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public. Examples of news media enti-
ties are television or radio stations
broadcasting to the public at large and
publishers of periodicals (but only if
such entities qualify as disseminators
of “news’) who make their products
available for purchase or subscription
or by free distribution to the general
public. These examples are not all-in-
clusive. Moreover, as methods of news
delivery evolve (for example, the adop-
tion of the electronic dissemination of
newspapers through telecommuni-
cations services), such alternative
media shall be considered to be news
media entities. A freelance journalist
shall be regarded as working for a news
media entity if the journalist can dem-
onstrate a solid basis for expecting
publication through that entity,
whether or not the journalist is actu-
ally employed by the entity. A publica-
tion contract would present a solid
basis for such an expectation. LSC may
also consider the past publication
record of the requester in making such
a determination.

(1) Review means the process of exam-
ining documents located in response to
a request to determine whether any
portion of any such document is ex-
empt from disclosure. It also includes
processing any such documents for dis-
closure. Review does not include time
spent resolving general legal or policy
issues regarding the application of ex-
emptions.

(m) Rule means the whole or a part of
an LSC statement of general or par-
ticular applicability and future effect
designed to implement, interpret, or
prescribe law or policy or describing
the organization, procedure, or prac-
tice requirements of LLSC.

(n) Search means the process of look-
ing for and retrieving records that are
responsive to a request for records. It
includes page-by-page or line-by-line
identification of material within docu-
ments and also includes reasonable ef-
forts to locate and retrieve information
from records maintained in electronic
form or format. Searches may be con-
ducted manually or by automated
means and will be conducted in the
most efficient and least expensive man-
ner.

(0) Submitter means any person or ap-
plicant for funds who provides con-
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fidential commercial information to
LSC.

§1602.3 Policy.

LSC will make records concerning its
operations, activities, and business
available to the public to the max-
imum extent reasonably possible. LSC
will withhold records from the public
only in accordance with the FOIA and
this part. LSC will disclose records
otherwise exempt from disclosure
under the FOIA when LSC does not
reasonably foresee that disclosure
would harm an interest protected by an
exemption and disclosure is not prohib-
ited by law or protected under Exemp-
tion 3.

§1602.4 Records published in the Fed-
eral Register.

LSC routinely publishes in the FED-
ERAL REGISTER information on its basic
structure and operations necessary to
inform the public how to deal effec-
tively with LSC. LSC will make rea-
sonable efforts to currently update
such information, which will include
basic information on LSC’s location,
functions, rules of procedure, sub-
stantive rules, statements of general
policy, and information regarding how
the public may obtain information,
make submittals or requests, or obtain
decisions.

§1602.5 Public reading room.

(a) LSC will maintain a public read-
ing room at its offices at 3333 K St.
NW., Washington, DC 20007. This room
will be supervised and will be open to
the public during LSC’s regular busi-
ness hours. Procedures for use of the
public reading room are described in
§1602.6. LSC also maintains an elec-
tronic public reading room that may be
accessed at http:/www.lsc.gov/about-lsc/
foia/foia-electronic-public-reading-room.

(b) Subject to the limitation stated
in paragraph (c) of this section, LSC
will make available for public inspec-
tion in its electronic public reading
room the records described in 5 U.S.C.
562(a)(2).

(c) Records required by FOIA to be
available in the public reading room
may be exempt from mandatory disclo-
sure pursuant to 5 U.S.C. 552(b). LSC
will not make such records available in

393



§1602.6

the public reading room. LLSC may edit
other records maintained in the read-
ing room by redacting details about in-
dividuals to prevent clearly unwar-
ranted invasions of personal privacy. In
such cases, LLSC will attach a full ex-
planation of the redactions to the
record. LSC will indicate the extent of
the redactions unless doing so would
harm an interest protected by the ex-
emption under which the redactions
are made. If technically feasible, LSC
will indicate the extent of the
redactions at the place in the record
where the redactions were made.

§1602.6 Procedures for use of public
reading room.

(a) A person who wishes to inspect or
copy records in the public reading
room should arrange a time in advance,
by telephone or letter request made to
the Office of Legal Affairs, Legal Serv-
ices Corporation, 3333 K Street NW.,
Washington, DC 20007 or by email to
FOIA@lsc.gov.

(1) In appropriate circumstances,
LSC will advise persons making tele-
phonic requests to use the public read-
ing room that a written request would
aid in the identification and expedi-
tious processing of the records sought.

(2) Written requests should identify
the records sought in the manner pro-
vided in §1602.8(b) and should request a
specific date for inspecting the records.

(b) LSC will advise the requester as
promptly as possible if, for any reason,
it is not feasible to make the records
sought available on the date requested.

(c) A computer terminal and printer
are available upon request in the public
reading room for accessing Electronic
Reading Room records.

§1602.7 Index of records.

LSC will maintain and make avail-
able for public inspection in an elec-
tronic format a current index identi-
fying any matter within the scope of
§1602.4 and §1602.5(b).

§1602.8 Requests for records.

(a) LSC will make its records
promptly available, upon request, to
any person in accordance with this sec-
tion, unless:

(1) the FOIA requires the records to
be published in the FEDERAL REGISTER

45 CFR Ch. XVI (10-1-23 Edition)

(§1602.4) or to be made available in the
public reading room (§1602.5); or

(2) LLSC determines that such records
should be withheld and are exempt
from mandatory disclosure under the
FOIA and §1602.10.

(b)(1) Requests for LSC records. All re-
quests for LISC records must be clearly
marked Freedom of Information Act
Request and shall be addressed to the
FOIA Analyst, Office of Legal Affairs,
Legal Services Corporation, 3333 K
Street NW., Washington, DC 20007.
Email requests shall be sent to
FOIA@lsc.gov. Requests for LSC
Records may also be made online using
the FOIA Request Electronic Submis-
sion Form located at http:/www.lsc.gov/
about-lsc/foia.

(2) Requests for Office of Inspector Gen-
eral records. All requests for records
maintained by the OIG must be clearly
marked Freedom of Information Act
Request and shall be addressed to the
FOIA Officer, Office of Inspector Gen-
eral, Legal Services Corporation, 3333 K
Street NW., Washington, DC 20007.
Email requests shall be sent to
FOIA@oig.lsc.gov.

(3) Any request not marked and ad-
dressed as specified in this section will
be so marked by LiSC personnel as soon
as it is properly identified, and will be
forwarded immediately to the appro-
priate Office. A request improperly ad-
dressed will be deemed to have been re-
ceived as in accordance with §1602.9
only when it has been received by the
appropriate Office. Upon receipt of an
improperly addressed request, the Chief
FOIA Officer, Office of Inspector Gen-
eral Legal Counsel or their designees
shall notify the requester of the date
on which the time period began.

(c) A request must reasonably de-
scribe the records requested so that
employees of LSC who are familiar
with the subject area of the request are
able, with a reasonable amount of ef-
fort, to determine which particular
records are within the scope of the re-
quest. Before submitting their re-
quests, requesters may contact LSC’s
or OIG’s FOIA Analyst or FOIA Public
Liaison to discuss the records they
seek and to receive assistance in de-
scribing the records. If LSC determines
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