§806.26

anything that is not a tangible or doc-
umentary record such as an individ-
ual’s memory or oral communication;
and personal records of an individual
not subject to agency creation or re-
tention requirements, created and
maintained primarily for the conven-
ience of an agency employee and not
distributed to other agency employees
for their official use. This category
does not include ‘‘no record’ responses.

(e) Other. The *“Other (Specify)”
block must contain the reason with the
total number for the reason. For exam-
ple: “FOIA request had no return ad-
dress-4.”

(f) 5 U.S.C. 552(b)(3) statutes invoked
on initial determinations. A cor-
responding statute is required for each
instance entered in the Exemption 3
block. List the statute by number, not
title. For any statute on the report
that is not on DoD’s list of commonly
used 5 U.S.C. 552(b)(3) statutes, attach
a copy of the pertinent page of the
statute that states information must
be withheld from public disclosure. HQ
AFCIC/ITC makes the DoD list avail-
able to FOIA managers electronically.
Statutes on the DoD list with an aster-
isk indicate they are valid 5 U.S.C.
552(b)(3) statutes from litigation. Do
not enter any of the following as 5
U.S.C. 552(b)(3) statutes:

5 U.S.C. 552

5 U.S.C. 552a
28 U.S.C. 1498
17 U.S.C. 101
18 U.S.C. 1905.

(g) Appeal determinations. Enter the
total number of FOIA appeals received
and total number of FOIA appeals com-
pleted during the fiscal year.

(h) Average. Air Force will use the
“median age’ and will not collect or
report averages.

(i) Number of initial requests re-
ceived during the fiscal year. This
number includes open and closed cases.

(J) Total number of initial requests.
“Processed’ includes responses which
give an estimated cost for providing
the records, even if the requester has
not paid.

(k) Total program cost. This figure
includes all costs from the DD Forms
2086 and 2086-1, as well as personnel
costs for individuals primarily involved
in administering the FOIA program. To
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figure personnel costs, multiply the an-
nual salary of each person by the per-
centage of time spent on FOIA.

() MAJCOMs and bases do not in-
clude the 25 percent. HQ AFCIC/ITC
will add to the final Air Force report to
DoD.

(m) Authentication. MAJCOM SCs
will sign as approving official (or two-
letter functional equivalent for FOIA
offices in other functional areas).

§806.26 Addressing FOIA requests.

(a) FOIA requests concerning Air Na-
tional Guard Inspector General records
should be sent to 11 CS/SCSR (FOIA),
1000 Air Force Pentagon, Washington,
DC 20330-1000.

(b) Addressing Air Force Freedom of
Information Act requests. The Depart-
ment of the Air Force, a component of
the DoD, includes the Office of the Sec-
retary of the Air Force, the Chief of
Staff of the Air Force (who is sup-
ported by Headquarters Air Force or
“Air Staff’’ elements), the MAJCOMs,
the FOAs, and DRUs. This section lists
the FOIA office addresses. A selected
subordinate unit is also included in
this section. Realignment of Air Force
elements is frequent; addresses listed
below are subject to change.

(c) The Department of the Air Force
does not have a central repository for
Air Force records. FOIA requests are
addressed to the Air Force element
that has custody of the record desired.
In answering inquiries regarding FOIA
requests, Air Force personnel will as-
sist requesters in determining the cor-
rect Air Force element to address their
requests. If there is uncertainty as to
the ownership of the record desired,
refer the requester to the Air Force
element that is most likely to have the
record. Two organizations that include
Air Force elements, and hold some Air
Force-related records, are also included
in the addresses listed below.

(d) MAJCOMs:

(1) Air Combat Command (ACC): HQ
ACC/SCTC, 230 East Flight Line Road,
Langley AFB VA 23665-2781.

(2) Air Education and Training Com-
mand (AETC): HQ AETC/SCTS, 61 Main
Circle Suite 2, Randolph AFB TX 78150-
4545,
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(3) Air Force Materiel Command
(AFMC): HQ AFMC/SCDP, 4225 Logis-
tics Avenue, Suite 6, Wright-Patterson
AFB, OH 45433-5745.

(4) Air Force Reserve Command
(AFRC): HQ AFRC/sCsM, 155 2nd
Street, Robins AFB, GA 31098-1635.

(5) Air Force Special Operations
Command (AFSOC): HQ AFSOC/SCMN,
100 Bartley Street, Suite 201, Hurlburt
Field, FL 32544-5273.

(6) Air Force Space Command
(AFSPC): HQ AFSPC/SCMA, 150 Van-
denberg Street, Suite 1105, Peterson
AFB, CO 80914-4400.

(7) Air Mobility Command (AMC): HQ
AMC/SCYNR, 203 West Losey Street,
Room 3180, Scott AFB, IL 62225-5223.

(8) Pacific Air Forces (PACAF): HQ
PACAF/SCT, 25 E Street, Suite C220,
Hickam AFB, HI 96853-5409.

(9) United States Air Forces in Eu-
rope (USAFE): HQ USAFE/SCMI, Unit
3050, Box 125, APO AE 09094-0125.

(e) FOAs:

(1) Air Force Audit Agency (AFAA):
HQ AFAA/IMP, 1126 Air Force Pen-
tagon, Washington, DC 20330-1126.

(2) Air Force Base Conversion Agency
(AFBCA): AFBCA/ESA, 1700 North
Moore Street, Suite 2300, Arlington,
VA 22209-2802.

(3) Air Force Center for Environ-
mental Excellence (AFCEE): HQ
AFCEE/MSI, 3207 North Road, Brooks
AFB, TX 78235-5363.

(4) Air Force Civil Engineering Sup-
port Agency (AFCESA): HQ AFCESA/
IMD, 139 Barnes Drive Suite 1, Tyndall
AFB, FL 32403-5319.

(5) Air Force Historical Research
Agency (AFHRA): AFHRA/RSA, 600
Chennault Circle, Maxwell AFB, AL
36112-6424.

(6) Air Force Inspection Agency

(AFI1A): (Shared FOIA office/function,
AFIA and Air Force Safety Agency)
AFSA/JAR, 9700 Avenue G SE, Suite
236B, Kirtland AFB, NM 87117-5670.

(7) Air Force Medical Support Agency
(AFMSA): AFMSAJ/CCEA, 2510 Kennedy

Circle, Suite 208, Brooks AFB, TX
78235-5121.
®) Air Force News  Agency

(AFNEWS): HQ AFNEWS/SCB, 203 Nor-
ton Street, Kelly AFB, TX 78241-6105.

(9) Air Force Office of Special Inves-
tigations (AFOSI): HQ AFOSI/SCR, P.
O. Box 2218, Waldorf, MD 20604-2218.
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(10) Air Force Personnel Center
(AFPC): HQ AFPC/MSIMD, 550 C Street
West, Suite 48, Randolph AFB, TX
78150-4750.

(11) Air Force Center for Quality and
Innovation (AFCQMI): AFCQMI/CSP,
550 E Street East, Randolph AFB, TX
78150-4451.

(12) Air Force Safety Agency (AFSA):
(Shared FOIA office/function, AFIA,
and AFSA) AFSA/JARF, 9700 Avenue G
SE, Suite 236B, Kirtland AFB, NM
87117-5670.

(13) Air Force Security Forces Center
(AFSFC): AFSFC/CCQ 1720 Patrick
Street, Lackland AFB, TX 78236-5226.

(14) Air Force Services Agency
(AFSVA): AFSVA/SVSR, 9504 1H-35
North, Suite 250, San Antonio, TX
78233-6635.

(15) Air Force Technical Applications
Center (AFTAC): AFTAC/LSCS, 1030
South Highway, Suite AlA, Patrick
AFB, FL 32925-6001.

(16) Air Intelligence Agency (AlA):
AIA/DOOI, 102 Hall Boulevard, Suite
229, San Antonio, TX 78243-7029.

(17) Air Reserve Personnel Center
(ARPC): ARPC/SCS, 6760 East
Irvington Place, #6600, Denver, CO
80280-6600.

(18) AiIr Force Weather Agency
(AFWA): HQ AFWA/SCI, 106 Peace-

keeper Drive Suite 2N3, Offutt AFB,
NE 68113-4039.

(19) Air Force History Support Office
(AFHSO): AFHSO, 500 Duncan Avenue
Box 94, Bolling AFB, DC 20332-1111.

(f) DRUs:

(1) Air Force Operational Test and
Evaluation Center (AFOTEC):
AFOTEC/SCM, 8500 Gibson Boulevard
SE, Kirtland AFB, NM 87117-5558.

(2) 11th Wing: 11 CS/SCSR (FOIA),
1000 Air Force Pentagon, Washington,
DC 20330-1000 (if a person is unsure
where to send a FOIA request for Air
Force records, or is seeking records
from the Office of the Secretary of the
Air Force, or other Headquarters Air
Force records, use this address).

(3) United States Air Force Academy
(USAFA): 10 CS/sCBD, 2304 Cadet
Drive, Suite 232, USAFA, CO 80840-5060.

(g) Selected subordinate units: Air
Force Communications Agency
(AFCA): HQ AFCA/CCQI, 203 West
Losey Street, Room 1022, Scott AFB,
1L 62225-5203.
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(h) Organizations which include air
force elements:

(1) Army and Air Force Exchange
Service (AAFES): HQ AAFES/GC-E,
P.0O. Box 660202, Dallas, TX 75266-0202.

(2) National Guard Bureau (NGB)/Air
National Guard: NGB-AD, 2500 Army
Pentagon, Washington, DC 20310-2500.
(FOIA requests concerning Air Na-
tional Guard IG records should be sent
to 11 CS/SCSR (FOIlA), 1000 Air Force
Pentagon, Washington, DC 20330-1000)

§806.27 Samples of Air Force FOIA
processing documents.

(a) This section includes suggested
language in paragraph format that
tracks Air Force and DoD FOIA guid-
ance. The rest of the body of letters
and memorandums should comply with
Air Force administrative guidance.
Each MAJCOM may elect to prepare
their own verbiage to meet their spe-
cific needs, so long as FOIA processing
actions are consistent with guidance in
DoD 5400.7-R and this part. In this sec-
tion, language in parentheses is for ex-
planatory purposes only. Do not in-
clude any of the parenthetical lan-
guage of this section in your FOIA cor-
respondence. When optional language
must be selected, the optional language
will be presented within parentheses.
Use only the portions that apply to the
specific request or response.

(b) Initial receipt of Freedom of In-
formation Act request.

We received your Freedom of Information
Act (FOIA) request dated ## Month year, for
(summarize the request) on ## Month year
(date received). We will provide you our re-
lease determination by (enter date that is 20
workdays from date you received the re-
quest). (Based on our initial review, we be-
lieve we cannot process your request within
20 workdays.) (If “‘cannot” is used, add ap-
propriate explanation; examples follow.)
Please contact (name and commercial tele-
phone number) if you have any questions and
refer to case number ####H###H.

(c) Interim response:

Your request will be delayed because: all or
part of the responsive records are not located
at this installation; (and/or) Processing this
FOIA request will require us to collect and
review a substantial number of records (and/
or) Other Air Force activities or other agen-
cies (if applicable) to include the submitter
of the information, need to be involved in de-
ciding whether or not to release the respon-
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sive records. We expect to reply to your re-
quest not later than (give a date that is not
more than 30 workdays from the initial re-
ceipt of the request); (or) If processing the
FOIA request will take more than the al-
lowed time limits to respond). We find we are
unable to meet the time limits imposed by
the FOIA in this instance because (tell the
requester the reason for the delay) (example:
the records are classified and must be re-
viewed for possible declassification by other
activities or agencies). We anticipate com-
pleting your request by (date).

(When charging fees is appropriate.) The
FOIA provides for the collection of fees
based on the costs of processing a FOIA re-
quest and your fee category. Based on the in-
formation in your request, we have deter-
mined your fee category is (commercial/edu-
cational or noncommercial scientific institu-
tion or news media/all others). As a result,
you (if commercial category) are required to
pay all document search, review and duplica-
tion costs over $15.00. (or) As a result, you (if
educational or noncommercial scientific in-
stitution or news media) will be provided the
first 100 pages free of charge; you are re-
quired to pay any duplication costs over and
above those amounts. (or) As a result, you
will be provided the first 2 hours of search
time and the first 100 pages free of charge;
you are required to pay any search and du-
plication costs over and above those
amounts.

(d) Request for a more specific de-
scription:

Your request does not sufficiently describe
the desired records. The FOIA applies to ex-
isting Air Force records; without more spe-
cific information from you, we cannot iden-
tify what documents might be responsive to
your request. Please give us whatever addi-
tional details you may have on the Air Force
records you want. Can you tell us when the
records were created, and what Air Force
element may have created the records? If
this request involves an Air Force contract,
do you know the contract number and dates
it covered? Our address is (include name and
complete mailing address), our fax number is
(give fax number), our e-mail address is (op-
tional—give complete e-mail address). Based
on the original request you sent us, we are
unable to respond.

(e) Single letter acknowledging re-
ceipt of request and giving final re-
sponse. (If you can complete a FOIA re-
quest within the statutory 20-workday
processing period, Air Force elements
may elect to send a single letter to the
requester, along with responsive
records which are released to the re-
quester in full).



