Public Information Handbook

Access Policy. GSA makes information available to the public through an extensive electronic home page and at other Internet sites listed in this handbook. All information listed in this handbook is also available at the main GSA Library, 1800 F Street, NW, Washington, DC 20405. 

General Policy

Access Policy. GSA makes information available to the public through an extensive electronic home page and at other Internet sites listed in this handbook. All information listed in this handbook is also available at the main GSA Library, 1800 F Street NW, Washington, DC  20405. Members of the public who do not have the means to access this information electronically, and who are not located in the Washington, DC area, may contact the Freedom of Information Act office in any of the regional offices listed in this handbook. These offices will make arrangements for members of the public to access the information at a computer located at the FOIA office.

Goal of This Handbook. In publishing this handbook GSA's goals are to tell people:

How and through whom to obtain the types of items that GSA publishes as a matter of course and distributes through paper and/or electronic media, Who the contact points are for the other subject matters on which GSA may compile and/or create information, and How to file a request under FOIA for other types of information, when and if that should become necessary. 

GSA FOIA offices will be open to the public during the business hours of the GSA office where they are located.

Reproduction Services and Fees. The GSA Central Office Library or the regional Freedom of Information Act offices can furnish reasonable copying services for available materials. Members of the public who duplicate material using equipment at regional FOIA offices will be charged $.10 per page.  Noncommercial requesters, educational and noncommercial scientific institutions and the news media are entitled to the first 100 pages (paper copies) of duplication at no cost.

Types and Categories of Frequently Requested Information

Generally Applicable Public Information: Substantive rules of general applicability adopted by GSA that this agency publishes in the Federal Register and that are available for sale to the public by the Superintendent of Documents at pre-established prices may be obtained from the Government Printing Office by calling (202) 501-1800. These documents include the General Services Administration Acquisition Regulation (48 CFR Ch. 5), the Federal Acquisition Regulation (48 CFR Ch. 1), the Federal Property Management Regulations (41 CFR Ch. 101), and the Federal Travel Regulation (41 CFR Ch. 301-304).  GSA also provides technical information, including manuals and handbooks, to other Federal entities; e.g., the National Technical Information Service, with separate statutory authority to make information available to the public at pre-established fees.  All of the information listed in this handbook is available electronically through GSA's World Wide Web Home Page, at http://www.gsa.gov. Electronic addresses of individual items of information or of categories of information are listed with the item or category. GSA Freedom of Information Act regulations and Annual Reports may be obtained by calling the GSA Freedom of Information Act officer at (202) 501-3415, by contacting any of the offices listed on pp. 15-17.

Requesting Access to Documents

GSA records are available to the greatest extent possible in keeping with the spirit and intent of the FOIA. The person making the request does not need to demonstrate an interest in the records or justify the request. Members of the public may obtain a copy of the GSA FOIA regulation by contacting any of the offices listed below.

Form and Format: GSA will disclose information in any existing GSA record, with the exceptions noted in the law, regardless of the form or format of the record. For example, records maintained in an electronic form, as part of a database, will be provided on request using existing programming. GSA will provide the record in the form or format requested if the record is readily reproducible by the agency in that form or format. GSA will make reasonable efforts to maintain its records in forms or formats that are reproducible. If the record requested is not complete at the time of the request, GSA may, at its discretion, inform the requester that the complete record will be provided when it is available, with no additional request required, if the record is not exempt from disclosure.

Creation of New Records: The FOIA does not require that GSA compile a record that does not already exist. For example, FOIA does not require GSA to collect and compile information from multiple sources to create a new record or develop a new computer program to extract requested records. GSA may compile records or perform minor reprogramming when doing so will not significantly interfere with the operation of the automated system in question. 

Applying Exemptions: GSA may deny a request for a GSA record if it falls within an exemption under the FOIA. GSA will not withhold a record unless it is classified or disclosure would violate a Federal statute, or unless there is a compelling reason to do so; i.e., disclosure will likely cause harm to a Governmental or private interest. In the absence of a compelling reason, GSA will disclose a record even if it otherwise is subject to exemption. GSA will cite the compelling reason(s) to requesters when any record is denied under FOIA, and will, if possible, show the location and extent of deletions.

Fees

$25 or less

Requester not charged

Educational and noncommercial scientific institutions and the news media

No search or review fees;

100 pages of reproduction without charge

Other noncommercial requesters

2 hours of search time without charge;

100 pages of reproduction without charge

Commercial-use requesters

Full direct cost of search, review, and reproduction

Fees over $250

Prepay

Requester delinquent in paying for a previous request

Prepay

Manual searches by clerical staff

$13 per hour or fraction of an hour

Manual searches and reviews by professional staff

$29 per hour or fraction of an hour

Computer searches

Direct cost to GSA 

Transportation or special handling

Direct cost to GSA

Pages 8 ½ by 14 inches or less, reproduced by routine electrostatic copying

$0.10 per page

Pages over 8 ½ by 14 inches, reproduced by routine electrostatic copying

Direct cost to GSA

Pages requiring reduction, enlargement, or other special services

Direct cost to GSA

Reproduction by other than routine electrostatic copying

Direct cost to GSA

Make checks or money orders to General Services Administration. MasterCard or Visa

Call (816) 926-7551 for instructions.

How to Request a Document

Make sure the address is correct.
If you want a copy of any GSA record, you must send a written request to the GSA office where the records are located. The addresses of GSA FOIA Offices are listed below. Your request may be by normal post, by fax, or, in Central Office, by email. Be sure to send your request to the right office. Although any GSA office will forward missent requests, the time limits for responding to requests (see below) begin only when the right office receives it. If you are not sure which office might have the records you want, call before you send your request.

Make sure your request is complete and clear.
Make sure you describe the records you want clearly and completely. Incomplete or unclear descriptions may mean that GSA will send you (and charge you for) more records than you need, or send you the wrong records. Also, if GSA must contact you to clarify your request, the time limits for responding to it start only after GSA receives this clarification. Call GSA if you need help clarifying your request.

Include assurance of payment.
If the records you are requesting are likely to cost more than $25 (see fee schedule, above), include in your letter assurance that you are willing to pay the required fees. If GSA must contact you to obtain assurance of payment, the time limits for responding to your request start only after GSA receives this assurance.

Appealing a Denial of a Request
If GSA denies your request for records, in whole or in part, or your request for a fee waiver, you may appeal that denial within GSA. If GSA responds that it does not have the records you request, you also may appeal the adequacy of GSA's search. If GSA denies your appeal, or fails to respond to your appeal within the statutory time frame, you may seek judicial review in the United States District Court in the district in which you live or have your place of business, or where the records are located, or in the United States District Court for the District of Columbia. To appeal a denial of records or a fee waiver, or the failure to locate records:

Send the appeal to the  GSA FOIA office in Washington, DC, at the address listed  on page 17, no later than 120 calendar days after you   receive GSA's denial of your request for records, or  for a fee waiver. 

Your appeal must be in  writing, and must include: 

A brief  statement of the reasons  that you think GSA should  release the records, find  the records, or grant the  waiver; 

A copy  of the initial request;  and 

A copy  of GSA's denial. 

Include the words  "Freedom of Information Act Appeal" on the face of the appeal letter and on the envelope. 

Time Limits
GSA will in all cases attempt to comply with the listed time limits for responding to requests under the FOIA. If unusual circumstances prevent GSA from meeting these time limits, GSA will notify the requester, and specify the additional time required, and/or allow the requester to modify the request.

Initial  requests

20  working days (i.e., excluding Saturdays, Sundays, and  legal holidays

Appeals


20  working days (i.e., excluding Saturdays, Sundays, and  legal holidays

Extensions

No  more than 10 additional working days (i.e., excluding  Saturdays, Sundays, and legal holidays.

