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microform audiovisual materials, or 
magnetic types or disks. To the extent 
practicable, GSA will provide a copy of 
the material in the form specified by 
the requester. 

(e) The term review means the proc-
ess of examining documents located in 
response to a request to determine if 
any portion of that document is per-
mitted to be withheld and processing 
any documents for disclosure. See § 105– 
60.305–6. 

(f) The term commercial-use request 
means a request from or on behalf of 
one who seeks information for a use or 
purpose that furthers the commercial, 
trade, or profit interests of the re-
quester or person on whose behalf the 
request is made. GSA will determine 
whether a requester properly belongs 
in this category by determining how 
the requester will use the documents. 

(g) The term educational institution 
means a preschool, a public or private 
elementary or secondary school, an in-
stitution of graduate higher education, 
an institution of undergraduate higher 
education, an institution of profes-
sional education, or an institution of 
vocational education which operates a 
program or programs of scholarly re-
search. 

(h) The term noncommercial scientific 
institution means an institution that is 
not operated on a ‘‘commercial’’ basis 
as that term is used in paragraph (f) of 
this section and which is operated sole-
ly for the purpose of conducting sci-
entific research the results of which 
are not intended to promote any par-
ticular product or industry. 

(i) The term representative of the news 
media means any person actively gath-
ering news for an entity that is orga-
nized and operated to publish or broad-
cast news to the public. The term news 
means information that is about cur-
rent events or that would be of current 
interest to the public. Examples of 
news media include television or radio 
stations broadcasting to the public at 
large, and publishers of periodicals (but 
only in those instances when they can 
qualify as disseminators of ‘‘news’’) who 
make their products available for pur-
chase or subscription by the general 
public. ‘‘Freelance’’ journalists will be 
regarded as working for a news organi-
zation if they can demonstrate a solid 

basis for expecting publication through 
that organization even though they are 
not actually employed by it. 

§ 105–60.305–2 Scope of this subpart. 
This subpart sets forth policies and 

procedures to be followed in the assess-
ment and collection of fees from a re-
quester for the search, review, and re-
production of GSA records. 

§ 105–60.305–3 GSA records available 
without charge. 

GSA records available to the public 
are displayed in the Business Service 
Center for each GSA region. The ad-
dress and phone number of the Busi-
ness Service Centers are listed in § 105– 
60.303. Certain material related to bids 
(excluding construction plans and spec-
ifications) and any material displayed 
are available without charge upon re-
quest. 

§ 105–60.305–4 GSA records available 
at a fee. 

(a) GSA will make a record not sub-
ject to exemption available at a time 
and place mutually agreed upon by 
GSA and the requester at fees shown in 
§ 105–60.305–10. Waivers of these fees are 
available under the conditions de-
scribed in § 105–60.305–13. GSA will 
agree to: 

(1) Show the originals to the re-
quester; 

(2) Make one copy available at a fee; 
or 

(3) A combination of these alter-
natives. 

(b) GSA will make copies of volumi-
nous records as quickly as possible. 
GSA may, in its discretion, make a 
reasonable number of additional copies 
for a fee when commercial reproduc-
tion services are not available to the 
requester. 

§ 105–60.305–5 Searches. 
(a) GSA may charge for the time 

spent in the following activities in de-
termining ‘‘search time’’ subject to ap-
plicable fees as provided in § 105–60.305– 
10: 

(1) Time spent in trying to locate 
GSA records which come within the 
scope of the request; 

(2) Time spent in either transporting 
a necessary agency searcher to a place 
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of record storage, or in transporting 
records to the locations of a necessary 
agency searcher; and 

(3) Direct costs of the use of com-
puter time to locate and extract re-
quested records. 

(b) GSA will not charge for the time 
spent in monitoring a requester’s in-
spection of disclosed agency records. 

(c) GSA may assess fees for search 
time even if the search proves unsuc-
cessful or if the records located are ex-
empt from disclosure. 

§ 105–60.305–6 Reviews. 

(a) GSA will charge only commercial- 
use requesters for review time. 

(b) GSA will charge for the time 
spent in the following activities in de-
termining ‘‘review time’’ subject to ap-
plicable fees as provided in § 105–60.305– 
10: 

(1) Time spent in examining a re-
quested record to determine whether 
any or all of the record is exempt from 
disclosure, including time spent con-
sulting with submitters of requested 
information; and 

(2) Time spent in deleting exempt 
matter being withheld from records 
otherwise made available. 

(c) GSA will not charge for: 
(1) Time spent in resolving issues of 

law or policy regarding the application 
of exemptions; or 

(2) Review at the administrative ap-
peal level of an exemption already ap-
plied. However, records or portions of 
records withheld in full under an ex-
emption which is subsequently deter-
mined not to apply may be reviewed 
again to determine the applicability of 
other exemptions not previously con-
sidered. GSA will charge for such sub-
sequent review. 

§ 105–60.305–7 Assurance of payment. 

If fees for search, review, and repro-
duction will exceed $25 but will be less 
than $250, the requester must provide 
written assurance of payment before 
GSA will process the request. If this as-
surance is not included in the initial 
request, GSA will notify the requester 
that assurance of payment is required 
before the request is processed. GSA 
will offer requesters an opportunity to 
modify the request to reduce the fee. 

§ 105–60.305–8 Prepayment of fees. 
(a) Fees over $250. GSA will require 

prepayment of fees for search, review, 
and reproduction which are likely to 
exceed $250. When the anticipated total 
fee exceeds $250, the requester will re-
ceive notice to prepay and at the same 
time will be given an opportunity to 
modify his or her request to reduce the 
fee. When fees will exceed $250, GSA 
will notify the requester that it will 
not start processing a request until 
payment is received. 

(b) Delinquent payments. As noted in 
§ 105–6.305–12(d), requesters who are de-
linquent in paying for previous re-
quests will be required to repay the old 
debt and to prepay for any subsequent 
request. GSA will inform the requester 
that it will process no additional re-
quests until all fees are paid. 

§ 105–60.305–9 Form of payment. 
Requesters should pay fees by check 

or money order made out to the Gen-
eral Services Administration and ad-
dressed to the official named by GSA in 
its correspondence. Payment may also 
be made by means of Mastercard or 
Visa. For information concerning pay-
ment by credit cards, call 816–926–7551. 

§ 105–60.305–10 Fee schedule. 
(a) When GSA is aware that docu-

ments responsive to a request are 
maintained for distribution by an agen-
cy operating a statutory fee based pro-
gram, GSA will inform the requester of 
the procedures for obtaining records 
from those sources. 

(b) GSA will consider only the fol-
lowing costs in fees charged to request-
ers of GSA records: 

(1) Review and search fees. 

Manual searches by clerical staff: $13 per 
hour or fraction of an hour. 

Manual searches and reviews by profes-
sional staff in cases in which clerical staff 
would be unable to locate the requested 
records: $29 per hour or fraction of an hour. 

Computer searches: Direct cost to GSA. 
Transportation or special handling of 

records: Direct cost to GSA. 

(2) Reproduction fees. 

Pages no larger than 81⁄2 by 14 inches, when 
reproduced by routine electrostatic copying: 
10¢ per page. 

Pages over 81⁄2 by 14 inches: Direct cost of 
reproduction to GSA. 
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