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June 20, 2008 

Re: DHS/OS/PRIV 08-210 

l',S, Department or Homeland Sei;:urity 
Washington, OC 20528 

Homeland 
Security 
Privacy Otlice, Mail Stop 0550 

This is the electronic final response to your January 7, 2008, Freedom of Information Act (FOIA) request 
to the Department of Homeland Security (OHS), 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 ChiefFOIA Officer" ofDHS, 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 ChiefFOIA 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 FOIA. 

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) FOIA 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 OHS, 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 OHS 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. I reviewed 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/PRIV 08-210 in any future correspon.<ience. You may contact this 
office at our toll-free telephone number, 866-431-0486, or atJ-03-235,,..0790 . 

. ·· /? I 
Sincerer( .. / .. l .,,.· 

i· /'. ! / 
;: .. : / I/. ·1 i• -,--

,1· j L/ L1 
. /-~ 

Va.pia T. Lockett _,/ 
Associate Director, Disclosure & FOIA Operations 

Enclosures: As stated, 155 pages 

www.dhs.gov 



Freedom of Information Act 
Overview

Catherine M. Papoi, J.D., CIPP/G
Deputy Chief FOIA Officer
Director, Disclosure & FOIA 
Privacy Office



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
Hugo Teufel Ill 

OHS Chief Privacy Officer/ 
Chief FOIA Officer 

DH S FOIA 
Catherine M. Papai, Orga 
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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. 

• Is 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?



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

Search Tips Cont’d



FOIA Exemptions
1. Classified Information
2. Internal Personnel Rules and Agency Practices 
3. Statutory Exemptions
4. Trade Secret or Commercial Information
5. Common Law Privileges
6. General Privacy 
7. Government Investigations 
8. Financial Institutions
9. 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
1. Pending criminal investigation when subject is 

unaware;
2. Informant records in certain circumstances;
3. 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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Papai, Catherine 

From: Hawkins, Sandra L. 

Sent: Thursday, February 16, 2006 6:09 PM 

To: Foresman, George; Hale, Janet; McQueary, Charles; Baker, Stewart; Myers, Julie L; Hawley, 
Kip; Williams, Jim; Broderick, Matthew; Patrick, Connie; Gonzalez, Emilio T; Paulison, Robert 
DAVID; Collins, Thomas ADM; Spero, Deborah J; Perry, Phil; Skinner, Richard; Wood, John 
(COS); [ 6 7. ;J 

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; 
Rieksts, 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 ChiefFOIA 
Officer, on Executive Order (EO) Number 13392 issued this past December by President Bush 
requiring Executive Branch departments to refonn their Freedom oflnfonnation 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; ( 1a, -Z. ( I O'.N) ::J 
l/fWW,_dhs,.g_gy/Q[iya££ 

9/26/2007 



MEMORANDUM FOR: 

FROM: 

SUBJECT: 

February 15, 2006 

l·.S. o~r11r1mrn1 Qf llomel•nd Stturi~· 
Pn"atY Office 
Arlington, VA 22101 

Homeland 
Security 

DHS Directorate,;ponent, and Office Leadership 

Maureen Cooney ~c~ 
Acting Chief Priva Officer and Cl 
Chief Freedom of [nformation Act Oflicer 

Execulive Order 13392, Improving Agency Disclosure of 
Jnfonnation 

This past December, President George W. Bush issued an Executive Order requiring Executive 
Branch departments to reform their Freedom of Information Act (FOIA} 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 official for the Department of Homeland 
Security. I am writing to solicit your help in complying with the remaining requirements of the 
Executive Order. 

The Executive Order contains several "deliverables." Departments must 

• Establish one or more FOIA Requester Service Centers (RSC) to "serve as the first place that a 
FOIA requester can contact to seek infonnation concerning the status of the person's FOlA 
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 FOIA operations, including the use 
of infonnation technology, practices with respect to requests for cxpedited processing, 
implementation of multi~track processing, and availability of public infomtation through 
websites and other means. The n.-port should also identify ways to diminate or reduce the 
FOIA backlog. 

• Develop a FOIA Improvement Plan that includes specific activities to eliminate or reduce the 
FOIA backlog, including changes to streamline FOIA processing and activities to increase 
public awareness. The FOIA Improvement Plan should have concrete milestones, specific 
timetables, achievable outcomes, and metrics to measure success. 



The Chief FO[A Officer for each department must submit a report by April I~. 2006, that addresses 
these deliverables. 

IHIS is fortunate to have an experienced cadre of FOi t\ professionals to carry out the important and 
111,;cessary \\Ork of achieving transparency thrnugh FOL\. Toda:-, I met with our senior FO!A 
officers to apprise them of the requirements of the Executive Order und to l.'.nlist their assistance. 
Our discussions demonstrated that DHS a1n:ady has in place many mechanisms that will allow me to 
complete the required report on the items described above . .-\II the components represented at our 
meeting indicated that they have in place a dedicated indiYidual (one or more) \\ho is availahlc by 
telephone to respond to status inquiries. vluch of the infom1ation required fnr the FOIA review is 
a\"ailablc through the annual FOIA report 1hat each component has completed pursuant to FOIA's 
-;ratutory requirements (5 U.S.C. § 552(el( I)). And because we have had several years of FOIA 
'-'xpericncc -- and our legacy component agencies have had many -- it should he relaLivdy easy to 
deYelop a fOIA Improvement Plan. 

I intend to ensure that the OHS FOIA wehpage contains a link for a FOIA RSC with telephone 
numbers and names of individuals in each component, directorate or office who i.:an be contacted for 
status inquiries. I will therefore appreciate your assistance in forwarding the appropriate names and 
telephone numbers to C. (b)(1) J. no later than \itarch 17, 2006. I also encourage 
each of you to re\.ise your O\lin FOIA webpage to include the FO{A Public Liaison's name and 
telephone number so that requesters can have this information a\'ailable if 1hey visit your websites. 
This is an important step for improving FOIA operations, one that will makt.~ our programs more 
''.:iti7en-centric," as required by rhe Executive Order. 

I also haYe begun to prepare a comprehensive report analy·zing current FOIA operations at OHS and 
offering a FOIA Improvement Plan, as required by the Executive Order. )..1y report will. of 
necessity, be based on the submission of component reports. To pro\ide adequate time for 
departmental review, I am asking each of you to \\.ork \\ ith your FOIA Officer to review) our 
cum·nt FOIA operations and 10 prepare a report describing them and suggesting a FOIA 
lmpron:ment Plan. Much of the FOIA re, few of operations \Vork has been completed as a result of 
the FOIA annual reporting requirements. Similarly. much of the FOIA Improvement Plan content 
can be derived from the FOlA annual report and from ~-our o~n experience with the fOIA. While I 
intend to provide a template for this report in the very near future, I ~anted to alert you to this 
reporting requirement as J will need )Our submissions no later than March 17, 2006. 

We can he proud of the important work that we haYe c1ccomplished in the fo\.\ years of OIIS's 
..:xistence, and Jam confident that we will he able to present to the Sccn:tary and then to the Anomey 
General and the Office of Management and Rudge!. as required by the Exccutiw Order. a 
comprehensi\'e n:port explaining the FOIA Program at DHS and \\ays that it can be improved. 
!oak forward to working with all of you on this important maller. 

to rcIra111e, I ll'ill need hy Jfarch /7, 2006, rhe nume1· and relephone n11mh11r.1· o/_l'our FOIA !'11hlic 
/_iwsom. and I enc1111rate you to make thi.1· 111/ormurion 1.1nli!ahlc on your 11 ehl'ite By thl! 1·ame dmi:. 
l ll·i/1 aho require a n:pvrt./i-om _\ 011 aho11! L'/1/TOlf Fl )/.-1 1/fh'rurwns 1111d pro;1wr1/s /or unpr111·eml'llf. 

I. in I11m. \\ ill emure rhat your P11hlk Lioi1om ure 1101ed in 1111r FOIA S('ITin' ( ·enter. which 11 ill 
appear on rhe DHS FU/A wehlile aoJ will prepare a wmpn:h1;nsi1·1.' n..'Jmrr /i,r the Seaetan's 
apprornl and trunsmis.\·ion lo the Arrorney General and ()JIB. 



If you have lJUl!stions or comments please foel free to call me at (571) ~27-3813. Our Director c1f 
Departmental Disclosure and FOIA. Tony Kendrick. anJ his fkput: Din:cwr. C1therine Pap0i. \\hu 
can be reached at the same telephone number, can a!sn proviJe additinnal inforrn..1tion to )OU an<l 
:our FOIA staff regarding the requirements of the Executi, e Order. 

rhank you for your help. 

AltachmL·nt 

Distribution List: 

George Foresman, Under Secretary for Preparedness 
Janet Hale. Under Secretary for Management 
Charles McQueary, Under Secretary for Science and Tcchnolog) 
Stev..art Baker. Assistant Secretary for Policy 
Julie L. \.1)ers, Assistant Secretary for Immigration and Customs Enforcement 
Kip l-lawley, Assistant Secretary for Transportation Securit) 
James Williams, Director. US-VISIT 
Matthew Broderick. Director, Operations Coordination 
Connie L Patrick, Director. Federal La\\- Enforct:ment Training C cntt:r 
Ralph Basham. Director of the Secret Service 
Emilio Gonzalez. Director. Citizenship and Immigration Sen·ices 
David Paulison, Acting FEMA Director 
Admiral Tom Collins, Commandant of the L'.S. Coast Guard 
Oeborah Spero. Acting Commissioner, Customs and Border Protection 
Phil Perry, General Counsel 
Richard Skinner. Inspector General 
John Wood. Chief of Staff, Office of the Secretary 

cc: 

Chad Boudreaux. Deputy Chid of Staff, Office of the Secretary 
Ma!t Mayer, Counsel to the Deputy Secretary 
Blair Birkeland. Chief of Staff, Management Directorate 
Paul Rosenzweig, Counselor to the ,\ssistant St:cretary for Pnlic) 
'.\'.kollc: Sciara-Rippeon. Chief of Staff Policy Directorule 
Victor I am bone, Chid of Staff. Science & Technology Direi..:toratr.: 
Jnhn Chase, Chi1d of Staff. Preparedness Directorate 
Gar) Lang. Chief of Staff, Immigration and Customs Enforc~mcnt 
Jane Titus, Chief of Staff, Federal Law Enforcement I'raining Ci.:ntcr 
Tom Paar. Chief of Staff. Citizenship and Immigration Ser.-iccs 
rhad Allen. Chief of Staff. U.S. Coast Guard 
Chris Clark. Chief of Staff. Customs and Bordt:r Protection 
Derck Riek:'its. Chief (,f Staff. Operations Coordination 
I amara \1iller. Special Counselor. Transponation Sccurit) AJrninistration 
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Papoi, Catherine 

From: Hawkins, Sandra L. 

Sent: Monday, February 13, 2006 11 ·.os AM 

To: McNeely, James; Eller, Robyn; Winslow, Janett; Herrenbruck, Mark D; Kriley, Meegan; 
Boshears, Kevin; Kaplan, Randall; C.. D ; 1- ·::::1 
C.. .b 2- :J Pavlik, Catrma; 

Kim, Rena; Lyerly, Kathy; Taylor. Donald R: Reback, Richard; Mitrano, Catherine; Ortiz, 
Magda S; Boylan, Scqtt; C b2= ~ :1 Newhouse, Victoria; 
C. .b2- J 11; Hudson, Reginald; Pietra, Peter, 

Carter, Mildred; Bodolay, Stephen; Gaffin, Elizabeth S; C b2- ~ ,; Mathias, 
Susan M; McNeely, James; Mesterhazy, Paul <CTR>; Tynes, Verna A; Moss, Robin N; 
Groome, Kyle; C... b·z_ ~ ,; Huff, Latita; Crisman, Virginia <CTR>; Fields, Marshall 
H; Dean, Lisa S; Purdy, Andv; Elkins, John E; mailto: -c._ b 2.- ·-;J 

C:. b 2- ::i Dooley, William; 
Plofker, Howard;, C.... b?-- .:i, Forero, Paula;"C. .l::,'2- - ::i ,; Carroll, 
Jason E; ; c b z__. _.., iuzuki, Shari; Howara, Joseph E; 
Privacy Office; West, David; Turner, Pam; Wall, Kenneth; Fisher, Alan; James, Ron; Edmon, 
Melissa; Yonkers, Steve; L.. 62.._ :J 

Cc: Privacy Office 

Subject: Privacy Monthly Meeting 

Importance: High 

Attachments: EO13392.pdf 

February's Privacy Office Monthly Meeting will be held Wednesday, February 15, 2006, in C. I, z i1 • 

( l,t :i at the TSA Headquarters, 601 S. 12 th Street, Arlington, VA. The meeting will be for FOIA 
Officers only. The agenda item to be discussed is the ChiefFOIA 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 Homeland Security 
Privacy Office 
Washington, DC 20528 
Telephone: 571-227-3813 
Fax: 571-227-4171 
E-mail: C b'Z. ..:J{ 
WWW,.Qhs.gov/privac_y 

9/26/7007 
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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, 
Gloria 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 I 

Cc: Papai, 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 consultation with 0MB, issued his second report to the President 

pursuant to E.O. 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 FYs 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 goats 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 to 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, 
Bill 

William H. Holzerland, CIPP/G 
U.S. Department of Homeland Security 
Associate Director, 
Disclosure Policy & FOIA Program Development 
C bz. ::i 

9/261?007 



Backlog Reduction Goals for FY0S, FY09, FY!0 
In furtherance of E.O. 13,392, "Improving Agency Disclosure of Information" 

Requests 

Fiscal Year Number of Requests 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 

2006 

2009 Use # from last column 
above 

2010 Use # from last column 
above 



Backlog Reduction Goals for FY08, FY09, FYI 0 
In furtherance of E.O. 13,392, "Improving Agency Disclosure of Information" 

Appeals 

~·-

Fiscal Year Number of Appeals Estimated Number of Appeals Incoming Agency's Goal for Number Agency's Goal for Number 
Pending at Beginning During FY of Appeals to be of Appeals Pending Beyond 

of FY Processed During FY Statutory Time Period (I.e., 
Backlog) at End of FY 

2008 

--

2009 Use # from last column 
above 

2010 Use # from last column 
above 



Papoi, Catherine 

~rom: 
Sent: 
To: 
Subj°"!: 

Papai, Catherine 
Monday, October 23, 2006 10:57 AM 
Debnam, Sandra; Papai, Catherine 
Accepted: Updated: AILA Meeting with CIS and ICE 



Papoi, Catherine 

·rom: 
Sent: 
To: 
Subject: 

Papoi, Catherine 
Tuesday, October 24, 2006 9:51 AM 
Debnam, Sandra; Papai, Catherine 
Accepted: Updated: Meeting with AILA (Amy Peck) 
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Papol, Catherine 

From: 

Sent: 

To: 

Cc: 

Subject: 

Papoi, Catherine 

Tuesday, June 20, 2006 3:02 PM 

Avidan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; 
Holzer1and, William; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, 
Sandy; Pavlik, Catrina TSA-FOIA; Sealing, Donna; Suzuki, Shari; Donald Taylor 
C b z ;:v; Worthy, Gayle; Zimmerman-Pate, Marty 

Cooney, Maureen; Mortensen, Kenneth; Withnell, Elizabeth; Papoi, Catherine 

... ADVISEMENT OF NEW FOIA REPORTING REQUIREMENT" .. 

Contacts: Elliot Avidan; Cynthia Christian; Marshall Fields; Barbara Harrison; Donald Hawkins; William 
Holzerland; Lauta Huff; Gloria Marshall; Magda Ortiz; Jeff Ovall; Sandy Ford Page; Catrina 
Pavlik; Donna Sealing; Shari Suzuki; Donald 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 notice. I 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 momentum and stay abreast of OHS FOIA operations, the Chief FOIA 
Officer requests that all FOlA Officers send to our office, on a monthly basis, information similar to what we 
requested via email last Wednesday (see attached). The following are the reporting dates for the remainder of 
FY 2006: 

July 14 
August 18 
September 15 

The following la the data reque■ted: 

1. How many open FOIA/PA requests do you currently have? 
2. Of the open FOIA/PA requests in your companent, how many were received within the last 10 

business days? 
3. Of the open FOIA/PA requests in your companent, how many were received 11-20 business 

days ego? 
4. Of the open FOIA/PA requests in your component, how many were received 21-60 business 

days ago? 
5. Of the open FOIA/PA requests in your component, how many were received 61-120 business 

days ago? 
6. Of the open FOIA/PA requests in your component, how many were received 121-180 business 

days ago? 
7. Of the open FOIA/PA requests in your component, how many were received 181-240 business 

days ago? 
8. Of the open FOIA/PA requests in your component, how many were received 241-480 business 

days ago? 
9. Of the open FOIA/PA requests in your component, how many were received over 481 business 

days ago? 
10. What is the date of your oldest request? 

In addition, I need each component to send an email to ma ASAP indicating how many requests they have 
received to-date during this FY. 



Please tet me know if there are questions and thanks again for all of your assistance. 

Catherine Papai 
Acting Director, Departmental Disclosure & FOIA 
Privacy Office 
Department of Homeland Security 
Phone: (571) 227-3813/Fax: (571) 227-1125 

Page 2 of2 
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Papoi, Catherine 

From: Papoi, Catherine. r:_ 
Sent: Thursday, February 08, 2007 5:09 PM 

To: C: b 2.. ;i Coates, Yvonne 

Cc: Catherine Papai; Holzerland, William; Lockett, Vania 

Subject: June 30, 2007 EO Improvement Plan Milestones 

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

I. USCG will submit for allocation of 16 billets for USCG headquarters disclosure. 
2. All components will evaluate disclosure operations, to include processing centralization, processing-track 

modifications and internal processing procedures and determine appropriate program modifications. 
3. Senior component leaders will issue memos to all component employees regarding the importance of FOIA 

responsibilities. 
4. Components will draft and implement the use of response letter templates. The draft templates wNI be 

forwarded to our office for review by April 2,th. 
5. Components will have a FOIA web site or a link to the OHS 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 available to 
the public, including through posting on the Web, such avaijability can reduce the need for the making of 
FOIA 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) 
(iv) (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 items 3 and 4. ln addition, please provide the web 
link for items 5-7. 

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see 
the Improvement Plan for details. I will also provide information on those action items when implemented. If there 
are 9uestions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland. at 

t: p '2. .::J 

Catherine Papai, 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 law governing electronic 
communications and may contain confidential and legally privileged information. Jf 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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Papoi, Catherine 

From: Papoi, Catherine _C k1 2 =:i 

Sent: Thursday, February 08, 2007 5:08 PM 

To: Cejka, Diane T; Welsh, Brian J; Sposato, Janis A 

Cc: Scharfen, Jonathan R; Catherine Papai; Lockett, Vania; Holzerland, William 

Subject: June 30, 2007 EO Improvement Plan Milestones 

Pursuant lo the January 19, 2007 OHS E.0. FOJA Improvement Plan, USCIS must meet the following milestones 
by June 30, 2007: 

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

2. USCJS is instituting the NRC performance modification plan. 
3. AU components will evaluate disclosure operations, to include processing centralization, processing-track 

modifications 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 

fo,warded to our office for review by April 27th . 
6. Components will have a FOIA web site or a link to the OHS FOIA web page from their component's public 

web site. 
7. Components will proactively disclose documents on lts 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)(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). 

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 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) 
(iv) (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 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. I will also provide information on those act;on items when implemented. If there 
are questions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland, at 
.: 1,-;J, ;::J 

Catherine Papoi, J.D. 
Director, Departmental Disclosure & FOIA 
Deputy Chief FOIA Officer 
U.S. Department of Homeland Security 
Washington, O.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 confidential and legally privileged information. Jf 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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Papai, Catherine 

From: Papoi, Catherine [(C b ~ - :I 
Sent: Thursday, February 08, 2007 5:05 PM 

To: Ressler, Shila; Suzuki, Shari; Zimmerman-Pate, Marty; Worthy, Gayle; Avidan, Elliot; Christian, 
Cindy; Fields, Marshall H; Marshall, Gloria L; Ovall, Jeffery; Hawkins, Donald K; Huff, Latita; Ford 
Page, Sandy; Pavlik-Keenan, Catrina M; Dorgan, Mark; Hudson, Reginald; McNeely, James; CRCL 
Counsel; Gramian, Nikki; Snowden, Deborah TSA-FOIA; Russell, Michael; Plofker, Howard TSA 
DCC; Reback, Richard; Young, Sophia G 

Cc: Lockett, Vania; Catherine Papai; Teufel, Hugo; Holzerland, William 

Subject: June 30, 2007 Improvement Plan deadlines 

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

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

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

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 27th . 

4. Components will have a FOlA web site or a link to the OHS FOIA web page from their component's public 
web site. 

5. 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)(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 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) 
(iv) (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 items 2 and 3. In addition, please provide the web 
link for items 4-6. 

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see 
the Improvement Plan for details. I 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 Holzerland, at 
[ b':l. '::l 

Catherine Papai, 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 law 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. 

9/26/2007 
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Papoi, Catherine 

From: Papoi, Catherine · C -~ ·d .:J 
Sent: Monday, July 16, 2007 3:37 PM 

To: Dorgan, Mark; Zimmerman-Pate, Marty; Harris, Talya I; Orsino, Stephen; Welsh, Brian J; Cejka, 
Diane T; Taytor, 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: Papai, Catherine; Lockett, Vania; Holzerland, William 

Subject: December 31, 2007 Improvement Plan deadlines and reporting requirement 

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

I. OHS will eliminate its request backlog. 
2. Applicable components complete all FOIA personnel hiring actions. 

3. Improved customer service through the liaisons. 
4. USCIS and ICE will determine a target date for completing the A-file digitization project 

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

6. USCIS will institute the Ombudsman's operational recommendations. 
7. OHS 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. 
8. All OHS components will be in full compliance with the OHS FOIA regulations. 

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: 

I. Identify the deficient milestone. 
2. Identify the FOIA Improvement Plan area to which your deficient milestone relates. 
3. Describe the specific steps you have taken to date to correct the deficiency, including 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 wilt complete these steps. 

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 Holzerland, at C. L:i"~ :J 

Catherine Papai, J.D., CJPP/G 
Deputy Chief FOIA Officer 
Director, Departmental Disclosure & FOIA 
U.S. Department of Homeland Security 
Washington, O.C. 20528 
Phone: 703.235.0790/Fax: 703.235.0443 

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 disseminaf1on, distribution, use or copying of this 
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 

9/26/2007 
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delete this message. Thank. you. 

9/26/2007 



Department of Homeland Security 
Privacy Office 
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OHS 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 



• Sign-in 

Department of Homeland Security 
Privacy Office 

~ bl J 
DHS Chief FOIA Officer's Meeting 

Tuesday, December 12, 2006 
11:00 a.m. -12:00 p.m. 

• New positions at DHS HQ FOIA 
Catherine Papoi, J .D., Deputy Chief FOIA Officer and Director. Disclosure and 
FOIA 
Vania Lockett, Associate Director, Disclosure and FOIA Operations 
William Holzerland, Associate Director, Disclosure and FOIA Program 
Development 
Erin Odom, FOIA Administrative Specialist 
James Larsen, FOIA Administrative Specialist 
Stephanie Kuehn, Lead Senior FOIA Specialist 
Mark Dorgan, Senior FOIA Specialist 
Loren Clark-Moe, Senior FOIA Specialist 

• Update on the DOJ Annual FOIA Report compilation 

• Update on Supplemental Executive Order 13392 Report 
Still in clearance 
Eliminate backlogs by December JI, 2007 
Education and Training 
Technological Improvements 

• Coming Soon ... 
Revised OHS FOIA \lanagement Diredive 



Finalized OHS FOIA Regulations 
Request for comprehensive list of component records from each FOIA officer 
(types of records, names of Systems, etc.) 
Request from components to provide information regarding what type of FOIA 
training they give/require for both FOIA personnel and non-FOIA i.:ollatcral duty 
personnel 

• 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 .0.8. 

January 19th 

February 16th 

March 16111 

April 13th 

May 18th 

June 15th 

Annual Report - Due December 1, 2007 

• Overview of anticipated information requests 

• D01 2006 FOIA Guide Seminar is December 19, 2007 - we will have a 
DOJ FOIA Guide for each component 



• Sign-in 

Department of Homeland Security 
Privacy Office 

t b?v' :J 
r ~~ c• 

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

• New employees at OHS HQ FOIA 
Emily McMullen, 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: 

• OHS will eliminate its request backlog. 

• Applicable components complete all FOIA personnel hiring actions. 

• Improved customer service through the liaisons. 

• CSCIS 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. 

USC IS will institute the Ombudsman's operational recommendations. 



• OHS FOIA profess10nals 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 OHS components will he in full compliance with the 
OHS FOIA regulations. 

Component's status report re meeting the above milestones must be submitted to 
our office by January 11. 2008 

• OHS Headquarters Electronic FOIA Tracking System 
Version of IQ Solutions tailored 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.0.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 16, 2008 
June 13, 2008 
July 18, 2008 

• Upcoming CFOIAO Meeting dates: 
December 5. 2007 
June 11. 2008 
December J, 2008 

• Appeal Packages 
Presented by OGC Counsel 



Papoi, Catherine 

Subject: 
Location: 

Start: 
End: 

Recurrence: 

Meeting Status: 

Required Attendees: 

CFOIAO's Meeting 
PRIV Conference Room 

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

(none) 

Meeting organizer 

Papai, Catherine; Lockett, Varna; 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 ·oo AM 

(none) 
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Admin Office, 

SUPP!_ll;:S,SERVICES 

'" 
U.S. Dept. of Homeland Security 
Office of Procurement Operations 
Dept. Operations Acquisition Div. 
245 Murray Lane, SW, Building 410 
Attn Sheri Brooks 
Washington DC 20528 

Accounting Info, 
NONE000-000-SA-10-0l-00-000-01-09-0000-00·00 
-00-00-GE-OE-25-14-000000 
Period of Performance, 04/01/2007 to 
09/30/2007 

28 Intranet Quorum Executive Correspondence 
Tracking iECT) licenses to set-up Freedom 
of Information Act {FOIA) and Privacy Act 
operations at OHS Headquarters see 
attached price quote incorporated by full 
text. 
Product/Service Code, 7030 
Product/Service Description, ADP 
SOFTWARE: 

The total amount of award, $89,540.00. The 
obligation for this award is shown in box 
17 ( i) . 

QIJA.Nlln UNrT 

ORDERS: 
1CJ (D) 
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,. .... ,., 
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IOROERNO 
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QUANTITY 
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"' 

89,540.00 

<ll'TI<>IMl."OIIIII""'-"""' --­,,,,. ... ,.,,.,.,,n,, 
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Lockett, Vania 

From: Lockett, Vania 

Sent: Friday, June 29, 2007 3:51 PM 

To: Lockett, Vania; 'Ressler, Shila'; Suzuki, Shari; Zimmerman-Pate, Marty; Fields, 
Marshall H; Marshall, Gloria L; Ovall, Jeffery; Hawkins, Donald K; Huff, Latita; 
'Hudson, Reginald'; 'McNeely, James'; 'CRCL Counsel'; Gramian, Nikki; 'Russell, 
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 

Cc: Papoi, Catherine; Holzerland, William 

Subject: OHS FOIA Response Templates 

Attachments: Thank You to Submitter.doc; Acknowledgement_Referral Received.doc:; Baggage 
Complaint for TSA.doc; Confirm Request Withdrawn.doc; Deadbeat_Outstanding 
Fees.doc; Denial_Denied in Part or in Full.doc; Denia/_Expedited Treatment.doc; 
Denia/_Fee Waiver.doc; Denial_No Records Response.doc; DHS Response with 
Appeal Info To Inter-agency Referral.doc; Disentitlement Doctrine_Fugitive.doc; Fee 
Estimate_Willingness to Pay_Advance Payment.doc; Fee_Waiver_Abeyance.doc; 
FOIA Exemptions.doc; Glomar.doc; 1-94 Letter for CSP.doc; Intent to Release_No 
Submitter Response.doc; Intent to Release_ Over Submitter Objections.doc; Inter­
agency Referral for Review and Return.doc; lnter-agencyTransfer for Direct Response 
(2 ltrs).doc; Intra-agency Transfer for Direct Response (2 ltrs).doc; Intra-agency 
Transfer of Inter-agency Referral (3 ltrs).doc; NM/_No Questions.doc; NMI_Not 
Reasonably Described.doc; Predisdosure Notice to Requeter.doc; Predisclosure 
Notice to Submitter.doc; Privacy Act Exemptions.doc; Release in Full.doc; Suspense 
Tracker.doc 

All, 

In accordance with the provisions of the Department of Homeland Security (OHS) 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 concerns, please do not hesitate to contact this office. 

Vania T. Lockett, CIPP/G 
Associate Director, Disclosure & FOIA Operations 
Privacy Office 
U.S. Department of Homeland Security 
Direct: f~ b 8, ::::l 
Fax: 70:f:°235-0443 
FOIA Main: 703-235-0790 
l1ttp://w ww .Jhs.gov i foia 

I 1/20/2007 



Papoi, Catherine 

From: 
Sent: 
To: 
Cc: 
Subject: 

Catherine-

Taylor,Donald("C. (\)) (~) 
Tuesdav, Auaust 15,2006 12:35 PM 
C. (b') (-.) ::J 

Ouellette, Robin 
FW: COMPONENT FOIi'. POLICY 

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

The Coast Guard is also guided by49 CFR 7, the DOT's regulation for FOIA 

-Donald 

-----Orfginal Message----­
From: Ouellette, Robin 
Sent: Tuesday, August 15, 2006 1 t :16 AM 
To: Taylor. Donald 
Subject: FW: COMPONENT FOIA POLICY 

Comment? 

-----Original Message----
From:< -C.. {h\/2.J .J [maittc -C 
Sent: Tuesday, August 15, 200611:13AM 
To: Ouellette, Robin 
Subject: Re: COMPONENT FOIA POLICY 

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

Sent from my BlackBerry Wireless Handhe!d 

----- Original Message ----­
From: Ouellette, Robin • C. 
To: ·C, 
Cc: Taylor, Donald 
Sent: Tue Aug 15 11 :07.33 2006 
Subject: COMPONENT FOIA POLICY 

Ms. Papof: 

This is in response to your request for a copy of the Coast Guard's FOIA po!icy. The Freedom of Information and Privacy 
Acts Manual, COMOTINST M5260.3, is available for your use electronically at: 
www.uscg.mil/ccs/ciUcim/foia/foia.htm 
<http://www,uscg.mil(ccs/cit/cim/foia/foia.htm>. 

Robin Ouellette 

FOIA Appeals Case Officer 

CG-611 

Ph: [._ l\ii[ '2.; J 



2 



Papol. Catherine 

From: 
Sent: 
To: 
Subject: 

Attachments: 

Catherine, 

Harrison, Barbara M 
Thursday, August 10, 2006 4;05 PM 
PapoJ, Catherine 
US-VISIT FOIA POC TRAINING 

FOIA POC Trainlng.ppt 

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

FOIAPOC 
alnlng.ppt (1961<8) 

1 
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M[\IORA:S:DL.\1 rOR: 

FR0\1: 

Sl"BJFCT: 

April ~ l. :006 

ALL L'S-VISIT PERSO:S::S:EL 

I ~ li.1,.,,,.,,n, o1 lfonid•nd ,,,,,,1, 
\, .. 

~- Homeland 
~: Security 

James A W1lhamsy- _,,", Lt:~((<.__ 
..,,,.,\. 

Director. l."S•VlSIT 

Compliance n 1th Freedom of Information Act Requ1remen1s 

The FrL"\:dom of Information Act (FOIA) establishes the public's right to ai:cl.'SS records created or 
maim:iinl:.'d by Govemmeni agencies. The FOIA sheds !igh1 on GO\'cmment a..:ti\·ities and helps 
..:nsurc ,1pcnncss and accountabili1y. 

\Jany of }OU ha\e heard me say that we \\ant to make our a,;ti\'ities 1ransparent. One of our methods 
to help ensure uansparency is through outri:ach acti\·i1ies. designed to keep the public informed of 
nur current acti1,i1ies through briefings and news releases. Another method for ensuring transparency 
,s the disclosure of information to the public under FOIA. 

I realize that some FOL<\ requests require exlensive searches for responsive agency records and time 
de\Oted to n:vicw of those records. Thii search and re\'iew often conflict \\ith fulfilling the tasks 
critical to our mission. In those cases 1~here ou.r ongoing op<:rational requirements will be impacted 
by the tinw needed 10 conduct sean:hes and reviews, please notif~ your manager If .a resC'>lution 
cannot he reached. ~ou may coniact Barbara Harri!>On. our FOIA Officer. to discu.iS your concerns. 
\h_ Harrison may be able to negotiate an extension v. 1th the FOIA rc9ucster so both can be 
JCcnmplished. Ko:ep in mind, ho\.,,:ver, tho.t the fOI,\ mondmcs responses v.ithin 20 working days. 
\\"hile this requiremem is often difficult w achieve, it is a requirement L'.S. VISIT ~hould slri\C to 
rm:et for each FOL.\ r1..-qucst. Therefore. I ur~e all of you 10 maJ..c every reasonable attempt to b,: 
r~·spum!\c ill FOIA n.=qucsts. 

!'lie Prc,1Jent rer.:e-ntly :signed an hecutivt" Orde-r directing that Government agencies improve their 
FOi,\ pn1grams and focu.s on custom.:r satisfaction. \.Is. l{:mison preparc<l an improvemt"nt plan 10 
-.ucJmline our FOi..\ process and decrease the time l<i respond to FOIA requests. One of the- areas of 
prim;_try focu.\ is l!'dUciJlion, so you \;·ill :;.x1n see articles and training directed al increasing rour 
unJcr~landin_g n( the FOIA process. 

l \..no11 I c.m wunt on you 10 join me in supponing the FOL\ Program. 



Papol1 Catherine 

From: 

Sent: 

Ta: 

Subject 

Lockett. Vania <CTR> 

Thursday, August 10, 2006 8:24 AM 

Papol, Catherine 

FW: Operations Coordination FOIA Guidance 

Attachments: OPS FOIA Issuance.doc 

FYI 

From: Hudson, Reginald 
Sent: Thu,sday, August 10, 2006 8:19 AM 
To: Lockett, Vania <CTR> 
SUbject: Operations Cocrdlnatlon FOIA Guidance 

Page l of l 

As requested a1 the FOIA Officer's Privacy Meeting on August 8, 2006, the attached includes the FOIA Guidance 
for the Office of Operations Coordination. 

If you have quesoons or need addlt1onal information, l can be contacted by email or on the extension indicated 
below. 

Thank You 

Reginald Hudson 
FO/A/Pri\lUcy Ofjker 
Operations Coordination Directorate 
Oepurtment of ffomeland Securit_v 
Washington, D.C 
C b)-1 I ::t,0) :l 

8/10/2006 



G. Freedom of lnformatK>n Reform Act of 1986; Uniform Freedom of Information 
Act Fee Schedule and Guklelines; 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. Attorney General's Memorandum for Heads of All Federal Departments and 
Agencies Regarding the FOtA, October 12, 2001; 

J. Guidance on Homeland Security Information, March 19, 2002, published at: 
http://www.usdoj.gov/olp/folaposV2002foiapost10.htm. 

4. Definitions 

A Cateqorv: 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) au other requesters. 

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

C. FOIA Offlcer. For OHS Headquarters, a FOIA Officer refers to an employee 
selected by the Director, HQ Departmental Disclosure or Designated OHS official 
to receive FOIA requests assigned to their area by the Director, HQ 
Departmental Disclosure and to provide assistance in administrative pertaining to 
FOIA request processing. For Operations, FOIA Officer refers to the Director, 
Disciosure Office. 

D. Responsible Offl,;/a/; The Director of the organizational unit having 
Immediate custody of the records requested or a designated official wkhin that 
organizational unit. 

E. Oes/gnater1 OHS Qlflcla/: Senior DHS officials as designated by lhe 
Secretary, Deputy Secretary or Under Secretaries. 

F. Director, HQ Departmental Oi§C/osure: 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 FOIA-related matters. 

G. Appeal Authority For inltial requests denied by the OPERATIONS ln~ial 
Denial Authority (IDA) (see J), the appeal authority is the Director, HQ 
Departmental Disclosure. 

H. fOIA Reqyest 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 explicttJy 
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or implicitly invokes the FOIA (5 U.S.C. 552) or Management Directive Number: 
0460.1. Requesters should also indicate a wltl}ngness 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 
facsimHe or electronically must have a postal ma"ing address included since it 
may no1 be practical to provkle a substantive response electronically. The 
request is considered properly received or pertected, when the above conditions 
have been met and the request arrives at the Oisciosure Office. 

I. Agency Record: 

1. The products or data compilation. such as all books. papers, maps, and 
photographs, machine readable materials or other documentery materials, 
regardless 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 Operations' possession and control at the 
time the FOlA request is made. 

2. The following are not included within the definition of the word "recon:1": 

a. Objects or articles, su<;h as structures, furniture, 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 individual 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 empk>yees for their 
official use. Personal papers fall into 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-relaled personat 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 to 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.S.C 552 (a)(3), and are available to the public through an established 
distribution system, or through the Federal Register, the National Technical 
Information Service, 01 the Internet, nonnally need not be processed under the 
provisions of the FOIA If a request is received for such information, Operations 
shall provide the requester with guidance, inclusive of any written notice to the 
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public, on how to obtain the information. However, if the requester insists that 
the request be processed under the FOIA, then the request shall be processed 
under the FOIA. 

J. ln/Ua/ Dental Authorily ODA): An official who has been granted authority by 
the Director, HO Departmental Disclosure to withhold records requested under 
the FOIA for one or more of the nine categories of records exempt from 
mandatory disclosure. IOAs may also deny a fee category claim by a requester; 
deny a request 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. Admlljlstrative Appeal: A request made under the FOIA asking the 
appellate authority to: reverse a decision; to withhold all or part of a requested 
record; to deny a fee categoiy claim by a requester; to deny a request for waiver 
or reduction of fees; to deny a request to review an initial fee estimate; to deny a 
request for expedited processing due to demonstrated compelling need; or to 
confirm that no records were located 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 
governmental files 1hat reveals nothing about an agency's or official's own 
conduct. 

M. E:lectrontc Record: Records (lnciudmg e-mail) that are created, stored, and 
retrievable by efectronic means. 

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

5. Responsibilities 

A. The Director for the Office of Operauons Coord/pation, shall be 
responsible for all aspects of Freedom of Information Act Compliance as defined 
in DHS Management Directive Numbec 0460.1. 
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8. The Chief of St•ff for the Offlwe of Operations Coordto,tlqn. as delegated 
by the Director for the Office of Operations Coordination. has direct responsibility 
to: 

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

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

C. The Director Qperatlons pisclosure Offic,. has the overall responsibility 
for the implementation of the Operations Freedom of Information Act Compliance 
Procedures tor afl records maintained 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 OHS Management Directive Number: 0460.1 so as to ensure 
compliance with the requirements of 5 U.S.C. § 552 by: 

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

2. Ensuring that accurate and complete dala is submitted in a timely manner 
to the Director, HQ Departmental Disciosure, 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 to section (a)(2) of the FOIA which 
have been created on or after November 1, 1996, are posted in an electronic 
reading room; 

4. Submit proposed organizational element disclosure regulations or proposed 
changes to regulations to the Chief of Staff for OPERATIONS for review and 
approval; 

5. Ensure that FOIA points of contact and web masters collaborate wnh the 
Operations records manager prior to disposing of records posted on the FOIA 
web sites and to schedule electronic records on the sites; and 

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

7. Ensure Operations compliance with the requirements of the FOIA, as 
amended by the Electronic FOIA Amendments of 1996 (EFOIA). 
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8. Task and coordinate all FOIA actions through the appropriate Operations 
offices. 

9. Coordinate all FOIA responses with the Office of the General Counsel. 

10. Sanitize information detennined to be exempt from release under one or 
more FOIA exemptions in accordance with Title 5 U.S.C. § 552, as amended. 

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

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

13. Prepare the final response to the requester. 

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

15. Determine: 

a. Whether to grant or deny requests for access to records; 

b. Whether to grant or deny requests for fee waivers: and. 

c. A requester's category for fee purposes; 

16. NoMy the requester of determinallon(s) made pursuant lo paragraph 5.D.1; 

17. Determine costs incurred by the Department to process the reauest and 
whether or not fees wiU be charged to be requester: 

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

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

0. The Appeal Authority shall, upon receipt of an administrative appeal, either 
affnm or reverse those initial determination.s that 

1. Deny access to a record or portion thereof; 

2. Deny a request for a fee waiver; 
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3. Pertain to a requester's fee category; 

4. Advise of no records located; or 

5. Deny a request for expedited processing. 

E. Qperat/Qfls Dla,ctorate$ shall: 

1. Designate a responslble 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 Counsel shall: 

1. Coordinate on all partial and final Operations FOIA 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. Polley & Procedures 

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

Upon receipt of a request satisfying the requirements of the FOIA, records 
shall be disclosed unless they are protected by one or more of the FOIA 
exemptions or exciusions. Requests shall be processed to the extent practicable 
wnhin the time limits defined by the FOIA. Individuals requesting informalion will 
be informed of the right and procedure5 to seek adminlstratiVe appeal and to 
seek judicial review of: 

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

b. A fee waiver denial; 

c. A determination of requester's category for fee purposes; 

d, A no-records detennination; or, 

e. A denial of a request for expedited processing. 
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B. Procedures: 

1. The FOIA requires that, in "unusual circumstances" as specified 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 involved in processing 
the requests. 

a. Processing tracks: Track One, simple requests; Tracie; Two, complex 
requests; Track Three, requests that meet the test for expedited processing. 

b. If a significant number of pending requests or the complexity of a request 
prevents a final response determination within the statutof')4 20 working days, the 
Director, Operations Disclosure Office will provide the requester an interim 
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. All FOIA requests will be assigned a case number. A copy of the 
request, with a completed coordination form and DD Form 2086 will be routed to 
the appropriate Operations sectron(s). 

d. If the Operations section does not have respansive records but believes 
another office/agency might have them, it must return the complete package to 
the Disclosure Office and inform that office 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 OHS office and outside 
agencies. 

3. FOIAs involving unclassified information. The appropriate 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 Director of the office conducting the search and 
review, will verify the accuracy of the infonnation by signing the FOIA request 
task er { enclosure 1) accompanying the request. After the document has been 
reviewed, the reviewing office will forward it to the Disclosure Office for final 
processing. 
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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 bracketed segment of the 
document 

b. Upcn completion of the review by the appropriate Operations subject 
matter expert offlce(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 information. The 
appropriate FOIA exemption(s) must be provided for each bracketed segment of 
the document. lf 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 return the package to the appropriate 
OperaUons subject matter expert office(s) for processing. 

c. When all classified information has been appropriately bracketed, the 
Operations subject matter expert office(s) will forward the document(s) lo the 
Disclosure Office. 

d. When the Operations section reviewing the documents recommends 
additional review by another agency,~ will provide the Disclosure Office the full 
name and address of that agency and a technical point-of-contact, If known. The 
Disclosure Office wtll 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 lt to the Operations Disclosure Office. 

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

5. FOIA Appeals. 

9 



a. A requester may adminis1ratively appeal an agency's adverse 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, disciplinart action against the employee 
primarily responslble 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 appellate authority. Appeals may also be made for any determination 
the public considered adverse, to include, but not limited to, fee category claim; 
disapproval of waiver or reduction of fees; fee estimates; fa!ure to grant 
expedited access: and no records detem,inations. Appeals must be clearly 
marl<ed as such, both on the envelope and in the body of the letter. Persons 
appealing Operations denials should include a copy of the denial letter, the case 
number, a statement of the relief sough! and the grounds upon which it is 
brought. Appeals should be sent to the following address: Director, HQ 
Departmenlal Disclosure; Privacy Office, Department of Homeland Security, 
Washington, DC 20528. 

C. Reading Room: 

1. Frequentty requested records described in Title 5 U.S.C. § 552(a)(2XA), 
(B), (C) and (D) (FOIA), created on or after November 1, 1996, shall be made 
available electronically on the Operations Disclosure Office web site, 
http:/IW)W.dhs.gov/dhspublic/Operalions FOIA Officer. 

D. Special Instructions: This issuance may not be altered without prior 
coordination with Director, Operations Disclosure Office, (:.. i:, '2._ ( [Ou)) ::i 

E. Effective Date: This directive is effective immediately. 

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

Attachment: 

1. Freedom of Information Suspense Tracker 
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Papo11 Catherina 

From: 
Sent: 
To: 
Cc: 
Subjoct: 

Attachments: 

FOIA 
tsts-OeYeiopnlnt-A 

Christian, Cindy 
Tuesday, August 22, 2006 1 :14 PM 
Papol, Catherine 
Smith, Douglas M; Avidan, Ehiol 
FW: Revised FOIA Requests Procedure 

FOIA Requests-Development-Aug 15.doc 

Hi Catherine, 

Here Is S& rs ~drafr' procedures on processing FOIA requests. Pleaae note that this Is onl)o the 2nd round with the wrtter& 
on this precess, so there are likely eddtbonal tweaks, but ifs a start. As ii stands now, I am putting out aH tastts cirec;tly 
unlit I get another staff membel. Once we have lhat person in plaCe will be Incorporating S& rs ExecSec and using the 
Department-wide ECT lracldng system (Which is raftected in the attached procedures). 

We welcome all comments you wish IO contribute so that S&T is in hne with the OHS-HQ FOIA Office. 

Thank yoo. 

Cindy 
ou••••---••--•••h-••..-.-•o• 
Cynthie A. Chr1atlan 
Admlmstrative Off1Cer for GAO. OIG, & FOIA Science and Technology Office of the Under Secretary Office 10-032 
(0) I b , , . . 
(C) \ 'J...)o{bb) 
Mail Stop: 2100 



(b)(2)(low)

Papoi, Catherine 

From: Zimmerman-Pate, Marty 
Sent: 
To: 

Thursday, August 10, 2006 8:20 AM 
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. I 
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. I have requested to have this corrected ASAP. 

Please feel to contact me if you have any questions. 

Respectfully, 

FOIAWebGulde.pdf 
(418 KB) 

Marty Zimmerman-Pate 
Disclosure Officer 
Federal Law Enforcement Training Center 
912-267-3103 
912-267-3113 FAX 

1 
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(b)(5)

Page 1 of 2 

Papoi, Catherine 

From: Ovall, Jeffery 

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

To: Papai, Catherine 

Subject: RE: FEMA FOIA Guidance 

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

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

j,jfOvall 
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 

This communication, along with any attachments, is covered by federal and state law governing electronic communications and may 
contain confidential and legally privileged infonnation. 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 stricHy prohibited. If you have received this in error, please 
reply immediately to the sender and delete this message. Thank you. 

From: Papai, Catherine [mailto: 
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 
Sent: Friday, August 18, 200612:33 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? 

jej'fOvaff 
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 

• I ... '"' • :. 

8/22/2006 



(b)(2)(low)

Page 2 of 2 

This communication, along with any attachments, is covered by federal and state law governing electronic communications and may 
contain confidential and 1,a11, priviieri information. If the reader of this messar is not the intended reci~t, fU a,o horo~y n9Ufi~ 
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 
Sent: Friday, August 18, 2006 8:50 AM 
To: Ovall, Jeffery 
Cc: Papoi, Catherine 
Subject: FEMA FOIA Guidance 

Hi, Jeff. 1 forgot to mention this during our phone call. Did you send over the existing FEMA guidance on FOIA 

processing? 

Catherine 

8/22/2006 



INTRODUCTION 

FOIA/PRIV ACY ACT SPECIALIST 
GS-0301-14 

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 FOIAiPrivacy 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 Divisio~ Office, Regio~ Center, or major field installation for guidance 
and interpretation of standards and procedW'CS related to FOIA and Privacy Act. Renders 
judgments and conveys decisions regarding interpretations of policy. 

DUTIES 

As the senior FOIA Specialist. proviaesguidance and direction to other FOIA/Privacy Act 
Specialists within the Office of General Counsel, Divisional and Regional FOIA points of 
contact. and new employees on the FOIA and Privacy Act Programs. The Senior FOIA 
Specialist provides comments on the work-product of other FOWPrivacy 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 te be used foJ implementing crtterla am ev:uiiatfog-progriuiia. lieviewa-~ ~ · 
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 FOIA regulations and policies. 

Independently perfonns a variety of analytical and management support duties related to the 
administration ofFEMA'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 OOC 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 detenninc 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 FOIA processing government wide. Stays abreast 
of aH policic:s amt pJocedures atlb:lingicamli:.rmievalpraclfc:eS -0evelopi,·w~es, all4--­
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 infonnation in response to requests 
referred to OOC for response. Reviews infonnation 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 ofFOIA 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 
entities associated with agency FOIA programs. 

, 



Prepares and updates FEMA directives or instructions on issues arising out of the FOIA 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. 

Drafts 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. 

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

Factor 1, KNOWLEDGE REQUIRED BY mE POSITION Level 1-1 1550 Pointa 

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 
agcncyfdepm tuumt policies and rr:gutations tiased mi rcvWOD&.to laws, cowt -
interpretations, etc.; (S) Skill in analyzing written requests for information to determine 
the nature of a request, its exempt or non-exempt status under FOIA 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 Pointa 

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 priorities. 

Factor 3, GUIDELINES Level J.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, OHS policy and 
directives, internal office procedures and precedent, and guidance provided by the 
supervisor and worlcgroup leader. Additionally, the incumbent provides guidelines and 
guidance in the form of FEMA directives, instructions and personal presentations'. The 
incumbent is expected to use independent judgmendn making decisions, using the 
knowledge required by the position. Guidelines do not always cover aJI work situations, 
which requires the incumbent to adapt to existing guidelines or, in some instances, to 
develop new guidelines. 

Factor 4, COMPLEXITY Level ,t.5 325 Points 

The incumbent is responsible for analyzing interrelated issues of effectiveness, efficiency, 
and productivity of substantive mission-oriented programs. Develops detailed plans, goals, 
and objecthes for both ttm tang~rang:e and: the slliln-rmse implementatrOll-ana - - · · · --
administration of the program, and/or develops criteria for evaluating the effectiveness of 
the program. Decisions concerning planning, organizing and conducting studies arc 
complicated by conflicting program goals and objectives. Assignments arc complicated by 
the need to deal with subjective concepts, the quality and quantity of actions arc 
measurable primarily in predictive terms, and findings and conclusions arc 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 5-5 325 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 deveJops 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 ~J 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-J 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 fo-FOl.A 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 5 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 assignments which _ . 
may include disaster tocating _Mlli aftefidsoI s11rrofrodiilgl ana-pllyaka!. ~rmenw. . -- .. 

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. 

TotaJ Points 3690 
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Freedom of Information Act and Privacy Act 
Specialist, GS-0301-12 

Position Number: 
Organizational Code: Office of General Counsel 
Organlzatlonal Location: 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 (OHS), 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 m-be used fOr recn.,mng purposes. It lrsts 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: Knowtedge 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. 

- - -.--- -·-· ·- -- ------------- - ··- -·-· -·-------·----

OPt:RATIONAl DeftNtTION: 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 FOi.A/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 CRALL Y 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; 4-- ---

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 ~ct_(fQl~l ,1_r1g priyacy_Act 

- requa&ti. -- - -- - - --- - -

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. 
--• ~--- ••••--c~ 

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 WITH FEMA PROGRAM 
EMPLOYEES IN RESPONDING TO FOIA/PRIVACY ACT RESPONSES IN A 
TIMELY MANNER. 

Screen out KSA? no 
~ Weight:_ 1 ~-:-. 

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. 



(b)(2)(low)

(b)(2)(low)

(b)(2)(low)

Papoi, Catherine 

From: Ortiz, Magda S 

Sent: Wednesday, August 16, 2006 6:23 AM 

To: Papai, Catherine 

Subject: RE: Component FOIA Policy 

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

Magda S. Ortiz 
Chief 
Information Disclosure Program 
Office of Records Services 
National Security & Records Verification 
U.S. Cit migration Services . . . 
phone: 
fax: 

I 
I 
I 
I 

From: Papoi, catherine [mailto: 
Sent: Tuesday, August 15, 2006 8:37 AM 

Page 1 of l 

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 I can expect to receive the information. Thanks. 

-Catherine 

Catherine Papai, 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 
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(b)(2)(low)

Page 1 of I 

Papoi, Catherine 

From: Holzerland, William 

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

To: Papol, Catherine 

Subject: RE: Component FOIA Policy 

Hi Catherine, 
The OIG currently has no formal FOIA policy documents, beyond the existing OHS Management Directive and 

OHS regs. We currently have no plans to Issue any internal FOIA policy documents. 
regards, 
Bill 

----Original Message--­
From: Papal, catherine [mailto 
Sent: Tuesday, August 1S, 2006 8:37 AM 
To: Avidan, Elliot; Christian, Cindy; Ffelds, Marshall H; Harrison, Barbara M; Hawkins, Donald K; 
Holzerland, Wllllam; Hudson, Reginald; Huff, Latlta; Marshall, Glorla L; Ortiz, Magda S; Ovall, Jeffery; Ford 
Page, Sandy; Papol, 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 l can expect to receive the information. Thanks. 

-Catherine 

Catherine Papol, J.O. 
Acting Director, Departmental Disclosure & FOIA 
Privacy Office · 
Department of Homeland Security 
Phone: (571) 227-3813/Fax: (571) 227-1125 

This communication, along with any attadlments, 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 th is In error, please reply immediately to 
the sender and delete this message. Thank you. 

8/17/2006 
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(b)(2)(low)

(b)(2)(low)

· . OIG SA Handbook 

Papoi, Catherine 

From: 

Sent: 

To: 

Subject: 

Holzerland, William 

Thursday, August 17, 200610:23AM 

Papoi, Catherine 

OIG SA Handbook 

Attachments: OIG Agent's handbook .pdf 

Hi Catherine, 

Page l of 1 

In the FOIA policy realm, we did find mention if FOIA/PA in the Office of Investigations' Special Agent 
Handbook.. I thought I would pass it on, as it may count as "intemal FOIA policy•. It's not much, but I thought it 
worth sending. 

regards, 
Bill 
<<OIG Agent's handbook .pdf;:,,.> 

WIiiiam H. Holzerland 
U.S. Department of Homeland Security 
OIG/Office of Counsei 

8/17/2006 

vania.lockett
Rectangle



Papoi, Catherine 

From: 

Sent: 

To: 

Subject: 

(b )(2)(1ow) Pavlik, Catrina <TSA-FOIA> 

Tuesday, August 15, 2006 11 :10 AM 

Papai, Catherine 

RE: Component FOIA Policy 

Attachments: FOIASOP4.26.06.doc 

Pagel of l 

Our management directive is being concurred upon right now internally. Once completed, I 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: Papal, Catherine 
Sent: Tuesday, August 15, 2006 8:37 AM 
To: Avldan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; Holzerland, 
Wllllam; Hudson, Reginald; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, Sandy; 
Papai, catherlne; Pavlik, Catrina TSA·FOIA; Sealing, Donna; Suzuki, Shari; Taylor, Donald; Worthy, Gayle; 
Zimmerman-Pate, Marty 
Cc: Papol, Catherine 
SUbject: Component FOIA Polley 

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 I can expect to receive the information. Thanks. 

-Catherine 

Catherine Papai, 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 



Papol, Catherine 

From: 
Sent: 
To: 
Cc: 
Subject: 

Importance: 

Attachments: 

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

OPStasking (b)(2)(1ow) 
Monday, August 14, 2006 9:48 AM 
Papoi, Catherine 
Marshall, Gloria L 
ACTION ITEM FOR OHS Privacy Office 

High 

ORO SAMPLE EXPEDITED TREATMENT DENIAL.doc; ORO Admin Appeal Sheet.doc; ORO 
SAMPLE FEE WAIVER DENIAL.doc; ORO SAMPLE PERJURY STMT ACK.doc; ORO 
SampleWording.doc; ORO Billing Data Sheet.doc; ORO SAMPLE NO RECORDS 
RESPONSE.doc; ORO Admln Closure.doc 

From: Marshall, Gloria L 
Sent: Friday, August 11, 2006 2:39 PM 
To: OPStaskfng 
Cc: Gaudioso, Giovanni; Aeids, Marshall H; Rittenberg, Scot R 
subject: ACTION ITEM FOR OHS Prlvac.y Office 
Importance: High 

0 0 0 
ORO SAMPLE ORO Admin Appeal DRO SAMPLE FEE DRO SAMPLE DRO DRO Billlng Data DRO SAMPLE NO 

'EDITED TREAlMEN Sheet.doc (30 ... NAIVER DENIAL.d .. RJURY STMT ACK.d1pleWordlng.doc (42 Sheet.doc (30 ... :CORDS RESPONSE 

0 
DROAdmin 

Closure.doc (53 KB) 

PLEASE FORWARD TO CATHERINE PAPOI, ACTING DEPARTMENTAL DISCLOSURE OFFICER 

Good Afternoon, 

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

Additionally, FOIA Training Books for our FOIA Training Conference August 22 are being prepared and we wlll 
provide a copy of the complete training book. All ICE FOIA processors received inltlal FOIA training by ICE 
1FOIA.(lnformatlon Olsclosure Unit). All FOIA Coordinators In the 26 SAC offices have been trained and received 
\the books, guides, etc. Indicated above or will receive the updated versions at the August 22 training. 

1

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

hanks Much, 

1 



Glorla L. Marshall, Chief 
Information Disclosure Unit 
U.S. Immigration and Customs Enforcement (ICE) 
United States Department of Homeland Security 
425 I Street, NW • Room 4038, Washington, DC 20536 

(b)(2)(1ow) -office I fax I (b )(2)(1ow) cell I (b )(2)(1ow) 

NOTICE: This communication may contain privileged or otherwise c::onfldentlal information. If you are not an 
Intended recipient or believe you received this communication In error, please do not print, copy, retransmit, 
disseminate, or otherwise use this Information. Please Inform sender that you received this message In error and 
delete message from your system. 

2 



949 360 3233 

Immigration And Customs 
Enforcement 
~rtaenll ....,..._OIIN...._d.._., 
A9McY: I-Ip II ■.r Cll•JN llll:s •••Ill 
Jell AMNNNICenlant Nu---,: 
u.e-AIIT-U:IN■ IIT•:t7• 

949 360 3233 P.02/83 
,. 1 U1 I 

L-- --· ··---· ·--· --.. ·---

PRll!DOM OF INPORMATION A.Cr (DIUCTOR) 

....,, ....... 107,521.00 - 111,774.00 USD par .,.. 

........ Gracie: GS-GJOM5 

PromotlOII Potentlal: 15 

Wllo May .. Conalderecl: 
!!blue c:.nd....._ (Nltt Ptar uaan Bg) 
lob lummar,: 

Open Perladl Tullday, Oc11DMr u, ZOOi 
• n..,, 0cllDla 24, 20N 

Poalllon Information: Fu■ Timi carw/CINlr 
ConllltlDnll.. 

Duty LocatlcNla: 1 VICallCJ • WIINftom,t, DC 

This polltlon supports our mlulon to prevent acts of terrorism by targeting tha people, money, 
and materials that 1upport terrorllt and crlmlnal actlvltlm. our villan II to ba the nation's 
prNmlnent law enfDrcement agencv, dedlclltad tD detecting vulnerabllltla and preventing 
vlolltlons that thratan nltlonal NCU~. Immigration Ind CustDffll !n1brcement (ICE) w■-
astablllhecl to comblt the a1mln■I and national seeurlty thrNtl emergent In • paet 9/11 
envtronment. 

~OMIJA.pplr-

Cumat Fedlnl employNI lll'YiDa on aw ar cmw-conctitioml 1ppohmnaat ad bins 
federal employael wi1h ........_ cfi&im)ity. 

Current and former Fcdlnl empJoyaa who meet the emhliahed criteria In m Offlce of Penonnel 
Manaalllllllt Inten:baqc Agreemcat. 

Vetcrw who U9 prefeat:IIC6 oJlal'blea or wbo have been Npll8ted lmdlr hononblo ooaditica ails 
3 Yflll'I or man of camiDDDU w,,ic;e will receive comtderldon under the Veeaw P.mploymmt 
Opportunity Act (VBOA). 

Orpabado■al LocadDII! Tbil poaition ii located in the Office oftbe AlliltlDt 
Secmaly, Immipation IDll Cllstmu Bnforcement, Wllbinaton, D.C. 

Relocadoll Eq,eues= llelocldon expen1e1 will not bo paid. 

Nota: Ona or more poaittc,m may be .6llcd 1Jliq thil vancy umouacemcnl 

QaClduaalrtJS1ppordll Docme1Cs: The Questionnaire and all aupportins docummta 1DU1t bt 

bttp1:/lncruimr.Dlliobl.omn.10v/aowchurlvetinh.11m~nh~'\ t MG&iwt-""---" .... 1 n,A MIW't 

0 
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submitted and received by 12:00 Miduipt BDT Oil the cloaiu& date o{tbil IDDOUDCCHild Tualday. 
October 24, 2006. 

Appllcadou ud •pportiaa docll_.tatlaa wm NOT bt accepted by mall or emllll. TIie 
addral lined llelow II far laqmlll DIily. 

Key ReQulrementas 
• U.S. Cltlnnship 
• Bldcground Security InvutlQatJon 
• DNO Screening 

·-----------
Major Dutle91 
You wlll NIW - the prlnclpat ldYilar to the Alslltlnt Stcrltery Ind Deputr Alllltant 
s.cretart• on all matters relatlnO to the pubhc dllclolure of Information. You wlll fbrmullta 
and Implement Polley .. It .... to tha freedom of lnfarmltlon Act (FOIA)/Prtvlcy ,a. (PA). 
You will partldpatll with Immigration incl CUltDml Entbrcement (ICE) ■rrd/or Department of 
l10111ellnd SICl.lrlt'¥ (mlS)_attorn••Ja.,aQy lltlgltloA wlliCII GMlle119• the- lnlllet or app•I 
detfflnlnlltlOn with respact to FOIA/PA reQUlltl. You wfll man recornmendatlonl tD senior 
management, or to Nnlor Department staff on behllf r# IC!, to resolve conftldl and tD 
promobl th• effectlv• Implementation Of IC£ plans, programs and pnortttes. OV.... the 
preparation of ltatfstlcal raportl both for O,ngrea and fnlllmal UN to reflect ICE actMtles 
under tha FOWPA during each ftscll year. 

You wlll plan work to be acmmplllhtld by subordinates, sets goall and prtorldB, and prepa,11 
schedul• for mmpletlon of wortc. You wtll aalgn wark \D subordl,,._ based on dtfflculty of 
8ISlgnr\'Mfflta and ltlff capabllltleL You wlll perform the admlnlltratlva and human reaourm 
managarnant f'unc:tlo,. relative to tha staff suparvtNCI. You will resolve lnronn.l complalnta 

.. and ~YGUWlll deYelop wodttmprvvement plw, recommlNIIAI ~• ICtloN --- . 
· 1'1111"1-l'V. __,..,.-~-·- ............... -----··r1t11'1 l'IJlfilifttS"worl ·--~--na..:ss ■ry. '""' .... .,.v••- -•- ....... -- - wo 

ffllttwrS. YCIU wll bl l'llpOnSlble for furthering the pis of tqUIII tmpfayrnent opportunity 
(E!O) by taking posltlYI slaps \D __,,. the acmmpllshment d affirmative ac:tlOn abjldlva 
and by adhtrlng to nandllcrlmlnatDry employment prac:tlc:81 In regard1 to raca, colar, 1'91lglon, 
su, national origin, age, or handicap. 

Qulllftcdoftllftd............ L ________ _ 

Quallflcatlona: 

GS~ts: You quallly at the GS-ts t.vel If you pc)INa one {1) year of spedallnd exparlenc:9 
that equipped vou with the sldlls nacled m parfonn the Job duau. This axpertenm muat hive 
bNn aqu&vatant m at leelt the GS•t4 level. lxllmplel lndudal performing, .. Jtntng and 
reviewing the compllatlOn, anelyu, lndatng 111d overall handUng of pertinent matarlal and 
Information In aa:ordlnm with the ACTS; supervising I highly technical and complex 
admfnlStnltlve program that conducts the moet dlfflcult complex and dlfflcult , .... rch projects 
and assignments pursuant to requatl fDr lnf'onn1tlon under the Freedom of 
Informetion/Prtvac;y Acts. 

E41e1tloa nq■INIMIII: No specialized educational requirc:meaal for this poaticn. 

http1;//recruitc:r.uaiobl.OD111.aovllomdnsr/lllll:inh •m1?inhm.4M-:a 111.0.a,;..,._..,...,__. •··· , "'" ""'"' .. 
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lllaqulnm91111: 

u.s. Cltlnnlhlp: Candldatel must ba United States cttJzens and present proof of dtlanshlp, 
lfsetectad. 

11m• Ill Clntcle: Tima In gradt Nltrtctlonl mtJlt be met by the dOllng data of this 
announcemant. ApplJcantl must have It least 52 waaks of Rrvtce aqulVllent to the nm lower 
grade level In tha normal llne cl progrealon ror the poeltlon to be ftlled. 

Quallflcatlona bf CIGIIIIII Date: Unleu otherwl• noted, you must fflNt 111 qualfflcatlan and 
ellglblllty raqut,-manta by the doling ._ of the announcement Tuaday, 0ctDbtr 24, 2006, 

■•Cllal"9IIINI SIICUrlty lnWatlptloft1 You wlll need to succ:eSlfully complate a bllclcgrouncl 
securtty investigation befora you can be 1ppolntld lntD thla position. 

Dr111 T ..... 1 You must IUbmlt to • drug tat and Netlve a l'IIGll:tv8 drug tat re.ult before 
you can be appmnted Into this position. Abt appointment, you wlll be subject to random 
testing for II .. drug UN. 

~·--~· ___ ..... •11•nl■1,WNa11■1.,..1 PloNtlanar, lltlwlud: 't'ou m1y DI rtQUIN!a !b serve 11 &elvi 
month probattonary perlad upon appointment to thll position. You may aflD be raqulred to 
complete an appropriate suparvltory tnllnlng caurse within one year of aSSlgnrnent tD this 
pclitfon . 

...,_ You WII .. lvaluated: 
EVllluatlona 

YauWl beevatu■lldbaNd upon ht lWIIPQI Ill YQU pnwldeon .... l,eallcquMllorvlanl'llll• 
,wqund N part~ .. appUGlllon praa111 f'ar till potllon. You wll be l'llllld b8llld Gn 'fGJI l'IIPGIIIII Jnd 
a11l"19d a_. t'lllglrlQ tam 70 ID 100 polnlll. Cenclldll ... wll be ,.,.,lid f\w HIICIGn In aucarclll• wlh 
lh~~=~·~ ~-~-~allell pla--=-· ~-- .. -· _______________________ _ 

All Iha Wonnllon yall provide ma, bewllld by a rNIW ~fie wcn ,....ica and/or .tialon • 
lhawn on 'fGJI appllaatb, fonnl. b, ~•••wand.....,.. ae..,...._ IUCh• .. lnlllYIN 
P,OGIII, ThilwrlicltlanCD!alao.ualq ...... aftlleapplwllon.,._111 ,,,,,,.,.....,...,olycu' 
upartlra. fllN ltlllnWI .... Cl'....,.. DOOINllilllll '1bmllon may be graundl far rating yau Nliglbla. nat 
hiring you. or far tiring )Ul aftw yau begin wartc. 

...._. n 0t11er lntonNIIDn L ___ --· .. __ _ 

8eneflta1 ......... 
The Fldlnl governrwt off8rw a lUTlber~exGlptlanal ben8ffls to II empto,,w. These belwb inafude. 
bUt n not llmllad to: hNll'I cae. IN'e .....,__ 1ltdlll apendlna and dependent car-. 11CeCU11a. ..... anc1 
s6Clc leave. long,,lann ca. NUr11nC1. Incl 1llllffllllt llMIIQI pllnl, and 1rW111t IUblldlal. For men 
infonnllllon abcul thW bw.alll. .--v111 btm;llwww,IJSl.1om,aom,gOYLtl61.asp 

Other Information; 

0th• Information 

lndlVlduals WftO have spedal priority sei.ctron rights und• the Agency Clrccr Tranaltton 
Assistance Program (CTAP) or the Inllrlgancy CarNr Tt'lnlltlon Alltstara Proaram (ICTAP) 
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must ba well qualified for the pc,sltlon to l"ICalve consldlratlon for special priority selection. To 
be well-quallfted and exerclN seled:lon priority ror this vec:ancv, displaced Federal employeea 
must be rated at 85 or abo\19 on the rating crtterll far this position. For those 11""8ncas where 
the bat qualified llm Include 1ppllcant1 wtth acares lell thin 85, the well-qualtfted SCDre 
becOmes the lowast score on the bait qualmtd 11st. CT# and ICTAP ellglbles must submit one 
of tht rollawtng • proof of ellglblllty for the soectal selec:tlon priority: a separation nottce; • 
•Notice or Personnel ActlOn• (SP-50) or equlvalent that documents separation; 1n agency 
certlftcatJon that you cannot be placed after Injury compenAtlOn hu been tarmlnated; an OPM 
notlflcatlon that your dlablllty annuity ha been tarmlnamd; OR a Mllltary Department or 
NatlonaJ Guard Bureau notlftcltlon that you are ratlrad und1r 5 u.s.c. 8337(h) or 8456. 

If you Int a current career ar caraer-conctltlonol Federal employ• or farmar Federal employ• 
who hu relnstatament allglblllty, you fflllY bl required, It • later data, to submit lddltlonal 
documentation that supporta your dllm end refledl carNr or carNr-c:ondltJonll lllnul"l lf you 
are unable to provld1 the ,.qulrtd documentatton, you wtll not ba gtven further mntlderlltlon 
under thll announcament. 

If yau are ftllng undar the VEOA (Vllll,-ns l!mp!Oyment Opportunity Act) or the VM (V_,.,_ 
Recruitment Authority}, you mUlt Include In your 1pplleltlon package • copy of your 0D-214 or 
other proof of ellglbllltY. If you Int ltiU on act:IY• duty, you may submit I statement of....,. 
from you, unit wlllcll -- Ille dm Yell entered acttww duty, the dilLW yva .,_ sapa,aang, anc, 
the campaign medall you have remlvad. l'or more lnfonnatlon on the VEOA and VRA, mnllllt 
the Vetl Gulde at: bttp;llwww,qpm,qpy/v,tcc,ns/htmVYIJIIUldl,htm 

Promotion Po4llnttal: When promotion potential Is shown, the agency Is not maktng. 
commitment and II not obllpted to p,avlde future promotions to you It you ■re 1al1ctld, 
Future prarnottonl wlll bl dependant on your abtltty to parform the dutlll at I higher ltval, the 
continuing need far an amploya alllgned ta the higher levll, and ldmlnlltrattve approval, 

It thts Is • supervllory polltton, under pravlllona of the ctvtl Serva Reform Act, ftrst time 
suparvllon Ind/Oft managers will be required tD serve• 1-ye■r probationary per10d, You ffllY _______ _ 

--------_-allD·bll_reQ&dllllttrrca■•qAw!wmappmpW:~.tmJnJnfm,1riewlfililtbi.DMvatiL________ ____ _ 
assignment to thll l)Olltlon. 

You must submit 1111 l"ICIUINCI Information by thl dOllnt data. It mawr.r. ant not f"KeMld, 
your appllc:atlan will be ev■luatad IOlely on the lnf'ormetlon available and YoU may not l'ICalYe 
ruu consldar'lltlOn or may not be mlllldered ellglbll. AIID, If you do not provkle an emall 
addraa, you wlll not be notified al the outmma tA your appllCltlan. 

All 99ency •mptayees ■re required ta partk:ipatll In Dnc:t Depaalt,'electronic Funds n-1nater for 
••ry payments. 

Equal Emplayment Opportunity; Thi agency II an Equal opponuntty Employer. NA cand~ 
wlll be consk:11red regardlea of their ram, color, rwlgion, sax, national origin, age, •xual 
orient.atlon, prowc:ta:I genetic Information, status • a parent, lawftll pollt:k:al lfflllatton, marit:111 
status, physieaVrnental dlNbllttv (If not a jab f'actar), membanhtp or non-membership In an 
employ• organization, or •nv other nonmerlt tactor. 

Applleilntll raqulr1ng nt1son■bfe aa:ommodatlona ror anv part or the ■pptlcatlOn and hlrtng 
proCNS should contact tJ,e Human Ralourms Office Repreaentatlve Hated on thll 
announcement. Oetermlnatlona on l"llqUe8tll for r11aeonabM accommodation wlll be made on • 
case-by-ca• bas& 

Important! All tne Information you provide may be vertned by 1 ~•w or tl'le work apenenctt 
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and/or education u shown an your appfleltlon forms, by checking ref9rences and through 
other meens, such • the tntarvtew pracMI. Arr, •xen•retlon af your expertence, ,.,_ 
statements, or attllmptl to conc:ul lnfonnltlan may be grounds ror not htrtnQ you, or for ftrtng 
yau after you bagln work. 

·--·-··· ; 
How to ,_,,,,, 

How To Apply: 
You n...t c:arnpla Ill anllne oacupelonlA quelllonnalre and submit•,.... to recelVI canNilrllan far 
thllvwnc;yannouncarnant. Plwt be anto reapand ID al quedonaln thecnlne queetlarwllllre. 
Onuaionl or emn may ll"9ct yru rd'lg or ,-ult In Y'OII' being rlll8d lnellglble. 

Ta ttlrt a ntW oacupatl0nll q!Jllllal•.,..._ dlllk ltle lHl bllOw. 0nca you have GOfflPl.a.d 1hl 00GUplltlanat 
qun110nnan u1eat 116 "'Flt.1111" bulon. At the nm IG'IIII alall 1he ......... bulan, 
httQI: //wwW,bHIIYk:eJ.nm/JtlllOD11DMDGiYMIPOU11NPP,IIID' 

ToNWe., NOrnpllll OOGUpallonll ~ and nun laW, cllGlt 1tw ....- button• U.top • 
bollam of each~ Iha pag9I and clak lhe ......... bUllDn. 

Io ..._m ,_, 18 mmpllll • ac11.lllaNI ._., ... ..,,., elllk1tlellnll below 
bltpf;llwww.hr-a,yfcN,Ql'Q/y,m")IIDMRPLYRlonHnaamt,IIS and oomp181a the l'8ql 1t1d 
infannltlan an lhe rfgllt tWld llcle ofthl ICr'Nn, Onol ~ hav9 can,llllld lie OOGUpal!Gnal qU8llaMah 
dick._ '"P1"'9h• bultan. Al the nllll lCAIII cllalc ttle ........ butlun. 

To uplaad •,..,,. cw ottw documMt 

1. Na you t'Nwe alolGld .,. .... bulDn ~ may upload ytJAX reune. Cllak 1hl -ro upload a,..... ,. ................... ..,,. 
2. Al lhe Documenl Uplaad ICIWI, 141111Ct lie type flf dacunlnyou.,. lilta:hi,gb' upfaacl tam 11,a cnp 

dawn mm,u an the !aft llde ddla .,._,, 

3'; CICk .. ........ wns atlldl N lle)'OU witil IDIUDl'lll 

,t. Ckk 1hl ,..pla,d" ~ ID tubml 111e docunlnl II& You wl ,_.. a, "Uplo9d 8ucclaf1r 
aclnMlldgllnwlt 'llltla, 1w fll ta tlNrl 1'8C■tlrtd. 

To fa a rN11111e • Olhw dOCulMnl 

CIiek an the link.,.._ ID obtain lie .... 8PPllcallor'I DW Plll9-
n11p;Jll!lfflng eam,00xWM rr,r iii MID 11n lhlt yau lncludl ,. &-dlnctlr vaca'ICY ldlntllcalan 
number ML 122811, i,olr ...,._ 111d In the bb:hl pnwidld or we wll not b9 lllllt Ill allOCil• 'lflAll 
....,mewtlllllr91tofytM' ..... 
The tax numblr II 1-4.,...717-31.U. 

Pleae nc,18, if you wllte ta UN your UMJ0U raeume, pr1nt ttle lUUffl9 and fa,r ltdl ID 1""'78,,757-3144. 

To vw1', everylhing you IUbmllllld ta lUCCNIMy nahled, fallow thNe ltepl; en-..,. can only be 
uaed while 11111 IIIIIIOUIIGIIII • opan.) 

1, 0o to 1mJl.;/.Lwww,.br~H[Yk:N,grg/MM19Dllne,pplU&HOQUQNpp;11cmr and IOQ In uu,g lh• box 
on Iha rlght ha sided the pega. 

2. CIiek the radio butllDn far 1N1 V'IOl/l'IOl ldlntlllcatkxl Number: K.122888 CIIGk SeMc:t • v.c.ncy. 

3. Mika IUl'I lhlt all of yu docUmtnta appear on 1he table with ■ w d ProoelNd. 



Required Document1: 
Required DoculMIIIII 
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m addltlarl to 001npletlng an on-Una quNtlonr1alre and umltllng., on-line relUI\W, dw folfoWlnG ~Ill 
documlnll muat be l'IOllwd bY Iha c:1o11ng dala °'"" amaunoa,n 
v..,..• documentallon If ftllna undlrVIOA. VAA 01 dalnq V8llrlnl' pillfll•• (e.g., 00-214 or 
statament o1--. VAletllr, SF-15). If ym, n liflg ww the VEOA (V--~ Opportunity 
Act) or the VRA (V...,.. Raorullrnlnt~~ you nut k1duda In yu ~ packagl a copr tA 
yol,I' 00-214 or alher pr1IGf d lllgMlly. If )!DI.I•• on aclN9 duly, you mtf'/ IUbmlt a llatec'fllnt d MrYica 
t'ram YfU 1.1111 WtltGh ...... the dalll yau tnlWICI dv9 duty, Ila dD you are 9llplndlng, and 1hr, ca,c,ao, 
medals you h8w recalved, Far mcn lnformlllan an lhe ViOA Ind VRA. aanut Iha Vell Gulde at 
l:tl111,iUWww,AQffl,a«n(IYetlC1DllbtrDVYCAMktl:• 

Tranmlpll If balng your qUllllcllonl on tducllllon. lNI edUCltlon nJll be flam III ll1llltulan accndlld 
by., amN111119~ rw»g111111d by._ U.S. Depa(,11•1tolEcfUalllarl, 

Pnd of Ellglblllr If applytng far canlldlnlllon under.~ llllcllDn prGWlffl (e.g., CTAPIICTAP) or. 
lpaclll _,..itlllO aullortty. ~who,_.aplCIII priorly ,_.1i;timt ,w1'1111der'._Ar,flrt//C..., 
Trallllan AlliataNM ~" (q{AP} er: Ill • ..,.._ CWWT._.,.. Ah►tc• T (CTAP} 
mu• Di ~quilllfid lDr poeillon 1D rave CDMldnlan fartplCIII p,iortlv' HIICIIDl'l. o be-' 
qualllled and --NIICllan priorly tar 1t111 vacaq, dilplaclcl Federal~--.,._ be iallld at 85 o, 
abova an the sating crtl9rla rar 1h11 poelllon. For ltlDla lnlllncl9 whn the bNt qulllled 11111 inakJde 
applc:lnlawlth ICIOl'M lell l'lln 15, the WllkplllftedlCOIWbecarw lwlowNt _,.on lhe bllt_.., 
H•t. CTN' and ICTAP ---muat 1ubmll ane dthe faffowq M pffdcf tllfglblly b' .. tpea11111l1Gllan 
prtartly: a Nparlllon nollc■; a "Nob d Perlarri111 ldon• (IF-«») or equlvllent 11111 dac:umllUI ....,.ao.i; 
an aa-1Cf ea'INlcaaDn flat you GalWlt be placlli llftar ~ camp1111110n hlll bWI t.rmlnlllld: an OPM 
no1Hlcation that yoyr lhlblly n,uay h■l bNrl lermlnated; 011 a MMary 0lpll1mlnt or Nalanll Gua'd 
Burelll nallllc:alion lhlt yau • Nllrld lftllr'8 U.8.C. 8337(h)ar 8'51. 

Proaf~Blglbllty lapplylngfarGOnlldenllan walleOfbdPelWilll Manlglmlnt lnllld\slgl 
AaNlment, -~ _....,,..., undlr IN OIICl vi lil■IN,wllll Mii ....... lnllU.lllftll -------- - - --

fflUlt Minlll Pi IC.di ••Hallsaf~ WWWIL, naea-, ar...- -- .. 
app IIPPIICllllldGcunnatlanllrl. 
Vov app.iclllJlin and Ill 111PPQrllng dDcunlntllon rnU1t be r9Clll'lled by 12:00 mldn(d,I (!alllm Tn) on lhl 
dOUIOdla. Nllllltatyigu wllbellCMINIIDapplymm91Wt anc1 butllla llltappftc:■tlml lahorqane 
ll'lalwlbeUNd. 

Appllcallonl and ■uppor1rlg documlntltlon wl nat be ICG9pad 1rt rr-.11. If yau .. INbla ID apply on-line, 
ca'daGt Iha Hurw ~ 01b repri111 itallve llatad on 1h11 llfflCU1ClffWlt at leell one day prtar low. 
~dallfarfwller'fnllrucllanl. 

Contact lnfcll'llllltlon: 
Rlzalln• T. Tllceda 
Phone: (949)350-3025 
Email: RJza.TakadaOdhs.gov 

Or write: 
Laguna service Center 
24000 Avtla Road 5th F1oor 
Laguna Niguel, CA 92877 
USA 

httpa://recruiter.Wllliabti.nnm 1Mv/Vllll"l'it111/net1~1. .,_i,:.L""'-'•""' • ft,., ... , , · • 
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What To lxpect Next: 
What To ~Jtped Nut 

We expect to make a selectlon wtlhln go daya of the cloalng date cl thil announcement 
You wtll be notified of the outcome. If 1\.irther evaluatlon or interviews are required you wlll 
be contacted. 

'·-·--
Th• United Statea Govemmant doa not dllcrlmlnate In emplOVment on the basis of race, 
color, retlglon, sax, natlOnal of'IGln, poUtlm ■fflllatlon, HXUal orlentatton, martbll status, 
dlsabillty, aa■, membership In an employM org■n1at1on, or other nan-merit ftldor • 

. -·- .... ·--.1 .. -.,, 

Rellonlbla kanlllOCllllolt ~ Slltllnlnl i_ . _ --· ·••-

l'tlderal agenc:111 must provide reMOnabl• acmmmodltlOn m appltc:ants with dlsabflltles where 
appraprlata. Appllalntl requiring 1'9110neble ac:cammodatlon ror any pert of the eppllcatlan and 

_!!hlring~upr~OCHl~~shou~~kt~conDMhetm~tbl~,,_UDIJ ....... QjgllllDQ'IQ(.icllremn~dt:l\j\'~. oO..~nn~war11111tlaD1Ma-fiGANH,.. ............. Wl,.,tr------~~----~ 
~-- ···- - remanable armmmad■taon w6II tM made on I cue-by-ma basll. 

riie:J4M■11v(iiw)Cja) 

ilJl:dN .......... 
Leguna Service Olntm' 
24000 Avlla Road 5th Floor 

----------------- - t■guna Nijuil;-CAffin ·-:-· - ---
USA 

<D.s::srnnr ,., .............. . 
Rlzallna T. Takeda 
Phone: (949)360-3025 
Emal: Ria. TalcedaOdhl,gov 

UMJOU Control Number: 750754 

https:J/roeruiter.uaiobt.oum.aov/11nnrnmo/o.tit\h •-'>C..a.rn-.co,., 1 ocn .. :_.a. ~ -• 
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Immigration And Customs 
Enforcement 
~l'IIMIIII OIIMl,....tOI ....... • ...... 
ae-cy, 1-1 .. ■Ml■ ■M CU■l1• .....,,-■■' 

Jolt AIIMUIICalll_. NU•llen 
LM-MT-UINl-lll'-J84 

-----------
Ovr,rtew 

PARALICIAL IPIC1A1 Jff (POIA/PA) 

949 360 3233 P.17/83 

salary Rangel 44,116.00 • N,111.00 IJSD p1r -,.r 0,-n Period& Frllllr, OdiDtler 20, ZOOI 

........ --·- 10, -
Serl• ........ QI-OIID-Olll2 Polltlon lnfonnatlon: NI Tlfflt Cllw/Clrw 

c:ondllaMI 

..................... t:. 9111yl.oclllllo••·"""'™•·••• ... 0e 

Who May le eon.lclerecl1 
s..... c.ndld.- (Nmtl P1u1.ulllf1 EIII) 
loll Summary: 
Thll posttlon supports our mlllton tD pnrvent acts of tarrarfsm by targeting th• paaple, money, 
and matarlall that support tarror11t and crfmlnll ldlYltlel, our vision II to be the nltlon's 
preemlnant law entorcarMnt agency, dedlcltld to detecting wlnerabllltlN and preventlnt 
vlolatlona that thtuten natlOnll Nalrity. Immigration and CultDmS Enf'orament (ICE) WIii 
establlllhed to eomblt the crtmlnlll and natlonlll NCU,tty thruts erM1119nt In • poat 9/11 
envlnsnment. 

Current Fwdenl amploym acnms aa • carw ar caner-coaditioaal fllllOintmmt 

Cmrent and forma- PodenJ amployea witbin the local cormrn!tin1 .. wbo IDIIC die llltlblilbed 
critai■ iD m Ofllc:e of Pamnul Maapmllltllmcblnp AgreelJw,t 

Vetena wbo are pn(ennce elip,111 ar wbo have bem ,epanted ands bononble eonditiona aftlr 
3 yan or mon of ooa&iDuou ..-vioe will mcaiw corwidentioa under the Vetanma PmpJoyment 
Oppommity Act (VEOA), 

Orpaladoaal ,_.,._~ Thia poli1iaa ii located in the Offlcc of the Awlfant Secnitary, 
o.,putmcnt of.Romeland Security, Jmmiantion ml OlltOall Bnfoaammt, WtlmJIIIDD, D.C. 

Reloeatm hpole1: R.elocalioa expe11111 will not be paid. 

Notr.One or more paaitiam may be tilled llliq tbfl vacancy ~­

QllestloaulnlS■ppordaa l>ocmMa11: The Qqeadonntire and Ill IUppOl1ing dccmnenra IDIJlt be 
submitted and received 'by 12:00 Midnipt EDT OD tbo ololina date of tbia lllllOUIICement Priday, 

bttpl:/lrecruitw.uu.jobl.opm,pllOIIICJaw'pfjob.up?jublJ>ai4~1d-jobwrch.ua.. I 0/4/2007 
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November l O. 2006. 

AppUtatlou ad npportblc deau11atllo1 will Nar be accepmd by mall or emall. n, 
....... lllted beloW .. far blq-.11'111 OIIIJ. 

KeyRequlrementa1 
• U.S. Citizenship 
• 8ackground Security Investigation 
• Drug Sc:Nentng 

Major Duda: 
You wlll review outgoing FOwPA ""PO,_ tD •nsure proper coordination with approprtata 
partlN, mmpllanm with FOIA/PA regulltlOl'II Ind pollclal, and el"IIUl'I full relPOflle to the 
requett. You wtU ,...rch and analyze '•' -.. that arlle In conjunction with handing 
comptec 1nltlal requW for aga,cy l'ICOf'dl. You WIii perform lllgal admlnlltratlve duU. 
conc:emlng t'INr1nQI, appeall, lltlglttan and ldvllorY servtca. You WII provide guidance 
regarding FOIA/PA regulatlonl, dllc:ID9ure af agency recorda, exemptions fnlffl tun or partial 
dlsdolure, and c:anfldWltlal lalllnW lnfbrmlltlon. Yau wnt prepare nczrc:y CPII'flpondence 

· ta IUbstatlttatll ttle ruson1 ftir dinyJng request. Yau wtll praceu clMltfted doatmentl In 
ac:cordllnce wn:n pollcy and different levell of government sec:urttv cllsslflcatlon regullltlone. 
Yau wlll confar and negotlatel with managers and their staffl at all levela, both within the 
Department of Homeland Sea.lrlty (DHS) and athar gcwemment atendel, requesters ot 
FOWPA le9BVpallcy questlans that arlN In the context of proceulng requests. You wll 
examine cua flies prepared by other paralegal spedallltl In the unit to determine ISllua and 
suffldency of evidence and documentation. 

. .. -.. ·--•----·--····-·-· 
QuallllcaboM and __,Ultlan I 

Qu•lflcatlone: __ •·····-•- ··-·-·- - -------·-·-~ -
Gs-9: Yo~.-~Ullll,V at the GS-9 levei If ~., ____ o_ne (1) yew of spedallad-~ thai- --- .. 
equipped you wtlh the skllll needed tD pwform the Job duties. Thia exparlence mu• hllYe been 
equivalent ID at lellt the GS-7 grade levef. l!Mrnpla Include prwpartng affldavl a, lltfgatlon 
Nportl, c:orrt:1pondenm, natlc■s, lntamal IMfflOl'■llda, or alhar dc,cumentatlon u neoaAry; 
ablllty tD gathar lnfarrnlltlon and dllcUII the proclMlng of Information with lndlvlduala at 
verioua lwell wtthfn and oullllde the agency. 

GS•ll! You quality at tM GS-11 leYel ltyou pow:sa one (1) year of speclellzed experience 
th■t equipped yau with the lkllll needed to perform the job duties. 1'hll exper1enc:e must have 
been ecaulvalent to ■t leatt the GS-t gl'llde level. Examples Include expert knowledge ~ 
analytleal and waluatlve methods In order to 1'811tm'dl, Interpret, and apply a vnt number of 
FOWPA stlltuel and ~ when denying aa::ma tD Information end ta detarmlne the 
Impact of the relenec:I Information on aoenc:y operations. 

GS-12: You qualify at the GS-12 level If you POI■• one (1) '/llr of specJIIHzed experfence 
that equipped you With the lldlll needad tD perfarm tht job duties, This expertenca must have 
bnn equtvalent to at teat the G&-11 grade level. Examples Include experience reee•rchlng 
leglelatlva history/precedent cnea/dedsJona applleabll to FOIA/PA easel for Information and 
subantlatlng the rationale for action tllkan In 11Yent of appeal; analyzing and evaluating 
evidence or queattona relatad to FOWPA prograffll: and Investigating the d-.11s Involved tn a 
FOIA/PA matter, determining data naedl and evahJ1tlr19 the sufflcl1ncy of that data. 

hUpa://recruitar.oaajobl.apm.p/aoarciDWptjob,up?jobJD-.49297794.tjld-jobleln,b.UIL.. 10/"2007 
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EDUCATION: 

GS-9: You may IUbStltute I Muttr's degl"N or 2 full year1 of graduate education In a 
qualifying ffelCI or• L.L.B./1.D. dagree for the oparlance required llt the Gs-9 grade level. A 
course of st\ldy In the natural or IOCIII sdanc:111, engineering, or military science II quallfylng, 
Such education must have been obtained In an accredited c:ollege or unlvanlty and 
demonst:rata the skllll necessary to do tha work. Check with your school ID datermlna how 
many credit hours comprise two yurs of gnduata education. If that Information Is not 
available, UM Je semestar or 54 quartar hour1. 

GS·ll: YOU may 9UbltltUl9. doctoral degl'le or three full yelrt of progrtllllVely hlghar-lewl 
graduala educatlan leldlng ta such a degree In I quallfylna ftekl for experlenat It the GS-11 
grade ,.,.,. Suc:h education mum haY9 been obtained In an ICCl"ldlted collaQe or unlWrlitY and 
demanstl"la the knowledge, skllla, Incl abHltlle ntc:Wllry to do the work Of tl'III posltlOn. 
Check with Your IChOOI to determine how many credit hours mmprta ttv.. years fl graduala 
study. If thllt Information II not awillable. UN S4 SemMlar or 81 quarts hours. 

APPnJprlatt combtnatlorw of succwfUlly completed l)Olt·hiah IChool lducatlOn and experlenca 
IIIO may bl ul8d ro meet the total QUlllftclltal r■QUlrernentl for the GS-9 Ind 11 grada 
levall. (Rarer to thl u.s. CUltDml and Border Pratealan Wlb llta It www.cbp.gov fOf 
1nfbrmat10n on how to combine experience and education. 

Reqlllnmats: 

U.S. Clllleullp: CIDdkl1te1 lll1llt be United Stlttl ci1lzena and presen1 p,oof of citiN:nlbip. if 
Klcctcxl. 

Tlal la Gndll: Time in &ride rmtriGdaal mu be IDlt by tbe cJosina dare of du 111111>UDCelllat. 
Applicaaca mu have at lMlt s2 ..... of anico cquinlalt to tbe mm lower ar■de lcvel in the 
normal Uae of propaiou 1br 1blt politiaa to bl mled. 

--~-~,-------c-=-::,------,:---------~----------- --- --

---- ----- --- Q!;t!!LJlaa• bJ"~llaDliil: UDJ111odiitwiiiiiiliil;)uu11uatmN&aU qu1Hloadaa llllll- ----- ---
ollaa'billty requinmadl by 1ba clOlina date ofGll llllOIIIIOGlllt Friday, NoVIIDber 10. 2006. 

....,._. 1ecuUJ 1a.-..■dla1 You wiD 1111d to IIICCeaddly oampttt. 1 blckpmd 
IIICUrity invlldpdoa bobe )'DU CID be appointed iDto ddl poaitioa. 

Ona Teldq: You lllllll submit ID I drua telt lDd roc:eive I aopdve drq tmt rmult bcdi>R you CID 
bo appointed into Ibis polition. Afllk- appuioh11ent, yoa will be subject to nndom tNdna for il1epl 
drua uae. 

Haw YOU WIii •• baluatec11 

evaluatlona 

You wl ba W■---11 bllad upon 11w, .elpCII .... yoiu pnwtde on 1he Jab tpee11c qu1111onnen 11,at 11 
reqund • part d the appllcdan prac111 tbr 1111 poallon, You wit be 11111d baeed on your- leeporllll Jnd 
--.,.d 8 ICOIW l1lnOflG l'om 70 lo 100 poHI, Candilalll wil be Nll'etr8d for Hllctlon ~ IICCOldm wt1t1 
the twma d ttla l(llllcy merit promolla, plan. 

All Iha Information you J)fOVldl 1111Y be V9l1llld Dy ■ raYlew ~ Iha work expelfence rtdl« ICIIIClltlan • 
ahowf'I an yaur applleallcn form■• byeheclclng ,_,...icea and~ ol1W meane, IUCh • the 1m1Mff 

httpa:/hwcruiter.UUiobl.apm.p/.,....,prjob.up?jobID-4'2ffl9'&,ild-jablearvh.1111... 10/4/200? 
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Pl'OCIII. Thia verl'allan oou1c1 occur at any ttaot of the appllcatlOn prac111. Mt .--rdan CJf ycMt 
uperleiice, falle ll8llmlntl, OI-- tD CGnc:111 lnfarmalian may be graundl far raClng you tnellQ- not 
hiring you, or far tiring you aftlr yau blglrl wak. 

. . ., . 
Beftditl end ottw lnformetiOn 

Beneftta: ...... 
n. Fedenll government dferl • n\1'11blr of meptloliat blneffla ta la ernployMI. ThNe baMtfftl inc:Ule. 
but are not llmillld ID: hellll ..._ llfe lnlLnrtea. llexlbla aperd'lo a,d dlplndent care acccudl, RIUII Md 
alolc ,..,., tong-tenn a. lnlurllnoa, and •••1•t l8W9 p1"11, a tranllt lllblklN Par men 
inkMmltlon lbOut thell .,.,.., pleeN Vllll tJtm;llwww,YMJAbs,opm.goYLelU,11P 

Other lnformlltlOn: 
Other lnfOnnatlon 

lndlvlduala who have tpedal priority •lad:lon righta under the .,cy Olre1r Transltlan 
A9llmllCe Progrem (CTAP) or the Jnteragency c:araer Transition Alalstanca Program (ICTAP) 
must be well qu■llflad for the poaitton m nlCllt./e consideration for spect■I priority uledlorl. To 
ba well-quallfted ■nd .-.c:IN Nlectlon priority lbr this~, dllpl■cad ,._,.. .mplGvN9 
muat bl med It IS or abow on dlll ,_,., .-,. re, this paettlun. l'or thCJiti li&&riat Wfiiri 
the Nit qu■llflad lllbl lndude ■ppllcantl with ICIDl'9I leu than 85, the welt-quallflad scora 
becomes the Iowa seen on the bat quallfttd llat. crNJ and ICTAP ellglbl• muet submit one 
of ttia following• proof of tltglbllttv ror the al)tdlll selection priority: a •parat1on notice;• 
·Notlee of Personnel Actton• (SF-50) or equtvaltnt that documeru aeparatton; an agency 
c:eruftcation that you cannot be pl'°9d aftlir tnJurv compenutlon hu bNn teffnlnated; an OPM 
natfflcatlon that your dlllblllty annuity hll been tem'llnatad; OR I Mlltary Department or 
Naaonal Gu■rd BurNu notlftcatlOn that YOU are retired under 5 u.s.c. 8337(") or 8456, 

If you are • curr-.nt Clll"NI' or aner-candltlon■I Federal amployM or former Federal employee 
whO hU relnltilltement ellgllllllty, you may be required, at a latar dalll, to submit lddlttonal 

-· ~~1:tQn_bt ,,..,,.._ ~dalla- ■Ad --•• c.rw or career~~~~~ ··-Jf-M........-.-__ 
11N unable 11> paovld■ thll rwqulNd daa.lfflllltltlon~ you wnr not 6ifglwin fUrtl'ler corwldaratlon 
under this announc:ament. 

If you ara ffllng under the VE0A (VanN l!rnployment Opportunity Act) or the VRA (V...,.ne 
Recruitment Authority), you must lndude In your applleatlOn pacbQe • copy of Your 00-214 or 
other proof of ellglbllty. If you ... ltll on ■ctlVe duty, YOU may IUbmlt. ltlltemant al l8rYlce 
rrom your unit which mt:M the data you entwed acttve duty, the datw you an1 •Plral:lnt, and 
me campaign med■ls you have rwc:elved. For men lnformatton on the VEOA and VRA, consult 
th• Vetll Gulde at: bttD:IIWWw.opm,gay/yetlrafll(htmUYIIQUldt,htrn 

Promotion Potentl■ J: When promotion potentlll Is shown, the agancy II not makJng a 
commitment and Is not obllgatad to provide ruture promotions ta you If vou ,,. sel11tted. 
Future promotions wlU be dependent on your ablHty to perform the dutiN at ■ hlghar level, tha 
continuing need far an employa aalgned to the higher level, and administrative approval. 

If this II a supervlsary posltlan, under provlllonl of the Clvll S.rvl01 Rafom, Act, Arst time 
supervisors and/or managers wlll be 1'9qulred to arv. • 1-ywr probationary partod. You may 
also be required to complete an ■pproprtatw supa,vtsory training 00urN within th4I OM yur of 
assignment to this position. 

You must submit all required Information by the dosing date. If m1ter1III ire not nteelVld, 

bttp1:/lrecruitar.lllljobe.opm.p/~p,job.up?jobJD-4929779,4&,iact-jobuarcb.U11 ... 10/412007 
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your appllcatlOn will bl evaluated 10lely on the lnfonnatlon avallable and you may not receive 
full c:onstderatlon or may not bl considered ellglble. Alla, If you do not provide an amall 
address, you wlll not be nottftecl af ttte outcome of your 1ppllclltlon. 

All agency amplOyea are required to partlelpate In Direct DepOalt/Elec:tranlc Funds Transfer ror 
salary paymentl. 

equal Employment Opportunity: The agency II an Equal Opportunity Employer. All candlclatea 
wlll be conslderad !"9gllrd.._ of tMlr ,_., color, rallglon, NX, national origin, aga, saxual 
ortantatlon, protected genetle Information, ltltUI 11 • parent, i.wru1 polltlcal afflHatlon, marttal 
status, physlcat/mantal dlUblllty (If not • Job factor), memberlhlp or non-membenhlp In an 
empluyee organization, or any athar nonmertt tadDr. 

Applleanbl requlrtng raaan■ble ac:mrnmodatlona far any part ol the appllcatlon and hiring 
pl"OQtll should contact the Hum■n Raourca Offlat Repruant■tlva lilted on thll 
announcement. Datarmlnatlon1 an reqUHta f'ar l'UIOnBbla ■0C1Dmmadatlon vwlll be made on I 
C'aN•by-C.R bNl9. 

Impartantl Al tha Information YoU ~Yid• may be verified by • nwlaw of the work experten01 
and/or education • shown on your appkat:lon forrnl, by checklno referencas and through 
othw mew, such • the lntiarvtew prcui11. Attv mcaggentlon of your experten01, falN 
9tawnents, or ■tllamplll ta mnmat Information may be grouna fQr not hiring you, ar for tlri"t 

- ------- - you 11t11 vou begin wont 

HOWto.\lllllV --------·--· -

How To Apply: 

Yau muat COi ... lt18 C11'111'19 GGCUpdanlf qlJll&lonnan and tlbnll tN1.111e ID r8allw G01111dalilll&1 far 
Na vacancy a'1l'IOUflCamln PleaN be an ID niapand to II quetllonl In 1W onlN quNllar, ... 
OmlNIDnl Of M'ON may .«act yaur .... OIi .... In ,-rbeftg ....... lnallglble. 

To start a MW OOGUpatiDnal CIUIIIO{.nan, Gllak the Nnk bllaw. Once you l"lav. ~lld ~------ ____ _ 
qr-,..,nllltl:: 1111 Ill.__ "Fl .... _bullolt; At..-,_.. ... dlilt ifli ~-~----------- ---- - - - - -- - · 
fi!JP.f.;/[www~fir:.Mfvkaa,ol'l/.llwaotioniii•w,oPDNPP,IIAI 

To ... ., RJampl• amipdaa'tll (IUIIIIDIIIIII• and l"lbn , .... cllck ......... bullar1 at ... ,,, 
boUlam a/lead\ o1-. PauN and Cllcklle,....... bulDn. 

To r-.un...., to~., occupelallll quealb111h, dick lie llnlc bellN, 
htta;/ /www.hr•ten(AS,org/UIIIQOHoNDOt'UIPRDPDCIPP IIPI and complellt lie t8ql_... 
informdan an lhe riGht "-d lide al 118 ICl'Nft, Once yau ....,_ c.onpl•d 1he occupetlonll qUlltlannafnt 
c:llok .. "flnlah• bulun. Al. the 1'11111 ICl'NII dick .......... bullan.. 

To up1oac1a,.....«OlllerdoeunMnt 

1. Nwyou h8Ve cllcked the lubmltbutlan )'QI.I may~~,...... Cilek Iha -ro upload a,_ 
., thle PNltlon ollalr ,_.. bulDn. 

2. M the Document Uploal __,, Mlect lhe W- of C1ocumen1 you n lttadlfng for upload from the drop 
down menu on h laft lide tJI ltle lCnNn. 

3. C1ek the "BrowN" button a,d ltlaah tne lie you want to a,bmlt. 

•. CIiek V,e "Upl..r button D IUbmft lhe docurn.rt tie. Yau wUI receive 11'1 ·Uplaad Su~ 

htq,a-Jlrecmiter.ua,Joba.opm.gov/lOIIWllf~ab.up?jobI0-1929779Qjat-joblelrch.1111. .. 10/4/2007 
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adcnowladgement when lie tie hal bean racelvad. 

To fa•,.... or..._ docUlllallt 

CIiek on lie link bllow 1D oblakl 119 lpecla applclllan CXWW' page. 
!:l1fR:l/pfflnp.gpm,my/pdflupp C7"9C PAf. MIM eu,. twt you Include the kharactw vacancy ldli,IIIIGIIIOn 
numller Ml.123813, yqAa rw. n1 SIN In III blOClcl provided« we wl nat be able to lllodeel 'f06 
rwne wllh ttw rwt fl)'OUI' appleallon. 
The fax runblr 191 .. 71-715741iM. 

PlelN noll, If you wtlh I& UN yoc, \JSAJOB8 N1Ume. ptlnt the reeume and fax lhil ID 1 ... 78-787-3144. 

To varffy ewwylhlng yvu tubmltlld • llO ea lfully recefved, folOW 1hlll ll8pl: (11IMe ltlpa •n only lie 
uNd wtllla ....... IIOlllllllt .. open.) 

1. Go to IJttpf;/lwww.hr-•cvkM,Ql'.9/uelOD110CIPp/USMQOllngpp.,apx and log In ~ the box 
an Ula right hind llde fllle paga. 

2. aim Iha radio bulDn far 11111 VIClll10't ldMNICllon Number: W.121881 CIiek s.ltd I v.o.ncy. 

3. Mike lUl91ftlt al dyourdocurrwdl appea- on 1hl tlbll WIit I 11111111 of /lrooNNd . 

...... ,_. Ducumentl, 

RfNlulNd DoallMllla 

1n llddfflon to COi•~ • on-1ne ~---nl tuDfflllllnQ., on-11nt ruume. ht folowilG eu,c,oi1lnQ 
dOGUffllll1S fflUlt be r80lh9d bye. CIOllng dala of Iha IMOUnolfflllll 

v....,., doaumlnlatlan 11-. undlr VEOA. VfltA ar dalrnlnQ v••• p•nnce (e.g., DD-21-4 or 
•llmlnl of...._ VA ..... ••11). If ,aJ -~ wldlr lhl V&0A (V ..... EmploymentOppartunlly 

\J 

Act) ar lie VM (V .... Raa'UMllntAuhlrllJ). )1111 mull lndude In )QI'_...._, pllClcaga SCDPJ of 
your 00-21-4 w aaw proa, fl lllglblllr. rr yau •don IICIIM cUy, yau may Nlffllt •..,., .... at MrYlce ____ . 
~ywuntwbk:lut1l11&.kdata)1L•-- ......... 111 Cllll :,UU n --•;o; ... ~ 
~,.., ,_ i:ac1bad, ,_,,... inlllnulon atlle-VID'rnt~ conut•Vltl ~ It - --
t,ttp;llwww,9prn,gqviYltw9Dl{b1:rnl/Y1111yJdl,W 

Trlll_,. f bllllng,...-cp•a.-o-. an edl....,, lNledlalan nutDll'ram anlrwtllullanaandlld 
i,y an tocndlllng 18111CY l'IGDlll'llled ~ tie u.a. o.pnn.1ta1Eu:a11on. 

Proof f// Ellgl)llty, .-a CClliMnllan Wldlr' I prtarky Nllellon proSll'lffl (e.g.. CTAP/ICTAP) or I 
apealll 1ppolna1Q tllllhorly. lndlvldlawho ,_. tpedll prtarft)' 111,caon ,tgt,- undarlll AQlrlOY c.rw 
T......., Mlll•IOI ~11 (CTAP) t11'- ll•eg111~ C.-- Tra.itlorl ARlmnC9 Program (ICTAP) 
muat be W9I quallll8d far 119 polilOrl to r90liwt CONldllatlon flw specill ~- 11l1cacw.. To be Wll­
qua(lled llrtd ..,._ llllctlon p,tcdyfar 1h11 va.q,, dllplac9d Fldnl empioreee fflUlt be l'llllld Id 85 or 
abOw an the rallng ~ far 1h11 pallllon. Far 1W 1111181ma .,,_ the bNt quallled lilll lncludl 
--•w1t1--i..e.t88,lhl_,Ta11111adtanblecln1Ntl'II--IODrllantM11ettqualllled 
1111. CfAP Ind ICTAP lllglblN muat IUbml one d,_ f'allowfng a pmof f// tllglbflly fOr the ... IIIICIOn 
pnorly: I tepllndlan nolClt: ■ "Nalced.,._iiWI ~ (SF-60) cw8ql,livalant thatdcXAJmsllll uparallali; 
aa agancy cer1lk:allon lhetyou cannot bl placed_. i,Jury campeneallon ha NIii...,,.,... an OPM 
n01fflcatlon ltlat yGII' dllallllly anruly hll bllll llrfflnlted: OR I Mllllaly Dapartmmt or Nlllonal Guard 
8urw, r..otlbtion that~ -- ,.._ under I U.8.C. 1137(h) cw 8458. 

Proof QI Eliglbilly I appfytng fGr OORlfderllllan undar the Offlc:e of Pnonnel ~ lnt.n:hange 
Agreement. lndlvlduala naquM1lng CGlllalderllian undlr lhe Offll:e of'Pel1CJ1111l Management lntan:nlnge 
~ mull IUbmlt praaf d lllglblly IUCh • a Nollcl of Pnonnel Action, a 8lparallOn nolce, « other 
appropc1MI dOQ.mlntatlon, 

hUpl://rcenlitm.~oba.opm.gov/toumtng/Mub,up?jobll)==4929"1794&japjoblarch.ua.. 10/4/2007 
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Y0411 applloadan and III auppa111ng docllnlnlatlan fflUlt be recefved by 12:00 midnight (E8ltam Tlme) on the 
clo8ilg dlll. Note lhlt you wl a allarled 10 IPPfY men 111n onoe bur lhe 1111 application ii the only one 
thllt wll be UNd, 

Appllcetionl aid MJppOrllng documm,bltlan wll not be KQIPt8d 1,/ fflll, If yGll 8111 unable tD apply on-line, 
contact the tturna, RMaurON Offloe repni11ntlllve lllllld on this announcement et !Nit one day prtar ID the 
cloalng dale fur fil1hel' lnnucllona, 

contact Information: 
HR Aasiant 
Phone: (949)3fJ0-3051 
Em■II: Hraatdro@dhs.gov 

Or write: 
Laguna Service c.nter 
24000 Avda Road 5th Flaor 
Laguna Niguel, CA 92'n 
USA 

We expect to make I l8lactlon wtthln 90 days of the clon1g elate of this announcement. 
You wil be notlfted of the outcome. If furthw evaluation or Interviews .,. required you wtll 
be oontactad. 

-----
HO ttallcy Stlbifflent l . -· .. 

'T1le United Statea Government doa not dllCrlmlnate In employment on the besll of race, 
color, rellglan, sa, natlOl'III origin, PQtttk:al tfflllatlon, 1Uual ortental1on, m11rltal statua, ---·-·------ __ .. 

___ dlADflltY.,. ~ membmsNp •.an em._ organization, or otl~ ilOn"'ffllflt ~- -~~~--~~ _ 
- --· __ ._,. ___ -- - ·- . . - -· . . - ---···•-- -- •'· --- -- . 

•... .... -----·· . -· -. 
ltMIGIII .... Acmfflmodlllan flOlcy ....... 1 --
F-ederal agencies mUlt pl'DYlde rwonebll ICCOfflmad■tlan to appllcllnts with dlubllltlel whaw 
appropriate, Appllc:lnta raqulrlng l'UIOf'Nlble accommodation for ■ny part of the applleltlon and 
hiring procetl should comact the hiring aoencv directly. Detamfnetlonl on ,.quaste for 
reasonable accommodation will be rnada on • c:ase-by-caN baell. 

er •iiiir 1,u<iiMYC&!ii'J 
~lsftlN. 

llalldNall11D1 
Laguna Servtc:a Center 
24000 Avita Rold 5th Ftoor 
Laguna Niguel, CA 92677 
USA 

httpa:/lrccruiter.uaajoba.opm.gov/lDUlaDWprjob.ap"'obID-492977944:ild-toblelmh.DIL.. 10/"2fm 
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@.sa-,rw 
,., ......... MOUt tlllsj. 
HRAlllltlnt 
Phone: (949)360-3058 
Emell: Hnllltdm0d"9.gov 

UIAJOII control Numller. 761625 

949 368 3233 P.24/83 - ....... . 

bnpa:J/recruitar.uujobt.opm.p/lOIJl'Cinwlfll.iob.up?jobID-492m94&jlll-jobacm:b.1111... 10/l/l007 
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Immigration And Customs 
Enforcement 

Departlnenti ..... rtlNnt Gf N .. IIIM l■Dlll'IIV 

..... er, llllalll'IIIIIII 11111 QI :tHII IIIPcrUMllll .,. ............ ...,...,. 
1.M-flOl,,&11141 ... ..... 

949 360 3233 

--· -----·--· ·----~ 

PARAUGAL SNCIAUIIT (SINIOII) (FOIA/PA) 

.. lary bnget 71.Jt7.aD • 103,220.GO U1D .. var" 0pan PefkMII Tuadar, Seplamll■r ll, 2CI07 
m -., SCpllli,_ M, 2007 

..,.. • 8rad• G1-0tso-u PNltlon lnfonnatlon1 Fu1,.. c:arw/CIIW 
CMdltDnll 

Premotlo• Putwntlllb a Dutv Loc:atloM; 1 vacwv -w.NIII•. oc 
Who Nay le CorwldeNd1 
st.• Canclcll• (Merl: P'IOi,IUIIDft 1111) 

Job •ummary: 

PrDtflcfllW ___,...,,.,, •IHI Uphold/nfJ l'llbllc •-

lmmllrattan and CU■b)ma Enforcement (ICE) utlllZII the governmenrs saml'ICI largat Qldrw ~ 
law enfOlament afflc:91"1 ID .,... our natlan'I aconamtc, transportlltlan, and lnfraltruc:tura 
security. IC! enf'Drr:ee Immigration and CllltDml llws and pro111m federal fadlltla. OUr 
ralanted and courageous world'orm lclentlfles Cl'lmlnal ICtlvltJel and eUminates wlnerabf1W­
~ ~-•""-t~ 11'1tla(l"I t».orft!L__ _--=----~~ - -- ----- - --- - --- ·----- ·- --- ---

Be pllt of Ibo 10lution - de&adins 'Rlr lllliaa dlroup the clcvelopmmt 111d utitiaao,a of Cllllina· 
edae .,....._ pmcedu.t-. .md !eabnolop!I ID Clrpt 1111 people, money, IDd 1DlhaieJl 11111 iuppolt 
lenVriam - Gdmma1 ICtlvily. 

At ICB, our ttaft IIQOYI diVIIII Cll1IIII' opportunitia. We: 

• o.ct 111d apGM idmtit)' and benefit bud 
• IDYeldpte the illepl a:pm:t of weapoai 1114 lmlitive tealmoloai• 
• Combat 1aumm smaaJin1 nl tTNBaldna opcntiou 
• Fipa child aploitllioa by utilizing tt.ll 1edmology of our cybll- crime11 rmtar IDd womna in 

parwwwlbtp widl law m.tbrcemmt aa-:i• ll'OIIDd the world 
• Protect critical in.ftulnlcture and 11111111: fair labor standlrda at key worbita like D11CI• and 

cbanicalplull 
• InYeltipte financial crime, 
• Inveetipm all typaa of comrabal unuglma 

ICE ii the primary investiptive arm of'tbe Department of Homelllld Security (DHS). Widl mon 
than 16,000 employees in 4'00 ofll• around the world. ICB it a by c:omponmt oflbe DHS la)"Rd 
dofc:oao approach to protectma our nation. 

htlp•:llrecruitar.uajobl.opm.plaoun:mf'pljob.up?joblD-6246106l&ild=iob1 r I rt"h.u•. 1 O/U7M7 
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APPLICATIONS AND SUPPORTING DOCUMENTATION WILL Nar U ACCEPTED 
BYMAILOREMAJL. 

Wllo May Apfly: Cummt U.S. lmmiption IIJd Cuatoml EnfbrcemCIII employe11 in tu 
competitive lllrvico who are ISVing Oil I carar or Cll'IS-condilionll appointment ad work within 
the local commuaaa Ila. 

Orp■talloul Loeatlaa: Tbil palition ia located in Ibo Office of Aasistant Secretary, FOIA Unit, 
U.S. Immipmcm and CWltiDml EafbrwNar. \VuJrinatc,a. D.C. 

Relontfon ~ ..... ~ lleb:aaon expcmlll will not be paid. 

Noce: One or men politiolll may be filled UliDa dm YICW)' 11111Guncement. 

Qll.._ulnt"S•f,... Doaw-.: Thi ~eednnaafN IDd. Ill lUppartina docmneata muat be 
submitted and rccaved by 12:00 MWnipt 'Slilta Time an. lhe doling date oldu IIJIIODIINIDn 
Monday. Seyta1i1Mr 24, 2007 

IMl'O:RTANTNOTI: Wedo aot w IJSAJOBI.,.... INldll'for ........ ._._ 
Yov UWo• ,.._, d ■-t •ta■rhra, • -,111ll1it ta lJIA'lawflll .. 1-n'ii••elirliiii-,i:"'pliiiiiilii•-~­
ea•n yea•• die "II• co ApplJ" • er NCdaa la dlJI ftCUCJ DIICNIIICelaCllt for.....,,_ 
ltep laltrudou• hw tDnblllt18W ,...._••ppot .. cloeul•taaa, nd-■pllte die 
ocapaUaal qlNltlollulre. Fdln CO ltDow tu "Bow to Apply" IDnnctlou wlll lWd la 
loll., COlllldend& 

DuMI --··--
Major Didier. 
You wlll NrYe • • Wtlar Paralegal Spedallat located at the headquarters level and you wlll ba 
respansble fDr ane or morw Of tha f'ollowlng tunc:trans: (t) serves• an advf80r and tec:hnlml 
expert In .... al the frwedom fll InfOrmlltlon Ao. (FOIA) n/or the Prtvacy Al:.t (PA); (2) 
conduc:111 retearch for 1M p,.peraac,n ~ lagat opinions on mattara of lntal'at to the agency, 
(3) performs subltanttva legal 1natys11 of req1J8119 for lnf'ormatJon under tM provllrJonl of 
various acts; (4) or other 1tmtlar legal tupport functions wtllch raqulre dllC:retlOn and 
Independent Judgmant In die applleatlon of I spact■llad knowledge Of laws, precedent 
dedllonl, ragulatlons, agency polldN and practlc:a, 1nd Judlelal or admlnlltretMI 
proceedings. You wll ensure proper Implementation or agency-wide FOIA/PA potlda and 
procedures lndudlnt Internal agencv prooadura and guidelines balld upon new or revllld 
legtsletlon or recommendetlona f'or • significant organlUtlOn component Gf 1n agency. You will 
represent the agency when contacting r■questers tndudlng offldall and representatives from 
contractors, other government ag•nctes (1'8der11I, ltllta, loc:a1 and foretgn), Cong,_., private 
Immigration """9, naws media, ab:. on FOIA/PA matters that are unusual, CDmptmc, 
controvarslal, or sanSltlva. 

QuallfkatiOfll Ind i'Aluatton I __ 

hUpl://recnuter.llllVOba.opm.govleouzain&lptjob.up'ljobm,,.,62,,C61063Aj~IUa... 10/412007 
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QuallflcatloM: 
GS-13! You qualify at the GS-13 level If you poa• one (1) yaar or spadallzed experience 
thllt ~ulppad YoU wlt:t1 the llcllls neaded to parform the Job dutlea, Thll expel'lence must have 
been equivalent t:D at teat the GS-12 grade level, examplel Include expert knowledge of 
Federal LIW, Department regulatlorw, polk:lel and proatdurea ralated ta the Frlldom of 
InformlltlOn/Prlvac:y Ad Programs; plan, develop, lntarpret, and raotv. broad, complex and/or 
unprecadent.cl problema within the agency ■nd ■nalyzlnQ Departnw,t policy chenaes and 
decllJonal law to ensure adequacy of FOwPA polldel and for training purposes. 

Raqldnmeata 

U.S. Ctdllllulp: Candidmll lll1lll be United StatM citiw 111d presmt proof of oitizcubip, if 
salocted. 

Tble la Grader Time ill ar-nltlictiam mull be mil by dae oJalin& dUI of 1bfa IIIII01IDOCIIDtld. 
Applicanll mut haw at lollt 52 WNb of IICrvict equivalcm ta tile mm lower ll'lde 1neJ in the 
aorma1 Um otprcp111ioa.1br a. polidoD to bo ftlW. 

QaallfleadNI by C1Nb11 Date; You nmat meet all TJIUfir.atioa xoqairwentl 1')' 12:00 Midmgbt 
~ timf OAllaA.dolinadateoft&r smwaan11• Meadlly, Seplliiilbe,. 2it;2Gef; P!alllliB-------··- · 
that qualific:atioa clam will be sabjoet to Vlrlloation. 

Bac.qroud 8-rlty lavlldpdoa: YOII will need to aucceaft1lly complete a background 
invc.aiptioa beftn you OD be appointed DO tbil polmOD. 

Dn1 T--.1 You DlUlt IUbmit to •dru& • ad mceivo a negative drua tmt l'IIUlt bdJre YOG can 
be appoiated 1ato 11m pcaitian. Afts appointmmt, :,au will be lul,Ject to nadam t11tina tbr illepI 
dnaauao. 

How You WIU .. lvll"'8ted! .. -···-·····--· ------ ---- ----- ------· 
- Wiialli11• ---·---···· --------- ---·· ------· .. -----·--·· ··•·- .. ----- ------

Yau wa be IMIUllllld blll8CI upon 1M reapon1• yau prDVldl on the jab epeolllG qwea6..-.-.n ht II 
required - part~ .. appllcalan piiUS I far 1h11 pctlllDn. You wll be rclld bllNd an,... INPOfllll and 
...... • tGOl9 ranging t'ram 70 ID 1ao palnla. c.ddal a 1.11111 ~ ,&fai1acl tar 1111e1an In acmrmnoe wflh 
the llim1S dlle agenGf md p,omalan plan. 

All lie lilonnldlall you pnMde may be \WIiied e,, a levllw ~ tt. Mn ...,_IOI nllar educlltlan a 
shawn on YoW applclltlan ram., W cheddng....,.. and 11ra191 alw mww. lUCh • 11,a ~,law.. 
pta:111. lhil vwfttallon .:ould oocur II ll'Y ._. ,_ .. applbilon prGCIN My 81r8QUSllllan ~your 
...,_ice, fll• ......... -. ar ••• » cor1G9II lnrarmllorl may be gnuldlfar,atno you nellgl,le, not 
h~ you. or for flnng you .._yau beglrl w.n. 

leneftta; 
llenelllll 

-·- -
---------··· 

The Federal QCMlt.rralt affW'I ■ tMllber al exceplbial benefttll ID Ill employeel. Thw blnellla lnolucle, 
but .. nCII llmlad ID: ~ care. lltt ll'IIIIW'IC8. ....,_ apendlnQ and dependent-. accounts. annual Ind 
sick INYe, long-tam'I --.1nannce. and ,_.e.nent lMIGI PIIM. and ranatt lUblidiN. Far men 
infOnnatlan about tt-. benallla. p1eate V1a1 bttR;Uwww,yqjpbs,opm,gqyt11§1,111 

bnps://recndw.~obl.opm.p/aaurciuwJll:tiob.•?iobD),,,.62461063.tf.-inhlMrr.h nu t fl/4.l?M"7 
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- --- . -· . 

Other Znfannatlon: 
Other lnformatlOn 

If you are a current cal"Hf' or Cll"NN:ondltlonal Federal employ• or former Federal employN 
who ha reinstatement ellgtblllty, you may be requhd, at a latar date, to submit addltlonll 
documentation that supports your dun Ind reftecta career or career--condltlonal tam,ra If you 
are unable to provide the requlrtel doamtentatlon, you wtll not be given further conelderattan 
under thla ■nnouncament. 

Promot:IOn Patantlal: When promotion potential 1s snown, the agency Is not making • 
commitment and Is not obllg■tad to provide tutura promotions to vou If you are ..e.ct.d, 
Future promotions wtn be dependant on your ablllty to perform the dutla at a higher level, the 
cantlnulno need far en employee Ullgned to tht higher lllvel, and admlnistJatlw approval. 

If thll la a supervisory PQlltlon, under provlllorw ol the Clvd servtca Ralorm Ad. first time 
superytaors and/« ffllllllQel"I WIii be raqund ID sarva a 1-year probationary parlod, Yau may 
•llo be raqulred ID complete an appropriate supervllOry training mu• wfthtn the one Yflf' of 
8111gnment ta thll polltlon. 

Yau must submit d ~und lnft>nnlt.lQn -.the dosing .dala., 11 _,.... .,..,_.,_._, ---·-· ~-... 
···-·"your ipplJc:itlan wlll be avaluatN aotetv on the lnfonnatlon •v•bta 1nd you may not l'ICelve 

full consideration or may not be considered ellglble. Alto, If you do not provide an ematl 
addrela, you WIii not be notified cf the outr.ome of Yow appHcatlon. 

All agency employees arw Nquired to partlclpata In Direct Deposit/Electronic Funds Tri,,.,.,. tar 
salary payments. 

Equal employment Opportunity: TIie agancy II an Equal Opportunity !!mPIGVer, All cancttdata 
wlll be conslder9d nig11ntllll of their raca, CIOIDr, religion, mx, n■tlonel origin, age, saual 
orlentlltlan, prol!K1ad genetic lntvrmatlon. ltlb.a - • perent, lawful poltlc:al lfflllatlon, marltlll 
~~lln'MtntlJ dlyblMly (Jtaot.a-.JCID,flldllr). "'·"'·""'•1»1 non•membet1htp ,.,.,.---·----· -· _,, ___ e11119io,e. organ1Zattcn1, aranyatta-noM11H1tflcl:Dr.•• ·---- - -· - --·· '. 

Appllc:llntl requlrtng ...-onable .a:ommadlltlans ror any part of the appllelltlon and hlrtnt 
a,rocas should contact the Human baauna Offlcl Aeprwntatlve fisted on thll 
annauncament. DetermlnatlOl'II on reqUllta tw ,...,,.ble accommodlltlon wll be ma on a 
CBN-by-c:ase baa. 

Impc,rtantl All the Information yau provide may be vertftecl by a review of the wortc expertanca 
and/or education n lhown on your appUcatlDn forrna, by chlcklng referenCN and through 
other mune, such • the lnr.rvlew pt'OCla, Any exaggeration of your apertenc:a, falN 
statements, or •ttemptt to conceal lntormatlan may be grounds for not hiring you, or for ftrtng 
VoU after you begin work. 

-- ·--·--· 
How T• Apply: 

You muat completa an appflaltlon plldc• that lndud• an assessment quatlonn1lnt, ruume, 
and any appllcllble supporting documentation. 

To apply f'or this pocltion, YoU must cruta an Apptfcatlon Manager accaunt tnd proVlde 1 
complete Appllcatlon Package, which tndudel bDtll rl the following parts: 

https://rectuita.Ulljoba.opm.p/aom;iu/utiob.•?iobm-6~ 1 MU-i.t.inheMPr1'1 11.. I n/11 nM-, 
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1. Your responNS to the Alllllffllnt Questionnaire, and 

2. Your resume and any other documents spec:Jhd In the Required Documents section of this 
Job announcement. 

Applla,tlon Mana,.,. wtn track your progrea to • Comp/eta Apptlc:atlOn PackaQI ustng thl Hy 
Application~ chec:ldllt and status dtsplayt In AppllcatlOn Manager. Your Appkatlon 
Padcaga statue mlllt be Complete by Monday, September 24, 2007. 

To ball•, choole one of thell options: 

tr your resume II going to come frolll the USA.JOBS Raum• lullder, you begin the procea by 
dlCklng the Apply OIIIIM buttan near the bottom of this pap. Your relUffle Witt be attached 
only to tha Application Pec:kaga yau complete •nd submit lmrnedletety after you dick the Apply 
Onllne bUttan far thla Job annoumnt, not to any Application Packages YOU may already 
have crated. 

tr you l'IIUme II going to bl one you prepared outllkle ~ USA.JOBS -.um. Bulldlr, dick this 
link m baCJll'l 1M procw: ODIIN: Qt.,,,,,,,, ... 
To return lo Appllcatlell ........ at_~•i.u• whfdMNW onLtllb llnkl xcm UllllltlL ·-•··· 
·t,ag1n· • dwcr1Dal lllOYI, or ilmpty go lo bl:tDf ;llhjUr,atlQoManagar,org. 

To fax• ,-ume or otll• dacullllMt 

Olck on tha llnle below to obtain the spadal •ppllcltlon mver page 
ht,a;//mfflnq,aprn.gavtpdfbmm:mr,ndt, Maka sura that you Include the 8-cheractar vacancy 
ldentfflcatlon number MU53843, your nama, and SSN In the blockl pl"GYlded or we wlP not be 
able to IIIDdla your retUme with the l"llt of your ■ppbcatton. 

TIie tax number II 1•478-757•3144. 

Required Docllmenta: 

In addition to completing an on-llne queatlannalre and submitting an on·llne resume, 
addltaonal supporting dOcUment:I must be recelYed by the dOling da of thll announcement. 

D-IO, Nolfflcatloll fit Pllaonnal MIion or aqulWlent clOcument tut 111pporta your 
dal• fOr• .. •tllly • a - andl--. 

SF-IO, NotfflallGft of Pel'NIIMI Action or ecpafvlllenl doallMllt tut aupportlt ,-r 
clalnt for time-In-encl&. 

Your ■ppllcatlon and aH supporting dOGlmtnl:atlon ml.lit be recalvad by 12:00 mtdnlaht 
(eutam llrne} on the doling data. Note that you wlll be 1Howed to apply more than once but 
the last appllcatlon 11 the only one that wtff be used. 

Apolk:atlOns and supporting documentaaon wlll not be ilCC'.8ptecl by matt. If you are unable to 
•PPtv on-llne, contact the Human RelOurca Office llprtRntltlvt tlltld on this announcement 

httpl:llNcntitll'.~obt.opm.plewmiawactjob.up?jobJD-62"1063&,illl-jobaearda.uu... 10/0.0(17 
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at least on• day prior to the dosing date far further lnstructlonl. 

Contact lllformatlon: 
HR Aalstlnt 
Phone: (949)360--3055 
Email: Hl'MltfplOdhs.gov 

Or wrtta: 
Laguna SarYlca c.ntar 
24000 Avtla Road 5th Floor 
Llguna N!Qu.1, CA ,2an 
USA 

What To lxpact Nata 

949 360 3233 P. Sl/83 
• •·• V WA, f 

We expect to make• •ectlOn wltNn 90 dayl of Iha cloling date of thll announcament. 
You will be noliflm of the outcome. If runt. evaluation or lntervfewl are reqund you wll 
be conl8cted. -------~ --· .. -- -- - ----··-------- --· - --·· --- - -------~-- -

' -·· ·---
The United Stata Govamment doe1 nat dlSCrlmlnate In employment on the basil of race, 
color, rallglon, -, rtatlOnal ortQJn, pafftlcal lfflllatlon, NXlNII orientation, marital DtlJI, 
disability, age, membership In an employee orgenfZlltk>n, or othar non-ment tac:tDr. 

·------· ..... --"•·-, 
RellOftll>le Accantmodlllan PDICy 9t.MalNnl : __ 

· - ~tl1 WtcfK.1IIUll"J)IMile "Nioi11bii accommoc1-.·.; .... , ... with dlllbfllllel WMN 
appropriate. Appltcanm requiring raeeonable ■ccDmmodatlon ror any pert of tne appllc:atlon and 
hlrfn9 proan should cantact the hiring agency dlnlett)'. DetenntnatlOnt on requtltl for 
rumnable accommodatlOn wtl be made on • case-t,v-caae basil. 

C--•4iiiv<iieii)<AIIE) 
If) lzndN 

......... 1 
Laguna Sarvtcl Center 
24000 AVIia RNcl 5th Roor 
LIQUl'III NlgUtl, CA 92677 
USA 

(t) g, Owd 

-···••altouttltlajol,: 
HRAulstant 

nupl~fncruitar . ..;obl.opm.gov/lOllll:baf'..,ob,up?job)I)-6U61063cljld=-,iobtearoh.ua... 10/~001 
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Phone: (949)380-3055 
Emall: HtaM.l'peOdhl,gov 

UM.JO• Control NumlMn 1011389 

949 360 3233 P.52183 -

bttpt;//nauiter,llllljohe.opm.p/~iaf'ptjob.up?jobII>-624'1063~1d-iobeearch.u.u... 10/412007 
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Immigration And Customs 
Enforcement 
a..,artmelll: Dlllll'lfflelll Of H••·· ...... 
Allffl:YI 1111111 ..... 11N C ,,_ 

JeltAn11QJf ■ntW 
LM-flOl•U ....... •18 

<i••iiDC■iii)CimJ ·-·-·----

PAIIAUGAL IPICIAI JSI' (POWPA) 

lalary .. .,.., 11,1°'.aa · 11,aoi.oo USD.., ,,_, Open hrlodl Mandllr, Mira at. 2007 
fD Frtdly, MM:11 JO, 1J107 

..,._ • Gradea a-oeso-11112 Poeltlon lnfonnatlon: ,w nw. ca,.,,c..r 
OtldllDIIII 

-- P10111etloll Pot11111tl■I: ,r~-~~~-- . Duty Loc:aCJOfti; 1 vane, =·w.iiii·iaean. DC 

Who May .. COMldeNd: 
- e.ctw:1- (Nlltt .... Dllft Ell) 
Job aumm■rya 
Thll poeltktn support:1 our mlalon to prevent acts of tarrorlsm by targetlnt the people, money, 
and rnaterlala that support tarrorllt and atmlnal 1ctMtlll, Our vtllon II to be the natton'• 
preeminent law •nfareement agal\CV, dedlaad tD detecting YUl ... bllltl• Ind prwventint 
vtolatloN that thrabln naaonal acurtty. Immigration ■net CUltlDffll Enforcement (ICE) was 
establllhad tD c:omblt th• crlrnan.l ■nd natlanal NQlrlty threata ernargent In I polt 9/11 
envtronmant. 

Canad Federal cmpJaylllll ~ an •--ar ClleCNXmditioaa appoiDtmlllt. 

Cammi and foJ1IIS Peden.I employw who moct 1be emblilbDd cmaria tD ID Office of PallODIMII 

~-... ·-IDtm:1ump Apeicnwc, 

Vetaw who arc pnd'aeace eJia,,,._ or wbo ba'Ye bee ,eparated UDda' boaorable caaditiana after 
3 yan or men of coammaul amvico will receive COlllidenticm under tbe Vdcrlnl Employment 
Opportunity Al:t (VEOA). 

Orp•llldoul Leatloa~ Thia poaitia11 ii l.ocamd m die POIA Unit, uader tho Office of' Allistlnt 
Sec.ea.at, lmmip'ltioa md CUlfDml Bnt>rcema. WNbingtoa.. D.C. 

Rllocadaa kpe ... : Relocatlcm ~ Will not be paid. 

Nofe:Oao or mme poeitiom may be filled 1IIUll 1bil V1C1DCy amomicc:ment. 

Qllelllolluird•pponlll1 Doca-11: The QuudOIIDlirc and all aupportiq docummta mu1t be 
submitkld and received by 12:00 Midnip EDT oa tbt Closin& dale of 1hil IIIDOUneement Friday, 

b.ttpl:J/rectuiter.uaaobl,opm.pvllOW'Oinwptjob.up?joblD-SS433339&ild-iobleuda.au... 10/412007 
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Mm:b 30, 2007. 

Applladul ad npperda1 docameatadoa wtll NOT be acapted by mail or ...U.Tlle 
tdclnll lllad below II for lafl1llrlel oaly. 

Key Raqulrementll 
• U.S. Clttzel'lltllp 
• Badcground security Investigation 
• Oruv Screening 

-

Najol' DullMI 
You wll retUrdl ■nd analyze legal i...... that •rile In conJunctlOn With handling campta 
Initial req\1811111 for agency remrds. You WIii parform legal lldmlnistratMt dutlel ccmcemlng 
hHrtnga, appeals, lltlgatlon and advisory •rvlml- You wll preparw necauory corr.pondenc:11 
ta subltantlata the rwons for denying requ.t lnformatlon. You wit! prace11 dllllfled 
doaunents In ac:mrdance wllh polley and dW.rent !ev.11 of government aea,rtty duslflcltlon 
regulat1an1. Yau wlll act • a Hallan tD pragram offlc:a, bath within the Department ~ 
Homelane Security (DHS) and other aov,rnment agrndll pei:talnlna 1D ,OU. ....... ........ 

--muwariiiawei' F0IA raquiitor'• qUllltlOnl thllt ...... ,n the COi.a.ct of proc:wlng their 
request. 

Quellf'talonl Ind .,.,_:.;-··L. 
Qu■llflc:lltlou: 

OS-11: You qualilY It 1blt GS-11 llftl lfyag PCJ■I■ one (1) year of apeeializal nperieuce tut 
equipped you with the tldlJa needed ~ pea&.m Iha~~- _'!'ma ccperieapa mvlt bae been 

· _ -~ tRatlfllt111l•Q&;t-1f111£liiiiI11nii'-facllMll.,. ae"I ...... of amlylical lad---- · 
evaluadve medlacllm Olda'IO E9lllft:II, hitwj■II, and apply av .. mamber ofPOJA/PA lbdDll aad 
prwcedclllla wbm deayiaa accw 1IO informldao and ID dcwmi• aw i.mplcC ofdle ralnNd 
informaliOll Oil apDCJ opntioal. 

GS-12: You qaality Ill die GS-12 llml if you poa• one (1).,.. of speci•tir.od exparicmce that 
equipped you with die tldUI needed to pwfbtm 1111 job dutial. Thia experience a1U1t baft bean 
equivalent to • lelll the GS-11 &ride Jave1. &.,.,lea include experience IWlln:biq leli•llti,,. 
hiltmy/precodc:at cuea/deciliolll appw:able to FOLVPA CUii for infonnatiaa and 111bstaotiatina 
the l'l&ionale far ICtiOII taten in mat of lpplll; IDllyzina and evaJuatin& evidcuce or queltiom 
related to POINPA. JIIOpaml; IIMl m'ValiptiJJa the daeail, inwlwcl in a FOIA/PA matlcr, 
~ datanccdl 111d evaluaml& 1be lllfflcieaoyofthll daa 

Nuc:atlonal Req......,._ 

GS· 11: You may subltltute I doc:totll degrM or three full y•rs of prognlllalvetv hlghar-lwel 
graduate education INdlng to such a dagree tn • qu•llf'Vlng fteld f'or upertenat at the GS-11 
grade level. Such education mUlt have been obtained In an accredltlld college or unlVel'Slty and 
derncnstrate the knowledge, tkllla, and lbllltlN nec:eue,y to do the work or thlS posttlon. 
Check with your school tlD determine how many credit haul"II comprtN three years of graduat:a 
study. If mat Information II not IYlllable, Ute 54 Semeltlr or 11 qualtlr hours. 

bttp1'.IINcruits.Ulftiabl.opm.pv/~ptjob.up?jobJI>=S5433339&iad--iobwrcb.ua... t N411.M7 
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Appropriate camblnatlona of suCClllfulty completad post-high school educ:atlan and experllnQI 
also may be UNd to mat the total quallftc:lltlon recaunmants for the GS-9 and 11 gnade 
levels. (Rafar to the U.S. CWltDml and Border Protactlon web sit. at www.cbp.p for 
tnlann■tlon on how t'O combine expert.nee and educatson. 

Dn1 Tel1tq: You mutt submit to a drq tlll ad recehe a negative drua taa r..ult bdn you cm 
be appointed into 1bil polition.. Aftlr appoimmeat, you will be subject tD nmdom te1m11 b ilJepl 
drua•-
Hew You WIii .. lvllluatlld: 
llvaluatloM 

. - ·--~wll be ...... .,.... upon la lllllpOnlll '/fJD prUYlda on Ill Jab apacllc quMllannah 1w II 
reqwred • part dtt,e appllcallon lll'alllll "llr 1h11 poelllan. You WII be ralild baaed on 'f04ll NipOl'IW 111d 
.....,,., I ICDl'9 ..... from 70 ID 100 poi11L Candid.- wll M ,...,,._ fw Hllcbn In acoo,dllice wll\ 
tM 11rm1 o1 the aganay fflll1t piornaaon plan. 

All the lnformalan yoa, pravlde may be vertlld by a rt'lllw~fle work..,.,_. SldlaredUcatlcl'I • 
lhcMn cnyall' applcldon ftJnna, bychel.tiig ..,. ... Ind tvaut,\ OlhwmNnl. IUC:h a a. h•'t'law 
proc111 Tbll Wlllllcllllan cauld OGIU' at q 11181 ol"' applcat\)n prac••· Ml Ulllllrallon tl}'OII' 
mcp1rta11C1e, ,._ ....... « ..... ID CGIIICIIIII klbn ... t may be waur,dl far,... lfOU NllgNe. nae 
hiring )'GU, or far ftrtng )1111 lftlr YGII --wartc. 

.. 

lll!t,.rttt --~ fflfti-- :·r · 

The Fedlrll gow.11,w..tollllr'I ■ nwnlWolMllplalltlbe111fflato llaemployil11 ThNeDtnalllkldude. 
bUt .. nar llmllld IO:,,... en. 1111 ~ ._.. IPlf1dlnl and depandlnt care ■cccu1111. annual and lick-... IDnt-llrm en lnl&nnca. and ...,,_ltNlfflllplw, and nnaltublNIIN. Farmcn 
111tomalol, aba&4 ._ benella . .--- v111 http;J1www.uy1pbf.gprn,9pvfltfil,11A 

Otlwr Information: 

Otnar Information 

Indlvlduals who have spec:111 prtartty Nl«tion rtghbl under the Agency caraer Transltk>n 

bttpa:/lntsmifM.1111jobe.opm.p/lOUl'OUl#IICfob,up?jobID=S5'33339&ild=siobwrch.nu 1 nJV,M"I 
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A!llstance Progl'llm (C1"AP) or the lntaragency C..reer Transition Aulstanat Pragram (lCTAP) 
must be well qualified far the position ta rac:alYe consideration for specl■I priority selectlon. To 
be well-qu■llftad and uarclN Nlactton priority fOr this VICllncy, dlSplaald Federal emp!OyNI 
must be rated at 15 or aboVe on the rating crltlrll ror thll position. For those lnstanc:a Whera 
the belt quaUhd llstl Include 1ppkant1 With 1CON1 lesl thin 85, the wefl-quallfled ICO,. 
becomes the lowat scont on the belt qua~lflecl 11st. r:rAP and ICTAP eHglbles must submit one 
of the followlng u proof of eliilblllty ror tha special !leiectlon priarlty: 1 separation notle8; a 
•Notice of P91"110nnal Action• (SF-50) or equivalent that documents separation; an agency 
certification that you cannot be plllced after Injury compensation hM been tarmlneted: an OPM 
notification that your dllabUlty _,nully hll been termlnatad; OR a Mllltary Department or 
National Guard Bureau noClftcatlon thlt you ere retired under 5 U.$,C. 8337(h) or 8456. 

If you ■re a current career or CINar-condltlonlll Federal employee or former Fedaral employN 
WhO ha ntlnltatllment eHglblllty, you may be rwqund, at ■ later data, to submit addtuonat 
docUrnentatlOn thllt supports your clalm and raftldl carar or career-c:ondltlonal tenura If you 
era unable to provide the required dac:umentaaon, you wlU not be given further co~ 
under thll ennounc:.mant. 

[f you .,. flNng under the VEOA (VGFll'II Employment Opportunity Act) or the VRA eveterar­
Racrultm.nt: Authority), you muat Include In your appllcatlon package • copy or your DD-214 or 
oth• .e_root cf ehalbmty. If yau ,,. 11:111 • active 4ut,y, ¥CM' Ml"/ .. 11mtt ■ ... ,.11: at WtVIW 

--·--l'riiinyour unit whldl ..._ th■ cha you entered ICtMI duty, the date you are separating, and 
the campaign medals you have nicelwd. For more lnfannatlOn on the VEOA and VRA, cona,lt 
the Vets Gulde at: htt;p;llwww.GJND,QPV/ypranslhtmllvcf;ukft,btm 

Promotion Pofllntlal: When promatlan potential II lhcMn, the agency II not making a 
commitment anct II not obllgeted to provide future pramotlOns to you If you are •lect.ed. 
Future promotions wMI be dependent an your 1bll1ty to perform the duttes at I higher level, the 
continuing Med for an employee l8llgMd tD the higher levll, and admlnlltratlve approval. 

If thll ls • supervisory Polltlon. under provlllO .. of the CMI 5el'VICII Reform Ad, ftl'lt time .~and/GI'..,.,,.,. wil be.requlNII la NIW ■ 1•yW prublttoiill,Y perfad~-'f6ii-_~i'riiy=.,-__ -- ··-- -···-~ 
et■o-be required tD mmplllllt .rt 1pprap,11a tulfll"Vllori ti'IJnlng mursi wltfiln th■ one yar of 
a811gnment tD thll pc,sltlon. 

Vau must 111bm1t al required lnfbrmatlOn br the claslnQ data. If matartals are nat received, 
your appllcatlon wlU be evaluated IC>llly on the lnfarmlltlon avalllble and you may not recetve 
ful c:onllderatlon or may nat be CDnllCllred eHglble. Allo, If you do not provide an emtll 
addnla, you win not be notlllllld ~ ltle outmme of your ■ppllcatlon. 

All agenc:v employeea arw requtrN to partk:lplte In Direct O.poslt/ElectrOnlc Funds Transfer far 
salary payments. 

equal Empioyment Opportunity: The aeency la en EQu■I Opportunity l!mplayer. All candldltas 
wll be conetder■d regard'- of their race, color, reflOlon, smc, national origin, age, MXUII 
orientation, .,. otectecl Q8Mt1c Information, status as I parent, lawful PoUtlcal ■fflltltlon, marltlll 
status, phyllall/mental dlllblllty (If not I job factor), rnambershlp or nan-rnamberlhlp tn an 
employM organlDtlDn, or any other nonmerlt l'KtDr. 

AppllCilnts requiring ,.._,nable ■cmmnwodatlonl for arrv part of the appllcatron and hiring 
pracus should contact the Human Raourta1 Office Rel)t"MentatlYe lllted on thil 
•Mouncement. Determinations on requests for reasonable accommodltlOn win be made on a 
cese-by•ca• basis. 

ht\pa~lrocmitllr.Ulljoba.opm.p/lf>DrWIW'p,;iob.up?joblD=S5433339&..ild=-iobaem:h.ua.. t0/412007 
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Important! All the Information you provide may be verified bV a review d tha work expertence 
and/or education a shown on your 1pplleatlon torms, by chacklng retwrena111 and through 
other muna, such • the lntllrvlew procea. Any exaggaratton ol your apertenc:a, fllN 
stataments, or attempts to concul Information may be ;rounds ror not hlrtng you, or far ftrlng 
you aftlir you begin wor1t. 

HOWtOApf/1'1 

How To Applr■ 
To apply far lhll pGllllan. you~ Clatl., Appllclllon Mwigar acco&n and pravk1e I complea 
Appllcallati Pac:lcage. which lncludN .... d lie tollowtng p.119: 

1. Yo,, INPOfldll to 1M Nllllll'Nffl Cluelllarnan, A 
2. V0411,....and any allsdounnllPIICllllld In lie Raqund DocunenllMGllon dChiljob 
~ 

Apple,.,, -..,w11 nckYGll'Pft9MIID• Ca,npiNeAppbllall PIOiage Ulirlg the Alj'Appbtlion 
P-.., chlcUbl and 11111111 dllpllye In ~tlun Manllglr. Yow Appllcallan PIOlalge .-,. nut be 
Comllfllll ~ Fl'tdllr, u.dl 30, 2007 

• If )'Ola'....,. II aolrlll 1D come._,. USAJ08S RM#ne lJultw, you bllQlr, the ptataa ~ 
dlcim1g the Allfll1 Olllne bullDn ,_,. lie bdlan dNI paga. You, .-urne wll be alblGhed anlJ lo 
the AppllcalcJn ...... )'GU Galnpl• and Submit lrnrnedimly .,you cllak 1M ~ <>nine bUtlDn 
far this job~ not ID ""I Applclla.i P---you~ -..dy ha"9 Cl'Nlld . 

• lfya.-rwurna II P19 ID be en you PNPRd ~ duSAJOBS-..... ..... , dldC thla link IO 
baglrl lhe ,nc111: Onfloe AvCICIAOOID 

To flllum .. Appllaalloit ...... any ... UNwtllahlveronedlltl'nlayau Ul8d ta~-
dWIIJ90 ~ Gr--Qll~ bCIPS'/14drttoeHfulMlr.fD --- -- ------------- --- --- -------- ··- -

Tofa ■ ,....Ot.._dl ...... 

CIiek an ._llnllbalow ID ablllln llte .... appllcllan CG'1'W paga. 
htlQ;J/lflCllop 9Pffl,pfrd'tt ss 1w Ill MIIII ...... )GU lndud9 lhe M--.vacanc, ldenlllallarl 
numblr ML 13IIIO, yiaur-,.... and SIN In h bloCD prowlded or W9wll not be 111111 to Ula:cllla ~ 
l'8'Uffl8 wllh ._ Nil dyaur appllr:Mlon. 
The fu runber la 1◄71-757-31"4. 

Required Docutnalltal 

In adcllon to cample- en on-line quNllannalr9 aid UITIIDlg an on-ht reune, Che fQlowfng luppar1Jng 
documenlll l'TIUlt N l"9Clli'UN by the clGafng UIII of 1h11 anncunc:.MnL 

Vetnna' dooumantaaon f ftlq undel'\/EOA. VRA ot dalt'nq veterwa1 prdnwioe (e.g .• 00-214 ar 
1ta1Mient d IIIMCe, VA r.a.,, IP-15). If you n M,g undlr 1h11 VEOA (V..,.,. ~ Oppo,tunlty 
Act) or 1M VRA (V..,.,. A.aultnwll Autlorltyi )QI muat lnakM in yw: appUcatlon paage I copy d 
your 00-21◄ « oltlW proat ~ lllglblllly. If you .. 111 on IQlvl duty, yau Mey aubmit a atatem■nt ~ .vice 

httpa:J/rearuiter.uu.jobl.opm.p/lCRll'CtDWpljob.up?joblD-5543333Mitd-ioblelrcb.ma. .. 10/4f)rtrl 
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hm 'fG" unit whtah .... tt,e datl you entnd ICIVI duty, the dall you n leplll'dng. and I'll campaign 
ffllCIIII yGU t\lN9 19CIMNI. For fflCn b1fanlallan an 11'11 VEOA and \IRA. coneult the v• Guida at 
http://www.oprn.gpy/ytpAMlhtml!Yerlluldt,MP 

T~ ff bllk10 yar quallftcdonl on edualllon.. 1NI education nut be &om an lnltltutk)h aoedlled 
b'f an 8CtAidtlr,U agency •~ by lhe U.I. Depw1mlnt d EduclUan. 

Proaf at IJlgl»lllly f ~ng fOr OGrWfderdon wldlr I prtarly HI rUcr pqram (•.g., CTAPIICTAP) or I 
lpeCIII 11ppot1111t19 a,llortly. lr1dvlduala WM hive lplcilll p,torl)' 1ll1cllan r!gllta under the~ C... 
T"'1llllon .... 111ta:m Prqpl'n (CTAP) or the lnllrlglney Carw Tr11n1111Dn AleWce Pragram (ICTAP) 
RUii beWII quallled farlhl palltkll, ID rwM CDnlldarlltJon tar lpedal pr1arlV N11CIIOn. To tie WIii­
qualified and --llledan p,lartty for INI VIGIIIGY· dllptlcld Federal .-npla)W nm bl ralld It. or 
above on._ rll&lg 01lill1II tar 1111 poelllon. far ltme N1811Ni .e,n 1111 belt quallled • lraAde 
applilarda wfth _._ lell than N, 1w MU-qillllllld.,... becomN the_. ICON on lhe beltquallllld 
lilt. CTN' a ICTAP lllglllel mull NMnltCNfl .. falawlnu • pnddlllglblllyforlle lplclll 11l1cllcw'I 
p,1o11ty.a...,.ac,nnob;a8Nolclt<l~11lll,oJott'~ht~IIPllllllo .. 
111 aprq WIik.Au M WQII aannat be plllald lftlr lr$,ly hN bNn tarmlr1■l1d, an 0PM 
~Myaur dl11blly annuly ta,.._ •n• 111d; 'JR• MDary Department ar NllkNI Guard 
BurNu nalftcallon ht yau .. rwlnd undlr s u.1.c. 8387(h) o, 8481. 

Pnd at~ II applying for 0011ltdnllon &RIii' Ille Offlca d Perlannll Managainent lllllfdl■nCla 
.......... lndhrickllllti..,..anemllldllllllanll'ldlrtheOfflaltdPerlGl11lll~tlnllrch-,ga 
~nut IUbmlt p1a111 d 111g11.,. IUd'I • • Nallclt at,...._ Adlall. a....,,..,. noaa or ot,c 
........... dOoai,Mltaluii, ·--

Yaur applcllllon and al luPfklllltlQ doarnnllllan ITlat bl recllYad b'f 12:00 mJdniFt (Eulam Time) on the 
doling dall. Nata flat you wl be ala!Nd to apply men flan ance but lhl lllt applk:atlon II 118 only ona 
lhltwllbeUNd. 

Appbllaiie and "IPPOfllll ~ WI nat bl aclClptld bJ mal. If yau n ~ ID apply on-line, 
~'-Human RNauroN 0ftlaa ••••...,. llltN on 1111 ~• IMlt ona dlr prior IDtlle 
do9!rlgdallfarrurtwlnatn,c:llc:n. 

- ~lnfarmatloll:-- --------------__ -_ -----------=--=--=-------------=-=---Hit AtlllitlinC -- __ .... -~ --·---·- ·------ - --· ··- . ----

Phone: (949)380-3058 
Emallr 11..-ill'OOdhl.gov 

Or wrna: 
Laeuna S.rvlal C8ntar 
24000 Avlll Road 5th F1oor 
LaQuna Nlguel, CA 92&77 
USA 

What To lx.-ct Nat: 

We expect 1D make a aelectlon wHNn 90 dayl of the clollng date of this announcement. 
You wll be notified of 1he autcome. If furthw evaluatlon or lntwvtewa .,. required you wUI 
becontact9d. 

'·--
11\e United statel Gav•mment doa not dilcrtmlnltl In tmploymant on the basts of race, 

bltpl:l/nmuit«.UIIQOhl.aom.11WIIOUICiu/aaob.-,'1foblD-554]'.4~1Q .. iMaiifthaMw,h ,... , f'l/4nflm 
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color, rellglOn, sex, national origin, polltlcal afffllltlon, sexual orientation, marltll status, 
dlsablllty, age, membership In an •mplayee organization, or other non-merit factor. 

• •-· -- • -•a,. 

------ MCOmtllOdltlOft Poley --- i --
F9d■l'II ■gendel mUlt provkle renoneble accommodabon tD applicants with dlAbtlltles Where 
appropriate. Appllcllnts rtQulrlng f'HIOn■ble acmmmod■tJan far any part of the appltcatlon and 
hlr1n,a prac::n1 ll'IOuld mntact the hiring aoencv dlreaty. Determinations on requests ror 
rNtonable accommodation wlll be mada on a cae--by-ca• bulS. 

C!iii•ne~Cliie)Cii!#.) 
tl-J11n1Ma1_ ........... 

Laguna 5arYlce c..ntar 
~ AVIia RcMld 5th flaor 
UQun■ Nlgual, CA 92677 

- USA.. ... ---------•--•- ----•·-

©a_2rtn 
,_ ... 112• ......... JalN 
HRAalatant 
PhoM: (t41)360-l058 
!fflllll H,-fidroOclhl.p 

UUJ0U CanlfOI NUlllben 866868 

ht1p1:/Jrecruiter.1JUiobt.opm.pllOUl'Cillwpejob,Up?joblD-,5433339&ild=ioblell'Cb.11&.. 10/4/'1JXr1 
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lmmi1ration And Customs 
Enforcement 

ne,.rbwellt: D■pr 1111 .. 1 Of N• hr1 _,., 
ApllcYI ............ Cl .... I .... I 

JN AftNU■--...t Nu ....... 
LM-IUI-UHNllf~IM 

0veMIIW 

PARALNAL SPIOA1 IP (POIA/PA) 

949 361a 3233 

9alay ...... n,JOl,GO - lll,IOt.00 UID .- yar O,-. Patod1 Mandllr, flllrcll H. 200? 
• Jttday, -- JO, Jacr7 

P,63/83 

SerlM ...... GI-GII0-11/U Polllllon 111,fonnatlon: Ful T1me c.,..,c.w 
COIIIIIIDnlt ---------~--·--

. - PIOHNtlUn PUWMlidl ~- -.. .. -- . Duty Lociiiina: 1._.., - w ... ,. DC 

Wllo Ma, .. CenlldeNNI: 
w CmdlcMII (Mlrll ~ Ell> 
Job Summary1 
Thll position supports our mlRlon tD prwent 1ct1 of tlrrorilm by targeting the people, money, 
and materl■la that support terrort.t and crtmlnal ac:tMtia. Our YISlon II to be the nation'• 
preeminent law anfarcement agency, ct.cllcatad to de\ec.tlng vulMnlbllltllll end prwenttng 
violations that thruten natlonll aecurtty. Imrnlll'ldan and customs Enl'oftlllMnt (ICE) w• 
establl9hed ta cambat the a1mtnll and Nltlonll securttv thf9ltl emergent ln • past 9/11 
envlronrnant. 

\lft1MIJ~ 

Current Fcdcnl employeea -.villa Cll ■ --ar career-caaditiaall appoiDlmmt. 

CUfflllt and fanDcl' Federal 11Uployllll wbD JDNt Ibo mblilb.ed criteria in m 0fBce of Pcnonml 
Mauap1U6dmterohanp,.,.,.,. 

Vda'lnl '¥ho~ pnfereace .Upbl• or who have bem 1cp11atecl mdcl- bonanble coaditiom lflrr 
l )'1111 or man or ooammDUI .-vice will recci-.a comideration under tbo Vctennl EmpJoymml 
Opportunity Act (VEOA). 

OrpallaUaul Loeadllll: Thia ,POlitioa ii located in Iba POIA Unit, UDda' the Office of AaiManr 
Secretary, lmmipadon and CUIIOml Baforocmeat, Wuhingm, D.C. 

RelocadA lx,lal•: Relocation~ will not be paid. 

NoCe:One or more pomioG1 may be ftlled uiDc du vacancy 81D10UDCC1Dent. 

Qalldoaaatrdapportlas Dacuaall: Tha Queationnaire and all aupportiDa doeulllm mull be 
submitted 11111 received by 12:00 Midni&bt BDT on tbe cloaiq data ofthil IIUIOUIICelDCII Friday, 

http■:/lrecrwtK,UIIJoba.opm.ac,v/10urcinalac4iob.up?foblD-5543333Miacfwfoblelroh.UM... 10/0.007 
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MazdaJ0,2007. 

Appllcadou wt npport1a1 ...... tldlaa wlll NOT be accepted by mall or ,..n.ne 
addrell ...... below la for laq ... Ollly. 

Key Requirements; 
• U.S. Cltlunahlp 
• Bllc:kground Security Investigation 
• Drug Scrunlng 

---·- ·-·--· --
Major Dutlal 
You will rnurc:h and analyze legal IAues that artle In conJUnc:tlOn with hlndllng coml)leX 
lnltlal 1'9QUID far agency recDl"dl. You WIii perform tagal 1dmlnlltratlY1 dutlll c:anclffllng 
he111'1np, 1ppeall, lltlgatlon and ldvlmry NMClll. Yau WIii praplll'e MCIIIIIY cor19POndenm 
to lllbetllntlllle tha ,-.ona for denying ,-quat lnfarmatton. You WIii Pf'OCHI clalllfl9d 
documenta In KCDrdanca with policy •nd dlfl'eNnt lllvelll ~ government NC:Urlty daUlbtlon 
ragulatlona. You wlll act u • lallon to program offlcel, bath within the Department ol 

-·~ Hom~ Senedf¥ (DHS) •nd otbargau1mm.n1111M1• ,.,..,,..,. .. FelA :etatut mattas. 
You wtl ■nswar FOIA rwqueator-w qv9lltlOnl tNlt 11'111 In tfle context of pn,cas1ng their 
reqUNt. 

Qu■llflcatlon91 

OS-1 l: You qualify• 1111 GS-11 lavel lfyou poa,11 one (1) year of apecialized experiwe that 
equipped you witb tbD lldlla needed to 1Whm «.jaft duri• Thu apmace 1IIUll a19111• 

······-,qiiiiiliiftell ltllll dleOS-, ..-ie. Bumplel isludt apat twwleqe ofw.tydcil lllit 
c:valuatiw lmlhodl ill cxdll'11J r11a■d.. .intlq1nl, and apply• VIit number of POWPA l&IIUII ml 
precedeatl wbm daaymi WW to iDhmtdao IDd 11D datClrminc 1118 jmpact oftbe relwld 
infonnadoa OlllplCy apnliam. 

GS-12: You~• die GS-12 ffll ityoa po11• one (1) ,-of apem1Jind mq,mieace that 
equipped yw with 1111 ltilll wded tD pwb:m tbl jab dutiel. Tbil expaiaa m\llt have been 
eqaivlla to • Jeut the GS-11 pda level. Bumplel iDl:mde aperimce l'INln:biq leplative 
hiltorylprecedmt cuelldeciliom applicable to POWPA eu11 for infonnation and IMIGatilODI 
the ratioam tor action 1lbla in wa of appeal: malyzma ml cvaluadq evidtace or qullfiona 
relat8d 1D POI.A/PA programa; and invelCipdq the detaiJa involved in a FOIAJPA matter, 
dcterminina ala nocda 111d ova1uadna the aut1lcl,a:y oftblt data. 

Educatlonal ........... tm 

GS-11: You may tubatltute a doctDral d~l"N or thrN full yNrs of prograuively higher-level 
graduate eclucatlOn 1Ndlft9 to tuc:h • d.,._ tn • qualifying flekl ror expertenca at the GS-11 
grad• level. Sud'I education must hive been obtained In an ■c:aedttad college or university and 
demonstrate tha knowledge, sldlla, and abllltl• r-=-1ry to do tlllt work of this position. 
Check wtth your school to dam.Ina how many credit hours c:ompr1N three yurs of 9radut1e 
study. If that tntonnlttlon II not avall■tM, u.se 54 51mester or 81 Quartar hou,w. 

httpt:/lra:mitet.\llliiobLOl)ID.agv/aoUIOiufndob.UD?iobl'l)s~S..:l,,1ctthwt~ ".. 1n1,nM'f 
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Appropr11ta combinations of succasfully c:ompletad post-high school education and experllnca 
al90 may be used to meet the tatal qu1llftcatton r9qu1rement1 far the GS-9 and 11 grade 
levels, (Refer to the U.S. cuamms and !order Pralactlon web Sita at www.cbp.gov for 
1nrormet1on on how ta combine experience and education. 

Req---•= 
O.S. Cldlelllldp: Cmdid■• mut be United Statel oi1izcal and preamt proof of citinubip, if 
ae1lcted. 

Time la Gndr. Tima in ande rmlric1iom mlllt be mat by tho c;loliD& dam of this IIIIIOUIICemCII 
Appliclml DW1t baW1 at lout 52 'Neeb of acrvice equiYllmt to the naxt low• plde level in 1ba 
normal line of proarc:llim tbr tbe polidoll to be tn1ad. 

Qa•llflcadolll bJ C1o11aa Dm: Unllll Olberwill noted. you 111D1t meet all qaalificatim and 
elip,iffty nquirlalmll by dla clOlin& dlla of tbt IIIDOllDCCmM Priday, Mmcb 30, 2007, 

llacqrvud Seeutty la•......,_t You will mad 1D IDCCellfiilly complete a backpolmd 
aecurity bwtttlptioa befcn you ca be appc,inted ~ thia poli1icm. _ ~-- . _ --------- -· 

Dn1 Tlltlq; You DlUlt submit to a aaa tat md receive a neptive drua • reaalt befcn you CID 
be appobded into tlua poaitioa. Ala appointment, you will bo subject to random feltina &Jr illep1 
dru&w-. 

HoW You WIii .. lvaluated; 
Evaluation• 

Yau wl be..,..,.... balN upan a. f'IIIPOl'IIN )'OU provide on the Jab apeclllr q1•1b11 ... 1hal II 
reqund • part d a. IIPPllcdan piac111 ftw lW pclllllan. Yau wll be 11119d NNd on 'f04I ,e..pv 111 WI 
---a ~~fram70 ID ~crrMrS-- ·•--•on1lull11R M ■DI , .... wtll 
1Mllfflliciffii.,_..apn1null••- - . ------- -----·- ··· ---

,. 1'11 lllfDl1IMllun )1111 pnMda ffllY be wrlllld bJ • ,..,._ d bt wark ...... Stdlar edUOlllan • 
ahawn on ya.rapplcallan bml. b'/dliddl'I ,_• .. and thnJl9I ollsnam,e. llldl • 111 '1111VIN 
P■OOIII. "n.•lllallllan oould oacar ■ 1111-- ,- lie appllmtlan proa111. /lrlf1 e,.....-, ,-yaur 
explltalm.falN I I ,._0t...,.1DcanaNldonnellor,maybec,uurldlllarndngyo11lnal,_,..,not 
tllmg yau. Olfar tiring you ... yQU blQlr, wak. 

a.-.1t1 and Otta' tnrorl'lllltiOlt ....... ~ ...... ·~----

The Fedlrll gr,vemm.it aft'era • numbaraf UClpllonll banlftta to Ill ....... Th- btnefb lndude, 
bul .. not llmlled ID: tNNllh en. 1111 lnlwlnc;e, t.dbla apandlnQ and dlplnaent an acccudl, annual and 
lick 1Nv9. long-(arm caw lnlurll10lt. and~ 111mg1 planl, and tnnlll alblldll& For mm 
lufcnnlllun eout a-. benellll . ..._ .-bttp;llwww»11J0bs,gpm,gov/el'1,asp 

other Information: 
Other Infonnatton 

Indtvlduals who hav• special priority•~ rfghtl Under thl AOtncy Career Transition 

httpit://ncruiter.\lilioha.oom.aov/mmciu/1111:tiab.UD?iahffla~~,,,,u,;..._,n,._11 ,,.. 1 n, .. nnm 
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Assistance Program (CTAP) or the Interagency Clrw Transition Aalstata Program (tCTAP) 
must be well quallfled for the l)Olltlon to recelw conalderltlon for spectal prtortty salectlOn. To 
ba wetl•quallfled and exerdN NIKtlon pr1ortty far thll vacancy, dlsplaced Fede,.I 1mployea 
must be rated at 85 or above on tM rating crltarla for ttlll position. For thGN tnttanc:as where 
the best quallfted nm Include appltcantw with ICOl'W i.s thin 85, the well-qualified score 
beCIDmes tha lowest score on the baat QUallflad lllt. CTN' and lCTAP ellglbles must submtt one 
of the follDwtng • praof rl alJglblltty far the •pedal Hlectlon prtortty: ■ separation notice; • 
"Notice of Pel'IOflnel Action• (Sl'-50) or equivalent that documents separation; an agency 
eertlffcatk,n that -you cannot be plactld after lnJUry compenutlOn ha bun terminated; an OPM 
notlftcatlon that your dlablhly annuity hU bNn t.nnlnated; OR • Hllltary Department or 
National Gu•rd Bureau notification that you are rttll"ICI under 5 u.s.c. 8337(h) or 8451. 

If you ara I currant ca,_, or carNr-conclltlonal Fed•~• employN or former Ftl.deral emplayee 
who 11a relnltltamant ellalblllty, you may be ,_.u1Nd, at a later d•, tD iubmlt additional 
doc:umantaaon that a,Pl)Ol'l:a your dalm and ,.,_. carNr or carNr-COndltlonel tenura If you 
are unable to provide the requlrad documentation, you wlfl not be glVen rurther c:ol'lllcleratlon 
under thll announcement. 

1, YoU ■I'll ftllng IN'ldar the VEOA (Vetarwns l!mployment Opportunity Aa) or the \IRA (Vecerans 
Racrultment AUtllartty), you mUlt lndude In your apphcatlon padclge ■ mpy or your 00-214 or 
other prvor of aUglbitay. If you .,. ltlll on dY9 duty, you may submit ■ statement or fllMCI 

--,,..~untt whldl atltlii ttll ..-yau lntiriil idlve duty; tfii ciiti you are......,., and 
the campaign madall you have rec:eMtd. For mare lnfbrmlHon on the VEOA and VRA, consult 
the Veta Guida at: btlp;/lwww.gpm,gpy/Veblt1Ql/btrnVyatgufd1,bCm 

Promotion Potientlal: When pramotlOn patentlel Is shown, the egency Is not making a 
commitment and II not obllpted tD provide future promotlOM tD you If you are selec:tad. 
Future Promotlanl wtU ba dependent on your ability tD parform the dutl8I at • higher level, the 
continuing r1Nd ror an employea ■-signed 1D tha higher lwel, and aclmlnJltnltlYe apprav■L 

If tt111 Is • supervlmry pOlltlan, unctar provfllonl Of the CMI Service Ref'Drm Act, ffnlt tlffll 
supervisors arrd/or man■gars wm be reqUI~ ta serve ■_l•Y.@r probationary padaL.You RMI¥ 
aim ba JIILpdliiiUii mmplitifan lpp,op;taii IUPIMl8f'Y lnllnln9 Wlll'N Within tM OM year at-­
aatgnlMnt to thll posltlan, 

Yau muat submit•" ,.,rad Information bv ttle doling data. If matartall .,. not received, 
your ■ppftcatlon w■ be evllluatlld -WV on the lnf'Drmatlon avall■bie and you may not remtve 
fuff CIDnlllderatlon or may not be CIHllldered ellglbla. Allo, If you do not provide an emaN 
adclrea, yau wtl not be notlftad rl the outmme rl your appllatlon. 

Alt agency employeea are required to pertldpam tn Direct Depollt/Elec:tronlc Funds Transfer far 
9allry payrnentll, 

!qual Employment Oppanuntty: Tha agency Is an Equal Opportunity Employer. All candldllta 
wlll be mrllldeted regantles of their race, CDIDr, rellglon, sex, naUOnal orlgtn, age, sexual 
orientation, protactacr genetic Information, status 81 1 parent, lawtul polltleal afflflatlon, marftll 
st.au, pnyslc:aVmental disability (If not I Job factor), membership or non-membership In an 
employee organlutlon, or any other nonmerlt f'actDr, 

Appltcants requlrtng reaonal>la ac:cammodatlonl ror any part rl the 1ppllcatl0n 1nd htr1ng 
proceu should contact the Human llelourcaa Offlc:9 RepNtHntatlve llstlld on thll 
announmment. Dettnnlnatlona on requats for reasonable aceammod■tton will be made on a 
casa-t,v-CHe blSls. 

https://nicruiw.-.,hl.OD111,,1DV/IOUl'Oimr/ntiob.M1?fnhTn=~u,,, 1Q.6iwt."8w-h ..... 1 t\lA t1nM 
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lmpa,tantl All the lnformatlOn you provide may be verlflad by I review or tha work experience 
and/or education as shOWn on your ■ppllcltlon rarme, by c:hecklnt referenca and through 
athw mNnt, such H the lntarvlew procn1. Ally exaggeration of your txperienc:ll, falN 
st.atarnents, or attemr,IB to concul Information may be ground• for not hll1119 you, or ror ftrtng 
you after you begin work. 

HowtoACIIIIY --· ·--- -· ·--- --
HowToApply: 
To apply farM PQlllon. you rruta'IIII., Applclllal, Mlnlglr accamt and provide ■ oampCete 
Appllcalan Package, which lncludle NII cl ltle fallawing per1a; 

1, Your N1P011W to the NI ?INN cu.tlol..,.,..., n 
2. Vu ,.... ■nd any allw'dara.rnnl apdled In--~ Documlnta IK1lorl of NI jab 
~ 

TR bBglc cbooN OM Gf lhNI lpllflll 

• tryu ,_.,. ii going ta came.,_,,,. UM/088 RN11M Buldlr. yau beglrl the p,ocaa by 
cllckrlg the A""1 Onlne butlan .,.., ._ ballam al NI page. vu raume wl be altaGhed-, lo 
.. Appl(allan PIICkaga )'QII complall and 8ubml lrnmldll18ly afwyau c:llcll .. ~ OnllM button far---~ nat ei...., Applcallo.1 P.._.. yau ma, anedV haV9 c:r...a..d. 

• f )Q.lr.....,.. le galft9 ta be one )1111 pNpll9d _,.,. tAUSAJOBS RNume auldlr, dldc lhil llnlt 10 
beglrl a. prac a,= 0oPne Quwtlannakl 

Tofaa,.....flll .... daclllllent 

Cllclkonthebbllawtaobllln .. spadllappllelll0ri «111Wpage. 
bJN!;J/ftlfllpp.qpm.fl"'tndl: srscnm.= 11n1111 an ltllt you lnelude the khlraclw vaaic, ldlntllcatlon 
mmblr ML 13AIO. ~ ,..._ and In the blaca prcwfded or• wl not be Ible lo Mw-11111 y,aur 
reeuma wlli N rat al YoW" flPPllanltlc,rl, 
'The tax number II 1-47&-717-3144. 

lteQulrecl Docum•nta: 

In lldcllllar1 ro camp1,1111., an-One quN11~,_. 11111 MWl!llfnO an on-b 1"81Ume. the followlno ~ 
docunwda mu• be rec■Mld by the c1a11ng dallt f'A '- IMGUnCll'Mnt. 

Vetm' documen1lltlan If ting undlr VEOA. VRA or dalmlng "91nn1' p,_..,_ (e.g., 00-21• or 
.....,.,_. ri HfVlce. VA Ider, SF-19). If you n lllno undlr the YeOA (V....,. ~ Opportunity 
Aa} « the VRA (V...,_ ~ Aultlorttt). you nut lndUda in yow appllcata, paolcap I fR71Y of 
'ffMJI 00414 or OCher proal of ellgl,Uy. If )GI n .. on IGIIVl duty, )'OIi may IUbmit i lfafat,ient rA ■-vice 
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from '/fNI ldtwt'tlall ...... e. dalll you "1t1lred ICthe duty, the dMI you n IIPll'8tlnll. and Ill CMIPll9' 
medlll you ,._. l'IICIMd, For mare lnfannllBon on tw V!OA and VRA. CXJNIJI ltw v• Oufde at 
bttp;11www,apm,9qy1yemrana1htffll/vt!Pvldt,1• 

Trenecrtptl If beu,g 'Pl qualbllonl on edualtlon. 11111 eduGalon mull be from 111 lnttltution ICCNdled 
by.-. amedlllnQ IQIIIGY 19CXJGftad by the U.S. Deparlmn d ~-

Proof fl lillglbllty I~ far oonaldnlkln 1N11' I prlarttr Nllctlcln pugi■n (e.g., CTAP/ICTAP) Cl' I 
apadal .,,.,a.19~. lncMduallwtlO-. ~ pl'larl)" 111,allon rtc,1ta under r.~ caw 
Tranlllan A&IIIWIOI Progi■TI (CTAP)Cl'th. ~ ClrwTrlnlllon AHl1•tc1 Prol,lm (tCTAP) 
muatblMl qUlllled b'fle paelllGrt lo r8C1M CC11lllldlillla11 tar apeclll ~ IIIIIJltan. Toblwelf. 
QUIIIWIICl and ..... 1lllcll0n prlarly b 1h11 vaclm/. dllplacad F ... •nplayw fflldl be 11111d et Nor 
abovaon ltw rllllng crlarla b'llllpGlltlan. FClrtllOle Nllncelwtlaralhebeltquallled 11111 lnClude 
appllcadl wlh ■oar9I '- lftan 11, lhe Wlft.qUllfted IOln beGamN U. low..t 1CX119 an 119 bNt qualift■d 
lilt. CTAP and ICTAPtlllgtblN mu■llllbrnloned .. ,.._. •prODl'olellfillblllrfar Iha .... 11l1i=tlan ~a...,.__, notla9: ■ 9Nallcao1Pwwnal ldJIJlf'(IP-IO)CI' lqLIIVlllnt ta CIDcUfflnl IIPIIWIDrt: 
an lll'IC'I' OM-...,.,. _ _,,. bl plaald lllllr 1r111Ycompaiullan h■I belrl tam'IIIIIIN; an 0PM 
nolaialli.n ._ yo&a-dlllblllr wully W Nlfl lll'lnlnllldi OR a MlltarJ, DeDan1•1t .1 Natlanll Guard 
...., nolllkailb', ltlltyau .. ,..... Wldlr s u.e.c. 8317(11) •8411. 

Proaf ol E~~ farCDl'llld■l'IIII WW h OlllaedPw■on.,_ M■ll8g■li•• bltllldlll'IQI 
Agr8lffl■ftt. reqa~ COl'llldlllllan WICllr Iha 01b d Peraor.wl M111■g111•d ln1llrdlalgl 
.....,_.muatllanltproolrlellGlblllY lllllh •• NollaedPenannetAatlon. ■ .... llllan nola■• oroctw 

--

~~ ----·--- .------- ----· -···" 

Year appllc:IIIIDn and Ill 11#Q111ng ~ nut be l'ICIMNI by 12:00 midnight (Elllfllm Time) on tie 
doling dallt, Nola that~ wa bl llloMld ID~ mcn tw, ance but h lelt appUcatlon II ltw only one 
lhat•beUNd. 

Appllcdan1 and l&IPPOfln8 docarmantlaon wl nol be -.i..-, by mall. If ,OU .. ..,.. ID llllPI, on-In■• 
cantlet Ille Hlinarl RINolnll ano. reprllllllilave lt■ald on lhla ~ It !Nit ane dlr prtar lo.,. 
<alllrlg-■ b'ftdl•~ 

Contact lnfonnatlon1 
-- HR "ltlltltlnt ·-·-···-----.. ----- ----
. ·- Phone: (949)380-3058 · 

l!md: Hnllltdroecttw.o,w 

0rwrtllt: 
Laguna Servlm c.ntar 
24000 Avllll a.Old 5th Floor 
Laguna Niguel, CA 92877 
USA 

What To lxpect Natr 

We expect to make • 11IICllon wflNn 90 dayl of the cloling data of this announoement. 
You wll be natffled rA the outcame. If further evaluation or lntarvlewl are required you will 
be contaded. 

The United Stam Government doB not dllaimlNte In amployment on the balls of race, 

hUpa:/lrlcmiter.•okopm.aov/lOWChul/atiob.11n?lohtn-~u,,,,Q.lo1.._,.__h "" 1 NAl'IM"f 



Papol, Catherine 

From: 
Sent: 
To: 
Cc: 
Subject: 

Attachments: 

19 CFR 103 
(2006).pdf (1 MB) 

Catherine, 

Suzuki, Shari~ 
Thursday, Au~ 

tltillll 
CBP FOIA Guidance 

19 CFR 103 (2006).pdf 

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/PAwhich may be found at 19 CFR 103. 

(See attached file: 19 CFR 103 (2006).pdf) 

Best regards, 
Shari Suzuki, Chief FOl~Yt, Polii & Litigation Branch Office of Regulations & Rulings Customs and Border Protection 

D 1 •t•NI 
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 
reciplent(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, Songeeta; 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 I, 2007, we should direct any FOIA 
requests for CBP records to the new CBP FOIA Direetor. 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 I, 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 staff, 
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 I, 2007, please forward all new FOIA requests to the following address: 

U.S. Customs and Border Protection 

I 300 Pennsylvania Ave., NW, 

Attn: Mint Annex Building, FOIA Division 

Washington, D.C. 20229 

The phone number for the FOIA Division is 202-572-0640. 

1112012007 
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CBP websites, cbpnet and cbp.gov, will be updated to reflect these changes. 

W. Ralph Basham 

Commissioner 

t t/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: 

• the President's Executive Order: 
• creating a citizen-centered & results-oriented approach to FOIA 

processing; 
• the CBP FOIA Improvement Plan: and 
• 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 



FOIA Responsibilities & Other Pertinent Information 

Responsibilities 
The designated FOi,._ representative in each Office serves as the principal, 
contact for all FOi" matters involving that office. The FOi" representatives 

responsibilities include: 

• Ensuring FOIA requests are properly and timely processed. 
• Collecting and compiling FOIA data from its office (including field 

offices/ports) for the weekly, monthly and annual reports. 

Reports 
Weekly Significant FOIA Requests - OHS requires weekly summaries of 
signilieant FOi,._ requests received by CBP, Each Office FOi" representative 
must compile this weekly summary for their office (including field offices/ports), 
and submit \tie report to the FOi,._ e-mail address - FOl/1.HELPM"'ILBOX, by 12 
noon each Friday. The weekly summaries of significant fOIA requeij\ij ijhould be 
based on and_follo~ the guidelines and examples set forth in the attached OHS 
docu~e~t ent1tl?d .FOi~ Section ~f th~ OHS Cabinet Report to the White House 
Subm1ss1on Guidelines. The subject lme of tne e·mail ijhOUld indicate 'Weekly 

Significant FOIA Requests" u . . , 1 for all of CBP for submissio~ t/0°nH Sre~eipt .. OR&R will consolidate the summar1a~ 
in a single weekly report. 

Monthly FOIA Reports - OHS r . the nu!"ber of open FOi,._ reques~~u;~•
1 
monthly FOi,._ reports to include data on 

open, m addition to the total numb~ r F ength of time each request has been 
att~c~ed OHS document entitled .. Jo~th OIA requests received to date (see 
office s consolidated monthly report h ly Component Data Requested"). Your 
address - FOIAHELPMAILBOX b s ould be forwarded to the FOIA e-mail 

;ehc:~~b~~~~e ~
1
f
1 
the e~ail sh~ul~ :~~i~;t~ ~~~I~ s~~~~I wReek of .~ach month. 

D . , w1 consolidate the FOi,._ d y eport . Upon 
F~~,n a single monthly report. Below area:~ fodr all of CSP for submission to 

reports: e ue dates for upcoming monthly 

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 

2 



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 (b)(6) 
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. 

Training 

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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