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§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
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(§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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that a request does not reasonably de-
scribe the records sought, LSC will in-
form the requester what additional in-
formation is needed or why the request
is otherwise insufficient. Requesters
who are attempting to reformulate or
modify their request may discuss their
request with LSC’s or OIG’s FOIA Ana-
lyst or FOIA Public Liaison. If a re-
quest does not reasonably describe the
records sought, LLSC’s response to the
request may be delayed.

(d) To facilitate the location of
records by LSC, a requester should try
to provide the following kinds of infor-
mation, if known:

(1) The specific event or action to
which the record refers;

(2) The unit or program of LLSC that
may be responsible for or may have
produced the record;

(3) The date of the record or the date
or period to which it refers or relates;

(4) The type of record, such as an ap-
plication, a grant, a contract, or a re-
port;

(5) Personnel of LLSC who may have
prepared or have knowledge of the
record;

(6) Citations to newspapers or publi-
cations which have referred to the
record.

(e) Requests may specify the pre-
ferred form or format (including elec-
tronic formats) for the records sought.
LSC will provide records in the form or
format indicated by the requester to
the extent such records are readily re-
producible in the requested form or for-
mat. LSC reserves the right to limit
the number of copies of any document
that will be provided to any one re-
quester or to require that special ar-
rangements for duplication be made in
the case of bound volumes or other
records representing unusual problems
of handling or reproduction.

(f) Requesters must provide contact
information, such as their phone num-
ber, email address, and/or mailing ad-
dress, to assist LSC in communicating
with them and providing released
records.

(g) LSC is not required to create a
record or to perform research to satisfy
a request.

(h) Any request for a waiver or reduc-
tion of fees should be included in the
FOIA request, and any such request

§1602.9

should indicate the grounds for a waiv-
er or reduction of fees, as set out in
§1602.14(g).

§1602.9 Timing and responses to re-
quests for records.

(a)(1) Upon receiving a request for
LSC or Inspector General records under
§1602.8, the Chief FOIA Officer, Office
of Inspector General Legal Counsel or
their designees shall make an initial
determination of whether to comply
with or deny such request. The Chief
FOIA Officer, Office of Inspector Gen-
eral Legal Counsel or their designees
will send the determination to the re-
quester within 20 business days after
receipt of the request and will notify
the requester of their right to seek as-
sistance from an LSC FOIA Public Li-
aison.

(2) The 20-day period under paragraph
(a)(1) of this section shall commence on
the date on which the request is first
received by the appropriate Office, but
in no event later than 10 working days
after the request has been received by
either the Office of Legal Affairs or the
Office of Inspector General. The 20-day
period shall not be tolled by the Office
processing the request except that the
processing Office may make one re-
quest to the requester for information
pursuant to paragraph (b) of this sec-
tion and toll the 20-day period while

(i) It is awaiting such information
that it has reasonably requested from
the requester under this section; or

(ii) It communicates with the re-
quester to clarify issues regarding fee
assessment.

In either case, the processing Office’s
receipt of the requester’s response to
such a request for information or clari-
fication ends the tolling period.

(b) Consultation. When records origi-
nated with the Office processing the re-
quest, but contain within them infor-
mation of interest to another Office or
Federal agency, the Office processing
the request should typically consult
with that other entity prior to making
a release determination.

(c) Referral. (1) If the processing Of-
fice determines that the other Office or
Federal agency is best able to deter-
mine whether to disclose the record,
the processing Office will typically
refer the responsibility for responding
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