Office of the Secretary, HUD

(1) Clearly state that you are making
a FOIA request. Although Federal
agencies are required to process all re-
quests for documents as Freedom of In-
formation Act requests, whether or not
specifically designated as FOIA re-
quests, failure to clearly state that you
are making a FOIA request could un-
duly delay the initial handling of your
correspondence through HUD’s FOIA
processing;

(2) Reasonably describe the records
you seek. Include information that you
may know about the documents you
are requesting;

(3) Indicate the form or format in
which you would like the record made
available;

(4) State your agreement to pay the
fee. You may specify a dollar amount
above which you want HUD to consult
with you before you will agree to pay
the fee;

(5) Indicate the fee category that you
believe applies to you (see §15.110);

(6) If you are making a request on be-
half of another person for information
about that person, include a document
signed by that person authorizing you
to request the information on his or
her behalf; and

(7) If you are requesting expedited
processing, your request should set out
the facts you believe show that there is
a compelling need (see §15.104(d)) to ex-
pedite processing of your request.

§15.104 What are the time periods for
HUD to respond to my request for
records?

(a) What time limits generally apply? If
you have met the fee requirements of
§15.110, HUD, in general, will respond
within 20 working days after the cor-
rect office receives your request. If you
have sent your request to the wrong of-
fice, that office will send it to the cor-
rect office within 10 working days and
will send you an acknowledgment let-
ter.

(b) What time limits apply to requests
made on behalf of another person? The
time limits described in paragraph (a)
of this section also apply to requests
you make on behalf of another person
for information about that person.
However, the time limits will not com-
mence to run until HUD’s receipt of
the document signed by that person au-

§15.105

thorizing you to request information
on his or her behalf. If you make your
request on behalf of another person
without including such signed author-
ization, HUD will inform you of the au-
thorization needed.

(c) What time limits apply in unusual
circumstances? If you have requested an
especially large number of records, the
records are not located in the office
handling the request, or HUD needs to
consult with another government of-
fice, HUD will notify you that extra
time is required and provide an esti-
mate of that time. If the extra time
needed is more than 10 working days
beyond the general time limit set out
in paragraph (a) of this section, HUD
will offer you any opportunity to limit
the scope of your request so that HUD
may process it within the extra 10
working day period.

(d) What time limits apply to my request
for expedited processing? If you re-
quested expedited processing, HUD will
notify you within 10 working days after
it receives your request whether it will
grant expediting processing.

§15.105 How will HUD process my re-
quest?

(a) Multitracking. (1) HUD places each
request in one of two tracks. HUD
places requests in its simple or com-
plex track based on the amount of
work and time involved in processing
the request. Factors HUD will consider
in assigning a request in the simple or
complex track will include whether the
request involves the processing of volu-
minous documents and/or whether the
request involves responsive documents
from three or more organizational
units. Within each track, HUD proc-
esses requests in the order in which
they are received.

(2) For requests that have been sent
to the wrong office, HUD will assign
the request within each track using the
earlier of either:

(i) The date on which the request was
referred to the appropriate office; or,

(ii) The end of the 10 working day pe-
riod in which the request should have
been referred to the appropriate office
under §15.104(a).

(b) Expedited processing. HUD may
take your request or appeal out of nor-
mal order if HUD determines that you
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