID=62461 3 Arindminhesarch nes 10745007
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1. Your responses to the Assessment Questionnaire, and

2. Your resume and any other documents specified In the Required Docurnents sectlon of this
job announcement.

Application Manager will track your progress to a Complate Appiication Package using the My
Appiication Packages checklist and status displays in Application Manager. Your Application
Package status must be Complete by Monday, September 24, 2007,

To begin, choosa one of these options:

If your resume is going to come from the USAJOBS Resume Bufider, you begin the process by
clicking the Apply Oniine button near the bottom of this page. Your resume will be attached
only to the Application Package you compiate and Submit immadiately after you click the Apply
Oniine button for this job announcament, not to any Application Packages you may already
have created.

If you resume is going to be one you prepered outwide of USAJOBS Resume Bulider, click this
link to bagin the process: Online Questionnaire.

To return to Application Manager ot

1y time
~ ‘D ¥% CUSCYIDER SIOVE, of SIMply 9o to hitn:

sa whichaver ong of the links yau usedto .

To fax & rasume or other documant

Click on tha link below to obtain the special application cover page
hitp://stafling.opm.gav/pdf/usatcover.pdf. Make sure that you include the 8-character vacancy
identification number ML153843, your name, and SSN in the blocks provided or we will not be
able to associate your resume with the rest of your application.

The fax numbaer is 1-478-757-3144.

Required Documaents:

In addition to compieting an on-fine questionnaire and submitting an on-line resume,
additional supporting documents must be recelved by the closing date of this announcement.

SPF-50, Notification of Parsonnel Action or equivaisnt document that supports your
claim for eligibliity as a status candidate.

SF-50, Notification of Personnael Action or ivalent document that supports your
claim for time-in-grada. o

Your application and all supporting documentation must ba racelved by 12:00 midnight
(Eastarn Time) on the closing date. Note that you will be aliowed to apply more than once but
the last application Is the only one that will be usad.

Applications and supporting documentation wilf not be accepted by mail. If you are unsbie to
apply on-line, contact the Human Resourcas Office representative listad on thig announcement

hm:lhmm.wmmmlwmhypﬁob.qﬁohM“l063q|dq'ob‘emh.m.. 10/4/2007
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at lsast one day prior to the closing date for further instructions.

Contact Information:
HR Assistant
Phone: {949)360-3055
Email: Hrasstfpa@dhs.gov

Or write:

Laguna Service Centar
24000 Avila Road S5th Floor
Laguna Niguel, CA 92677
Usa

What To Expect Next:

We sxpect {0 make a seiection within 80 days of the closing date of this announcement.
:.ouwﬂlbonoﬁﬁodofmoocm Hﬁ:tﬂnravduaﬂonorlnmm:'erequlmdyouwil
oontacbd.

e e e e T i e RS TS S R R e

EEO Policy Statament T

The United States Govarnment does not discriminate In employment on the basis of race,
color, religion, sax, national origin, poiitical affilistion, sexual orientation, marital status,
disabliity, age, membership In an empioyee organization, or othar non-merit factor.

— ¢ —————— —— - | vem——

- Federat aguncHEl MUSE provide ress ) accommodation bapplm with disabilities where——
appropriate. Applicants requiring reagonable accommodation for any part of the appiication and
hiring process shouid contact the hiring agancy directly. Determninations on requests for
ressonable accommodation will bs made on a casa-by-case basis.

&0 sandMan

Send Mall te:

Leguna Service Center
24000 Avila Road Sth Floor
UusgAunl Niguei, CA 92677

@) Questicnst

For quastions about this job:
HR Assistant

hetps://recTuiter.usajobs.opm. gov/sourcing/getob.asp?obID=62461063&jsd~jobsearch uss... 10/4/2007
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Phone: (949)360-3055
Emall: Hrasstfps@dhs.gov

-

USAJOBS Control Number: 1011389

bitps:/frecruiter.ussjobs.opm. gov/aourcing/getiob. aspjobID=62461063&sdmiobscarch. uss.. 10/4/2007
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Immigration And Customs

Enforcement
Department: Department Of Homeluad Bocurity
Agency: Imnigretion snd Customs Enfercament

Job Annguncement Number
LAS-FOI-135500-RT-388

PARALEGAL SPECIALIST (FOIA/PA)

Salary Ranget 35,706.00 - 86,001.00 USD por yewr  OP@N Pariod! vonday, Merch 26, 2007
to Fridey, March 30, 2007

Overview ‘._, -

Series & Grade: Gs-09s0-11/12 Position Information: ru Time Caresr/Caresr
— Promotion Potentiafs iz " DUty LOCKCIONS: i vacancy - Washington, DC -
Who May Be Considered:
Status Candidates (Merit Promotion Elig)
Job Summary:

This position supports our mission to prevent acts of terrorism by targeting the peopie, money,
and materials that support terrorist and criminal activities. Our vision Is to be the nation’s
presminent law enforcement agency, dedicated to detecting vulnerabiiities and preventing
violations that threatan national security, Immigration snd Customs Enforcement (ICE) was
established to combat the criminal snd national security threats emargent in a post 9/11
environment.

Cusrent Federal cinployees serving on a career or carcer-conditional appointment.

Current and former Federal employeess who meet the established criteria in an Office of Personnel
Management Interchange Agreemaent,

Veterans who are preference cligibles or who have been separated under honorable coaditions after
3 ycurs or more of contixmous sarvice will receive consideration under the Veterans Employment
Opportunity Act (VEOA).

Organizations! Lecation: This position is Jocated in the FOLA Unit, ynder the Office of Assistant
Secretary, Immigration and Customs Enfbrcement, Washington, D.C.

Relocation Expensss: Relocation expenses will not be paid.
Note:One or more positions may be filled using this vacancy announccment.

Questionnaire/Supporting Docaments: The Questionnaire and all supporting documents must be
submitted and received by 12:00 Midnight EDT on the closing date of thig announcement Friday,

https://recruiter.usajobs.opm. gov/soursing/getjob.aspjobID=55433339& isd=iobsearch.usa... 10/4/2007



OCT-@5-2087 ©8:15 949 360 3233 949 360 3233 I:'57/B3

March 30, 2007.

Applications and spporting documentation will NOT be accepted by mail or email.The
address Hated below is for inguiries oaly.

Key Raquirements:
« U.S. Clitizenship
« Background Security Investigation
e« Drug Screening

s m— et . e,

Daties ‘ - —

Major Duties:

You will resaarch and analyze legal issues that arise in conjunction with handling complax

initial requests for agency records. You will perform legal administrative duties concermning
hearings, appeaals, litigation and advisory services. You will prepare necessary correspondencs

to substantiate the raasons for denying request information. You will process classified

documents in accordance with policy and different levels of government security ciassification
regulations. You will act as a lisison to program offices, both within the Department of

Homeland Security (DHS) and other government agencies pertaining to-FOIA related-matters:— -
-~ You Will STEwer FOIA requestor's questions that arise In the context of processing thelr

request.

Quaiicavons ane evaiveson | . __ .. ____
Qualifications:

GS-11: You qualify at the GS-11 hvdlfyoupo-om(l)yeuohpeginﬁmd experience that

equipped you with the skills noeded to perform the job dutics. This experionce musthavobeen . -

- - equivatent to of lexst the G8-9 grade level. Bxam expext knowledge of analytieat and— -
evalustive methods in order to ressarch, interpret, and apply a vast number of FOLA/PA statues and
precedents when denying access to information and to determine the impact of the released
information on agency

GS-12: You qualify at the GS-12 lovel if you possess one (1) year of specialized experience that
equipped you with the skills needed to perform the job dutics. This experience must have been
equivalent to st least the GS-11 grade level. Exumples inchude experience researching legisiative
history/precedent cases/decisions applicable to FOLA/PA cases for information and substantisting
the rationale for action taken in event of sppeal; analyzing and evaluating svidence or questions
related to FOIA/PA programa; and investigating the detsils involved in 8 FOIA/PA matter,
determining data needs and evalusting the sufficiency of that data.

Educational Requirements:

GS-11: You may substitute 8 doctoral degrea or three full years of progrussively highar-level
graduate education isading to such a degrea in & qualifying field for axperience at the GS-11
grade lavel. Such sducation must have been obtained in an accredited college or university and
demonstrate the knowledge, skilis, and abliities necessary to do the work of this position.
Check with your school to detsrmine how many credit hours comprise three years of graduate
study. If that information is not avaliable, use 54 Semestar or §1 quartar hours.

htvps://recruitor. usajobs.opm. gov/sourcing/getjob.asp §obID=S5 5433339 &isd=iobscarch.usa... 10/4/2007
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Appropriate combinations of succassfully completed post-high school education and experience
also may be usad to meet the total qualification requiremants for tha GS-9 and 11 grade

levels. (Rafer to the U.S, Customs and Border Protaction web site at www.cbp.gov for
information on how to combine expertence and education.

—

Drug Testing: You must submit to & drug test and receive & negative drug test result before you oan

be appointed into this position. After appointment, you will be subject to random testing for illegal

drug use.
How You Will Be Evaluated:
Evaluations

Vi W 5% evakiaiod based upon e reeponses you Grovide on 1 job specii Gusstonnakre hat s

required as part of the application prooses for this position. You will be rated based on your responses snd
8 score ranging from 70 1o 100 points. Candidates will be refarred for seioction in accordance with

assigned
the terms of the agency mertt promotion pian,

Al the information you provide may be verified by & review of the work experience and/or aducation as

Mm&lmmwwmmmemMMuw

process. could coowr stage sppiicstion process sxaggeration
mmn.umm?mmm umummhﬂhﬁm

experiance,

hiring you, or for firing you after you bagin work.
Benenty s QXhar INTSeMalah |
Benefits:

Benafits

The Federal government offars & number of exceptionsl benefits io its employsss. Thase benefits inciude,
but are not (imiad 10; heoslth care, e insurance, flexibis spending and dependant care accounts, snnual and

sick lesve, long-ierm care inaurance, and retirement savings plans, and transit subsidies. For more
information about these benefits, plesse vigkt hitn://www usaipbs.opm.gov/eifl.asp

Othsr Information:
Oothar Information

Individuals who have special priority selection rights under the Agency Career Transition

htps://recruiter.ussjobs.opm. gov/sourving/getiob.asp jobID=55433339&isd=iobsearch. nas

10/470477
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Assigtance Program (CTAP) or the Intaragency Career Transition Assistance Program (ICTAP)
must be well qualiified for the position to receive consideration for special priority sslection. To
be well-qualifiad and exercise selaction priority for this vacancy, displacad Federal smployees
must be rated at 85 or above on the rating criteria for this position. For those instances where
the best qualified lists include applicants with scores less than 85, ths weli-qualified score
becomes the lowest score on the best qualified list. CTAP and ICTAP eligibles must submit one
of the following as proof of eligibliity for the special selection priority: a separation notice; a
“Notice of Personnel Action® ($F-50) or equivalent that documents separation; an agency
certification that you cannat be placed after injury compensation has been tarminated; an OPM
notification that your disabiliity annuity has been terminated; OR @ Military Department or
National Guard Bureau notification that you are retired under 5 U.S,C. 8337(h) or 8456.

If you are a current career or carear-conditional Federal smpioyes or former Feders! employse
who has reinstatament eligibility, you may be required, at s later date, to submit additional
documentation that supports your claim snd refiacts caresr or carear-conditional tenure If you
ars unabie to provide the required documentation, you will not be given further cansideration
under this announcement.

If you are filing under the VEOA (Veterans Employment Opportunity Act) or the VRA (Veterans
Recruitment Authority), you must Include in your application package s copy of your DD-214 or _
__other proof of efigiblity. If you are still an active duty, you-may-submit-s-statementof servies
T irom your unit which states the date you entered active duty, the date you are separating, and
the campclg& medais you have received. For more information on tha VEOA and VRA, consult
the Vets Guide at: hitp.//ww . etatiic

Promotion Potantial: When promotion potential is shown, the agency is not making 8 .
commitmant and ls not obligated to provide future promotions to you if you are selected.
Future promotions will be dependent on your ability to perform the duties at a higher level, the
continuing need for an employes assignad to the higher level, and administrative approval.

If this is & supervisory position, under provisions of the Civil Service Reform Act, first time R
aiso be required to complets an approprilits supdtvisory training course within the one year of
assignmemt o this position.

You must submit all required information by the closing date. If materials are not received,
your appiication will be evaluated sdlely on the information aveliable and you may not receive
full consideration or may not be considered eligible. Also, if you do not provide an email
address, you will not be notified of the outcome of your application.

Al agency employees are required to participate in Direct Deposit/Electronic Funds Transfer for
salary payments.

Equal Employment Opportunity: The agency is an Equal Opportunity Employer. All candidates
wifl be congsiderad regardiess of their race, color, refigion, sex, national origin, age, saxuai
orientation, protected genetic information, status as a parent, lawful politicsl sffiliation, marital
status, physical/mentai disability (If not a job factor), membership or non-mambership In an
amployee organization, or any other nonmerit factor.

Applicants requiring ressonable accommodations for any part of the application and hiring
process should contact the Human Resourcas Office Representative listed on this
announcement. Determinations on requests for reasonable accommodation will be made on a
case-by-case basis.

httpe://rocruiter usajobs.opm. gov/sourving/getjob.asp HobID=55433339&jad~iobsearch.uss... 1OV4/2007
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Important! All the information you provide may be verified by a review of the work experience
and/or education as shown on your appiication forms, by checking references and through
other means, such as tha interview process. Any exaggaration of your experiencs, false
stataments, or attampts to conceal information may be grounds for not hirtng you, or for firing
you after you begin work.

How to Apply ’. _ , o

How To .
ToWhﬂ%mmmewwmmlm
Appiication Package. which includes both of tha following perts;

1. Your responses 10 the Assessment Questionnaire, and
2. Your resume and any other dooumenis spacified in the Required Docurnants section of this job
snnouncament.

Application Menager will track your progress o a Complete Appication Peckage using the My Application
Packages checiiist and status displays in Application Maneger. Your Application Package status must be
Compiets by Friday, March 30, 2007

.._Ta bagin, chooss ons of these opllong: - - - - SR o

+ [If your resume is going to come from ihe USAJOBS Resume Sulider, you bagin the process by
clicking the Apply Online bution neer the boitom of this page. Your resume will be attached only B
the Appiication Package you cormpiets and Submit immaedistely afler you click the Apply Online bution
for this job announcement, not ©o any Application Packages you may already have creatad.

o [ your resume ia going 1o be one you prepared outside of USAJOBS Regsume Bullder, click this ink to

bagin the procoss:

To retum ta Application Manager st any time, use whichever one of the finks you used to bagin as
deecrioed above, or Ol 0n 10 bEt://AROUCKIONMARBORE GPg. -~~~ —

To fax a resume or other decumant
Click on the fink below fo abtain the special application cover page.

: Malcs aure that you includs the S-cheracter vacancy identification
number ML 135880, your namas, and SSN in the biocks provided or we wil not be abis to associste your
resume with the rest of your R

The fax number is 1-478-757-3144,

Required Documants:

In addition to campleting en on-iine questionnaire and submitling an on-line resuma, the following supporting
mmuﬂmwummumw

Veterans’ documentation ¥ fillng under VEOA, VRA or claiming veterans’ preference (e.g., DD-214 or
staternent of service, VA letter, SF-16). lryoumﬂhoundthvemglm\osnplwm«nwny
M)anmwmmmmwmxmmwhmmmmmm & copy of

your DB-214 or other proaf of eligiiity. if you are st on active duty, You May submit & statement of service

https://recruiter.usajobs.opm. gov/sourcing/getjob. asp?obID=55433339&isd=iobsearch.use .. 10/
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from your unit which states the dats you entered active duty, the date you are separating, and the campaign
medale you have received. For more information on the VEOA and VRA, consult the Vets Guide at:
hitn://www.opm.gov/vetarang/htmi/vetgulde.asn

Transcripts If basing your quaiificstions on eduostion. This educstion must be from an institution accredied
by an accrediiing agency recognized by the U.S. Department of Education,

Proof of Eligibility If applying for considention under @ priority salection program (e.g., CTAPNCTAP) or 3
special appointing suthority. individuais who have special priority seiection rights under the Agency Career
Transition Assistancs Program (CTAP) or the imeragency Career Transition Assistance Program (ICTAP)
must be wall qualified for the position to receive consideration for special priority selection. To be well-
quaitfied and oxarciss selection priority for this vacancy, dispiaced Federal smployses must be reted at 85 or
above on the rating criteria for this position. For thoss instances where the best quailfied lista include
applicants with scores less than 86, the well-qualified score becomes the lowest score on the best qualified
iist. CTAP and ICTAP cligibies must submit one of the following as proof of aligibliity for the special selection
priority: 3 separation notice; a "Notice of Personnel Action” (8F-50) or that documents separation;
sn agency certification thet you cannot be placed after injury has boen terminaied; an OPM
MM&MMMMMM.WMW«WM
Buresu n that you are retired under 3 U.S.C. 8337(h) or 8488.

Proof of Eligibility if applying for consideration under the Ofice of Personnel Management interchenge

Agresment. individusle requesting consideralion under the Offios of Personnel Managament interchange
Agreamant muss submit proaf of eligibitity such ss @ Notics of Personnel Action, 8 seoarafion notioe. orother . ..
— appropriate-documnentation. —

et e

Your appfication and all supporting documentation must be received by $2:00 midnight (Eastemn Time) on the
mrwmmﬂMMbmmMmmmuwWEMMm

Applications and supporting documentation Wil not be accepted by mall. If unabis o spply on-iine,
mnmmmmmﬂmn;’mﬁnﬂmﬂnmmmh
dosing date for further instructions.

- HRASSEStA® - - 0 T
Phone: (549)360-3058
Emall: Hrasstdro@dhs.gov

Or write:

Laguna Service Canter
24000 Avila Road 5th Floor
Laguna Niguei, CA 92677
USA

What To Expect Next:

We axpect to meke a selection within 90 days of the ciosing date of this announcement.
:.ouwllbenoﬁﬁodofmowm. if further evaluation or interviews are required you will

EE0 Poiicy Statement |

! o ———— - + e et . - - —— - -

The United States Govamment does not discriminate In employmant on the basis of race,

hitps.//recruiter. ussjobe.opm. gov/souscing/Retiob. aso HobID=5 54333108 indminhasarnh wea | Va7
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color, religion, sex, national origin, political affiiation, sexual orientation, marital status,
disability, age, membership in an employee organization, or other non-merit factor.

Ressonable Accommodation Policy Statement |

- L r———— Y

Feders! agencies must provide reasonabile accommodation to applicants with digsabilities where
appropriats. Applicants reguiring reasonable accommodation for any part of the application and

hiring process should contact the hiring agency directly. Determinations on requests for
reasonable accommodation will be made on a case-by-case basis.

oD s vl

Send Mall to:

Laguna Sarvice Canter
24000 Avils Road Sth Floor
Laguna Nigual, CA 92677

@ Questionst

For questions about this joiu
HR Assistant

Phona: (949)360-3058
Emall: Hrasstdro@dhs.gov

USAJOBS Control Number: 866868

hnpadlmmmr.usqiohm.wv/minﬂﬂob.up?jobﬂ)dﬂi3339&ild=iobmh.uu... 10/4/2007
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Immigraton And Customs

Enforcement

Department: Dapartment Of Homeland Securily
Agancy! Immigration and Customs Enfercamant

Job Announcament Number:
LAS-FOI-139500-RT-308

PARALEGAL SPECIALIST (FOIA/PA)

Sal Range: 53,706.00 - 1.00 USD 0 Pariod: mandsy, March 26, 2007
Y . akand nm. March 30, 2007

Overviaw

Series & Grade: cs-0850-1/12 Position Information: Fut Time Caresr/Caresr
- promoton Potemdaliia " T Duty LOCEEIONS: 1 vacancy - Wash -

Who May Be Congidered:

Status Candidutes (Merit Promotion Elig)

Job Summary:

This position supports our mission to prevent acts of tarrorism by targeting the people, money,
and materials that support tarrorist and criminai activities. Our vision is to be tha nation’s
preaminent iaw enforcement agency, dedicated to detecting vuinerabilitiea and preventing
violations that threaten national security. Immigration and Customs Enforcement (1CE) was
establighed to combat the criminal and national security threats emergent in a post 9/11
environment.

“;"MI!KW T
Current Federal employees serving on s career or career-conditional sppointment.

Current and former Peders] employees who meet the establishied critesia in an Office of Parsonne!
Management Interchange Agreement.

Veterans who are preference sligibles or who have been separated under honorable conditions after
3 years or mors of continmous servioo will recaive consideration under the Vetcrans Employment
Opportunity Act (VEOA).

Organizational Locstion: This position is located in the FOIA Unit, under the Offico of Assistant
Secrstary, Immigration and Customs Enforoement, Washington, D.C,

Relocation Expenses: Relocation expensos will not be paid.

Nm:(hemmnpodﬁommybeﬂﬂeduﬁngﬂﬁsmuymomm

Questionnaire/Supporting Docaments: The Questionnaire and all supporting documents must be
submitted and received by 12:00 Midnight EDT on the ¢loging date of this announcement Friday,

httpa://recruiter.usajobs.cpm. gov/sourcing/getiob.asp MoblD=55433339&isdwiohsearchuse .. 10/4/2007
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March 30, 2007.

Applications and supporting documentatioa will NOT be accepted by mail or email The
address listed below is for inquiries only.

Key Requirements:
s U.S. Citizenship
¢ Background Security Investigation
s Drug Scresning

Major Dutiest

You will research and analyze legal issues that arige in conjunction with handling compiex
Initis! requests for agency records. You will perform lagal administrative duties concerning
hesrings, appeals, Iftigation and advisory services. You will prepare necessary correspondence
to substantiate the reasons for denying requast Information. You will process ciassified
documents in accordance with policy and different iavels of government security ciassification
reguistions. You will act as a liaison to program offices, both within the Department of

__ _ vomeland Security (DHS) and other government agencies perteining-to FOTA related matters. ™~
You will answer FOIA requastor's questions that arise in the context of processing their
requast.
Qualiicavone and Eveiusdom . . ____
Qualifications:

GS-11: You qualify at the GS-11 level If you possces one (1) year of specialized experience that

equipped you with the skills needed to perform the job dutics. This sxpericnce awet huve been—————— —
TITTT T T equivalent 1o at least the GB-9 grade level Bxamples include expert knowledge of anatytcaland 000

cvalustive methods in order to rescarch, intecpret, and apply s vast sumber of FOIA/PA statucs and

precedents when denying socess to informstion and to determine the impect of the reloased

information on agency operations.

GS-12: You qualify at the GS-12 level if you possess one (1) year of specialized experience that
equipped you with the skills needed to perform the job dutics. This experience must have boen
cquivalent to st least the GS-11 grads lovel. Examples inchude experience researching legisiative
history/precedent cases/decisions spplicable to FOLIA/PA cases for information and substantisting
the rationale for action taken in event of appeal; analyzing and cvaluating evidence or questions
related to FOIA/PA programs; and investigating the details invoived in 2 FOIA/PA matter,
dctermining dats nocds and cvalusting the sufficiency of that data.

Educational Requiremants:

GS-11: You may substitute a doctoral degres or three full years of progressively higher-level
graduate education leading to such a degree in » quaiifying fleid for experienca at the GS-11
grade level, Such education must have been obtained in an accreditad coliege or university and
dernonstrate tha knowledge, skills, and abilitias necessary to do the work of this position.
Check with your school to determine how many credit hours comprise three years of graduate
study. If that information is not avallable, use 54 Semester or 81 quarter hours.

hups://recruiter. usajobs.opm. gov/sourcing/eetich. 4sp TiohN=55431110Findminhesareh nea  10/4PONY
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Appropriats combinations of successfully completad post-high school education and experiencs
also may be used to meet the total qualification requirements for the G5-9 and 11 grade
levels. (Refer to the U.S. Customs and Border Protaction web sita at www.cbp.gov for
information on how to combine experiance and education.

Requirements:

U.S. Cittzenship: Candidates must be United States citizens and present proof of citizenship, if
sclected.

Time in Grade: Tims in grade restrictions must be met by the closing date of this snnouncement.
Applicants must have at least 52 weeks of service equivalent to the next lower grade level in the
normal line of progreasion for the position to be filled.

Qualifications by Closing Date: Unless otherwise noted, you must meet all qualification and
eligibility requirements by the closing date of the amouncecment Friday, March 30, 2007,

Background Security Investigation: You will need to successfully complete a background

Drug Testing; You must submit to a drug test and receive a negative drug test result before you can
be appointed into this position, After sppointment, you will be subject to random testing for illegal
drug use.

How You Will Be Evaluated:
Evaluations

Yau wil be svalusted based upon e responess yau pravids on the job specific questionnaire thet ie
required as pert of tha wpplication process for this position. You will be rated besed on your responses and
sesigned a score renging from 70 1o 100 points. Candidates will be referred for selection in acesrdance with— — -

All he information you provide may be verified by & reviaw of the work axperience and/or sducation as
shown on your appiication forms, by chacking references and tough other means, such ss the interview
MM«.M;?MUM umﬂm Ir:lcbbmnot
hiring you, or for firing you after you begin work. ey o '

Senefits snd .mhu_ inrorm;n

Baenefits:
Beanefits

The Federsl govemment offers a number of exceptional banefits to Its empioyses. Thees benefits inciude,
but are not limited 10; heaith care, fife insurance, flexible spending and dependent care accounts, annual and
sick leave, iong-term care insurance, and retirement savings plans, and transit subsidies. For more
mmmm.mmhmummnmmuﬂum

Other Information:
Other Information

Individusis who have special priority sslection rights under the Agency Career Transition

hm -//l'ﬁ\lilﬂ'\lﬁi obs.opnl. gov/sourcing/metioh. atn 7iohTN=S 54313310 iadai nhamnrrh 11ee 1A NN
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Assistance Program (CTAP) or the Interagency Career Transition Assistance Program (ICTAP)
must be well qualified for the position to receive consideration for special priority selection. To
be well-qualified and exsrcise selection priority for this vacancy, disblaced Federal employaes
must be rated at 85 or abova an the rating criteria for this position. For those instances where
the best qualified lista include applicants with scores less than 85, the well-qualified score
becomes tha lowest scare an the best qualified list. CTAP and ICTAP eligibles must submit one
of the following as proof of aligibiiity for the special selection priority: a separation notice; a
"Notice of Personnel Action® (SF-50) or equivalent that documents separation; an agency
certification that you cannot be placad after injury compensation has baen terminated; an OPM
notification that your disabliity annuity has been tarminated; OR a Military Department or
National Guard Buresu notification that you are retired under S U.S.C. 8337(h) or 8456.

1f you are a current career or caresr-conditional Federal employee or former Faderal employee
who has reingtatemant eligibility, you may be required, st a later date, to submit additional
documentation that supports your claim and refiects caresr or caresr-conditional tenure If you
are unable to provide the required documentation, you will not be given further consideration
under this announcement.

If you arm filing undaer the VEOA (Vetarans Employment Opportunity Act) or the VRA (Veterans

Recruitment Authority), you must include in your application package a copy of your DD-214 or

other proof of eligiblity. If you are still on active duty, you may submit a statementofservics = .
the campaign medals you have received, For mare inforrnation on the VEOA and VRA, consult

the Vets Guide at: hitp://www.opm.gov/veterang/htmi/vetguide.htm

Promotion Potential: When promotion potential is shown, the agency is not making &
commitment and s not obligated to provide future promations to you Iif you are selectad.
Future promotions wiil be depandent on your sbility to parform the duties at a higher leval, the
oontinuing need for an empioyea assigned to tha higher level, and administrative approval

If this is a supervisory position, under provisions of the Civil Service Reform Act, first tma
supervisors and/or managers will be required to serve & 1-year probationary period. Youmay .. . .

assignment to this position.

You must submit afl required Information by the ciosing date. If materiais sre not recsived,
your application will be evalusted soiely on the information avallable and you may not recaive
full consideration or may not be considered eligible. Also, if you do not provide an emall
address, you will not be notified of the outcome of your application.

AN sgency employees are required to participats in Direct Deposit/Electronic Funds Transfer for
salary payments,

Equal Employment Opportunity: Tha agency is an Equal Opportunity Empioyer. All candidates
will be considered regardiess of their race, color, religion, sex, national origin, age, saxual
orientation, protected ganetic information, status as a parent, lawful politics! affiflation, marital
status, physical/mental disability (if not a job factor), membership or non-membership in an
employee organization, or any other nonmerit factor,

Appticants requiring ressonable accommodations for any part of the appiication and hiring
process should contact the Human Resourcas Office Representative listad on this
announcament. Determineations on requests for reasonable accommodation will ba made on a
casa-by-case basis.

hitps://recruiter.usajobs. opm. aov/sourcing/vetioh smHohIN=S 1431110 Lishainhenarnh wan 1174
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Important! All the information you provide may ba verified by a review of the work exparience
and/or education as shown on your spplication forms, by checking referencas and through
ather means, such as the intarview process. Any exaggeration of your experiencs, faise
statements, or attempts to conceal Information may be grounds for not hiring you, or for firing
you after you begin work.

¢ e ——— e

How to Apgly z __ o o

How To Apply:
To apply for thia pogition, you must create an Applicetion Manager account and provide a compiete
Application Puckage, which inchudes both of the following parta:

1. Your responses o the Asssssment Quastionnaire, and
2. Your resume and eny other docurnents specified in the Required Documants saction of this job

Appiication Maneger will track your progress o a Compiete Application Package the My Application
memmnww.Vmwmmwzth

Ta bagin, chooss one.of thess-oplione:- ——- S e

o If your resuma is going to come from the USAJOBS Reaune Builder, you begin the process by
clicking the Apply Oniine bution neer the baitom of this pags. Your resume will be aitached only lo
the Appiication Package you compiale and Submit immediately affer you click the Apply Online bution
for this job snnouncament, not to any Applicstion Packsges you may airsady have created.

. nmmmbmhghummmmaumsmm.mmnn
begin the process: Online Questionnaire

To retum to Application Manager st any time, use whichever ong of the finks you used to

To fax a resums or other document

Chick on the link below 1o obtain the spacigl appiication cover page.

htip.//staffiog. com. gavipdiiusaacover.pdf. Make sure that you include the 8-characier vacancy identification
number ML135580, your nams, and SSN in the biocks provided or we will not be able lo associale your
resums with the rest of your

The fax number is 1-478-757-3144.

Required Documents:

lnaddﬂonbmb&ummdhqum-\dwwm on-fine following supporting
doammmudbcmdvubyhdomqmum'malu::m resume. the

Veterans' documentation If filing under VEOA, VRA or claiming veterans' prefer: .g.. DD-2
staternent of service, VA letier, 3F-18), nmmmmhveo:&m::gv.p?mm“w

_ M)amvmwmmmmxmmmmhmmmmamof
your DD-214 or other proof of eligibilty. If you are ¢t on ective duty, YOU May Submt 3 staternent of service

hixps://recruiter. usaiobs.opm. QOV/soUraine/satioh senHinhINeA 412210 M indeinhannesk e tA0s mnns
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from your unit which staies the date you entered active duty, the date you are ssparating, and the campaign
medals you have recsived. For mare informetion on the VEOA and VRA, consult the Vets Guide st

bttp://www.opm. aov/vetarana/ntmi/vetguide. 830

Transcripts ¥ basing your quaiifiostions on education. This aducation must be from an institution accredited
by en acvediting agency recogriized by the U.S. Department of Education.

Proof of Eligibility if applying for consideration under s priority selaction program (e.g., CTAP/ICTAP) or @
?-ddappohm:m. individuals who have special priority selection rights undar the Agency Career

raneiion Assistance Program (CTAP) or the intsragency Cereer Transition Assistance Program (ICTAP)
must be well quaiified for the position to receive consideration for special priorfty selection. To be well-
quaiified and exercise selaction priority for this vacancy, dispiaced Federal ermpioyess must be rated at 85 or
above on the rating critaris for this pasition. For thoas instances whers the best quaiified fists include

appilcants with scores less than 88, the wafl-quaiified score becomes the lowest score an the best qualified
list. CTAP and ICTAP efigibles must submit one of the a8 proof of elighiity for the special selection
priotty: a separation notios: a "Notics of Personnal Action® ) or equivaient thet documents seperation;

an sgency certification thet you cannol be placed after injury compansstion has besn termninated; an OPM
noificetion that your disabiiity snnulty has been terminated; OR a Military Department or Nationsd Guard
Buresu notification that you sre retired under 5 U.9.C. 8337(h) or 5458.

mwwumwn%ammm
Agreoment. condidecation under the Office of Peracnnal Management intarchangs
Agresment must submit proof of such s & Notios of Personnel Action, a saparation nolios, or other
appropriste documenistion.

Your appiicstion and all supporting dooumnantation must be received by 12:00 midnight (Eastemn Time) on the
mrwmmﬂNMbMMMuumuuWhhman

Appiications and supporting dooumentstion will not be acospted by mail. if you are unable to apply on-ine,
mnmhmmmmmmummwmm,:’mnumdqmbh
closing dale for further instructions.

— HRAgetetant T T T
- phona: (549) 3058
Emall: Hrasstdro@dhs.gov

Or writs;

Laguna Servica Centar
24000 Avila Road Sth Floor
L!.@um Niguel, CA 92677

What To Expect Next:

We expect to make a selection within 90 days of the closing date of this announcement.

You will ba notified of the outcome. If further evaluation or interviews are required you will
be contacted.

——

. . .‘.t__. .

—— ———— e PR . —— i

The United States Government does not discriminate in employment on the basis of race,

hitps://recruiter.usajobs.opm.gov/sourcing/eetiob. ssn HobIN=S 54311 10 Frindminherarrh nea AN




Papol, Catherine

From: Suzuki, Shari EW—
Sent: Thursday, August 10, 2006 3:32 PM

To:

Cc:

Subject: CBP FOIA Guidance

Attachments: 19 CFR 103 (2006).pdf
19 CFR 103

(2006).pdf (1 MB)

Catherine,
It was nice meeting you this week at the FOIA Officers meeting.

You asked all components to submit any FOIA/PA guidance they may have in place. Attached please find a copy of
Customs & Border Protection's regulations relating to the FOIA/PA which may be found at 19 CFR 103.

(See attached file: 19 CFR 103 (2006).pdf)

Best regards,
Shari Suzuki, Chief

FOIA iﬁials: PolicE & Litigation Branch Office of Regulations & Rulings Customs and Border Protection

This document may contain confidential data, attorney work-product, and/or information intended for U.S. Government use
only. The information contained in-this document is not for release, review, further transmission, dissemination, or use by
anyone other than the intended

recipient(s) absent the express consent of the originator. Further, this document is not intended to serve as legal
precedent unless specifically stated. If you are not the intended recipient of this transmission, please notify the sender
immediately and then delete this document from your files.
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Lockett, Vania

From: Lockett, Vania
Sent:  Saturday, September 29, 2007 6:55 AM

To: Kuehn, Stephanie L <CTR>; Odom, Erin <CTR>; McMullen, Emily <CTR>; Byrd, Pauline
<CTR>; Guha, Songesta; Curley, Carol <CTR>; Lee, David <CTR>

Subject: ***** New CBP FOIA Office, New FOIA Director *****

All,

Please see the memorandum below from Commissioner Basham announcing the new centralized CBP FOIA office!
This is excellent news for CBP. This also means that, effective October 1, 2007, we should direct any FOIA
requests for CBP records to the new CBP FOIA Director, Mark Hanson. The contact information for CBP's
new centralized FOIA office is listed in the memorandum below. Thanks.

TO: CBP Employees

FROM: Commissioner

SUBJECT: New CBP FOIA Office

Effective October 1, 2007, CBP will open a new Freedom of Information Act (FOIA) office under the Office of
International Trade. This new office supports the President’s Executive Order (13392) to improve agency disclosure
of information, and the Government-wide initiative to improve FOIA processing and reduce backlog.

The new office will centralize CBP FOIA functions and provide overall management and support to the program.

Mr. Mark Hanson will serve as the Acting FOIA Director, and a staff of experienced employees will process FOIA

requests, The new FOIA office will also prepare statistical reports for CBP management, the Department of
Homeland Security and Department of Justice.

FOIA requests for records that are maintained in national computer systems, and are accessible to the FOIA staf¥,
will be processed from start to finish by the new FOIA office — to include receiving and logging the request,
querying and identifying responsive records and exemptions, redacting, and submitting the final response to the
requestor. FOIA requests for records that are not maintained in national computer systems, will be received and
logged-in by the FOIA office and processing will be coordinated directly with the appropriate office.

Beginning October 1, 2007, please forward all new FOIA requests to the following address:
U.S. Customs and Border Protection
1300 Pennsylvania Ave., NW,
Attn: Mint Annex Building, FOIA Division

Washington, D.C. 20229

The phone number for the FOIA Division is 202-572-0640,

11/20/2007
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CBP websites, cbpnet and cbp.gov, will be updated to reflect these changes.
W. Ralph Basham

Comirnissioner

11/20/2007



To: Assistant Commissioners
Office Directors

From: Deputy Chief of Staff
Subject: Freedom of Information Act (FOIA) Responsibilities and Duties

The President issued Executive Order 13392, entitled “improving Agency
Disclosure of Information,” which requires CBP to increase its reporting
requirements and place a higher level of focus on FOIA matters.

As a result, and to ensure we have the most updated information, please submit
the name, office, location and telephone number of the FOIA representative and
alternate from your Office, to the FOIA Appeals, Policy and Litigation Branch
("FOIA Branch"), OR&R, via the intra-agency FOIA e-mail address -
FOIAHELPMAILBOX, no later than October 31, 2006. Please use "FOIA
Contact Information” in the subject line of the e-mail message.

The responsibilities of the FOIA representative include processing FOIA requests
and compiling FOIA data for the weekly, monthly and annual reports. Attached is
more detailed information on FOIA responsibilities along with other pertinent
information.

After FOIA representatives and alternates from each Office are confirmed, a
meeting for Headquarters FOIA representatives will be scheduled to educate
them on:

o the President’s Executive Order;

o creating a citizen-centered & results-oriented approach to FOIA
processing;
the CBP FOIA Improvement Plan; and

e the weekly, monthly, and annual FOIA reporting requirements.

Thank you in advance for your cooperation and commitment to improving CBP's
FOIA processing and reporting.

Attachment

cc:  Deputy Commissioner
Chief of Staff



her Pertinent information

FOIA Responsibilities & Ot

onsibilities N
Ny ach Office serves as the principal

i resentative ine o ne's
Thetdets }3?3?353 f\nra%t%rs involving that office. The FOIA repres
contac

responsibilities include:

and timely processed. .
o Ensuring FOIA requests areé properly e oing old

ili from its O
ing and compiling FOIA data ue
) gf(f)i‘:‘;(stl‘ggrts) for the weekly, monthly and annual reports

Reports

i ries of
Weekly Significant FOIA Requests — DHS requngfsr we:igilf :trjergrrneas entative
:anificant FOIA requests received by CBFf. Each ' ice | e hoasports).
Slgmt‘gsm ile this weekly summary for their office (including oMALLBOX, by -
::3 subm?t the report to the FOIA o-mail address - FOIAHE ,

: ianifi hould be
noon each Friday. The weekly summanes of significant FO_\F\ requeiii sd "
based on and follow the guidelines and examp|es' set forth in the attac _;a s
document entitied “FOIA Section of the DHS Cabinet Report to the White Hou

8ubmission Guidelines. The subject img of he &-mel should indicate “Weekly

|
Significant FOIA Requests”. Upon receipt, OR&R will consolidate the summanéa$
for all of CBP for submission to DHS in a single weekly report.

Monthly FOIA Reports ~ DHS requires monthly FOIA reports to include data on
the number of open FOIA requests, the length of time each request has been
open, in addition to the total number of FOIA requests received to date (see
attached DHS document entitled “Monthly Component Data Requested”). Your
office’s consolidated monthly report should be forwarded to the FOIA e-mail
address — FOIAHELPMAILBOX, by the end of the second week of each month.
The subject line of the email should indicate “FOIA Monthly Report”. Upon
receipt, OR&R will consolidate the FOIA data for all of CBP for submission to
DHS in a single monthly report. Below are the due dates for upcoming monthly
FOIA reports:

November 17, 2006

December 15, 2006

January 19, 2007

February 16, 2007

March 16, 2007

April 13, 2007

May 18, 2007

June 15, 2007

July 13, 2007



Annual FOIA Report - This report is required annually by FOIA. A memo was
sent to each Office from OR&R (see attached memo dated September 18, 2006),
requesting your office's Annual FOIA Report. Please ensure the Annual FOIA
Report for your office is submitted timely via e-mail to{{){S)

by October 31, 2006. Upon receipt, OR&R will consolidate the FOIA data for all
of CBP for submission to DHS in a single annual report.

Tralning

All FOIA representatives and alternates in your office should be properly trained
in FOIA matters. If your FOIA representatives have not received FOIA training
within the last year, they should attend FOIA training in Fiscal Year 2007.
Information on future FOIA training sessions will be announced as classes are
scheduled.

Help/Assistance
All FOIA representatives may forward any FOIA questions they have to the FOIA

help e-mail address — FOIAHELPMAILBOX, or call the OR&R FOIA Appeals,
Policy and Litigation Branch at 202-572-8720.
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