Council on Environmental Quality

any of these materials at the Council’s
office during the hours stated below in
§1515.3(f).

§1515.3 How is CEQ organized?

(a) The Council is made up of three
members appointed by the President
and subject to approval by the Senate.
One member is designated as chairman
by the President. All three serve in a
full-time capacity.

(b) The National Environmental Pol-
icy Act and the Environmental Quality
Improvement Act give the Council the
authority to hire any officers and staff
that may be necessary to carry out re-
sponsibilities and functions specified in
these two Acts. Also, the use of con-
sultants and experts is permitted.

(c) In addition to the three members,
the Council has program and legal
staff.

(d) The Council has no field or re-
gional offices.

(e) The Council has a public affairs
office which is responsible for pro-
viding information to the general pub-
lic, the Congress, and the press. If you
are interested in general information
about the Council or have questions
about the Council’s recent activities or
policy positions, you should call this
office at (202) 633-7005 or write to the
“Public Affairs Office’” of the Council
at the address given in the next para-
graph.

NoTE: The CEQ public affairs office can re-
spond fully and promptly to most questions
you may have; the Council suggests that the
Freedom of Information Act procedures be
used when you are seeking a specific docu-
ment and have had difficulty obtaining it.

(f) The Council is located at 722 Jack-
son Place NW., Washington, DC 20006.
Office hours are 9-5:30, Monday through
Friday, except legal holidays. If you
wish to meet with any of the staff,
please write or phone ahead for an ap-
pointment. The main number is 202-
633-7027.

PROCEDURES FOR REQUESTING RECORDS

§1515.5 How to make a Freedom of In-
formation Act request.

(a) The Chairman has appointed a
Freedom of Information Officer who
will be responsible for overseeing the
Council’s administration of the Free-
dom of Information Act and for receiv-

§1515.5

ing, routing, and overseeing the proc-
essing of all Freedom of Information
requests. The Chairman has also ap-
pointed an Appeals Officer who is re-
sponsible for processing any appeals.

(b) Requesting information from the
Council. (1) When you make a Freedom
of Information Act request to the
Council, the Freedom of Information
Officer shall decide how to respond to—
or ‘‘make an initial determination
on”’—your request within 10 working
days from the date the Officer receives
the request. The Freedom of Informa-
tion Officer will then provide you with
written notification of the determina-
tion.

(2) You can make a Freedom of Infor-
mation Act request by writing a letter
which states that you are making a
Freedom of Information Act request.
Address your letter to:

Freedom of Information Officer, Council on
Environmental Quality, Executive Office of
the President, 722 Jackson Place NW., Wash-
ington, DC 20006.

(3) In your request you should iden-
tify the desired record or reasonably
describe it. The request should be as
specific as possible so that the item
can be readily found. You should not
make blanket requests, such as re-
quests for ‘‘the entire file of”’ or ‘all
materials relating to’’ a specified sub-
ject.

(4) The Council will make a reason-
able effort to assist you in defining the
request to eliminate extraneous and
unwanted materials and to keep search
and copying fees to a minimum. If you
have budgetary constraints and antici-
pate that your request might be costly
you may wish to indicate the max-
imum fee you are prepared to pay for
acquiring the information. (See
§1515.15(c) also.)

(5) The 10 day period for making a de-
termination on a request will begin
when the records reqested are specified
or reasonably identifiable.

(6) Despite its name, the Freedom of
Information Act does not require a
government agency to create or re-
search information that you would like
or that you may think the agency
should have. The Act only requres that
existing records be made available to
the public.
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