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§1206.303

whom unpaid fees remain owed to the
Agency for another information access
request.

[79 FR 46678, Aug. 11, 2014, as amended at
NASA-2019-0005, 84 FR 54775, Oct. 11, 2019]

§1206.303 Format of records disclosed.

(a) The FOIA office will provide the
records in the requested format if the
records can readily be reproduced from
the original file to that specific for-
mat.

(b) The FOIA office may charge di-
rect costs associated with converting
the records or files into the requested
format if they are not maintained in
that format. If the costs to convert the
records exceed the amount the re-
quester has agreed to pay, the FOIA of-
fice will notify the requester in writ-
ing. If the requester does not agree to
pay the additional fees for converting
the records, the records may not be
provided in the requested format.

§1206.304 Expedited processing.

A requester may ask for expedited
processing of a request. However, infor-
mation to substantiate the request
must be included in accordance with
§1206.400, Criteria for Expedited Proc-
essing; otherwise, the request for expe-
dited processing will be denied and
processed in the simple or complex
queue.

§1206.305 Responding to requests.

(a) Except in the instances described
in paragraphs (e) and (f) of this section,
the FOIA office that first receives a re-
quest for a record and maintains that
record is the FOIA office responsible
for responding to the request. The of-
fice shall acknowledge the request and
assign it an individualized tracking
number if it will take longer than ten
(10) working days to process. The
NASA office responding to the request
shall include in the acknowledgment a
brief description of the records sought
to allow requesters to more easily keep
track of their requests.

(b) In determining what records are
responsive to a request, a FOIA office
ordinarily will include only records in
its possession as of the date that it be-
gins its search. If any other date is
used, the FOIA office shall inform the
requester of that date.
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(c) A record that is excluded from the
requirements of the FOIA pursuant to 5
U.S.C. 552(c)(1)-(3), shall not be consid-
ered responsive to a request.

(d) The Head of a Center, or designee,
is authorized to grant or to deny any
requests for records that are main-
tained by that Center.

(e) The FOIA office may refer a re-
quest to or consult with another Cen-
ter FOIA office or Federal agency in
accordance with §1206.308, if the FOIA
office receives a request for records
that are in its possession that were not
created at that Center. If another Cen-
ter within NASA or another Federal
agency has substantial interest in or
created the records, the request will ei-
ther be referred or they will consult
with that FOIA office/agency.

(f) If a request for an Agency record
is received by a FOIA office not having
responsibility of the record (for exam-
ple, when a request is submitted to one
NASA Center or Headquarters and an-
other NASA Center has responsibility
of the record), the FOIA office receiv-
ing the request shall promptly forward
it to that FOIA office within 10 work-
ing days from the date of receipt. The
receiving FOIA office shall acknowl-
edge the request and provide the re-
quester with a tracking number.

[79 FR 46678, Aug. 11, 2014, as amended at
NASA-2019-0005, 84 FR 54775, Oct. 11, 2019]

§1206.306 Granting a request.

(a) Ordinarily, NASA shall have
twenty (20) working days from when a
request is received to determine wheth-
er to grant or deny the request unless
there are unusual or exceptional cir-
cumstances. The FOIA office will not
begin processing a request until all
issues regarding scope and fees have
been resolved. NASA will notify the re-
quester of the availability of the FOIA
Public Liaison to offer assistance in re-
solving these issues.

(b) If fees are not expected to exceed
the minimum threshold of $50.00, and
the scope of the request is in accord-
ance with §1206.301, the FOIA office
will begin processing the request.

(c) If the FOIA office contacts the re-
quester regarding fees or clarification
and the requester has provided a re-
sponse, the FOIA office will notify the
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