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identification, the requester should
place the phrase ‘“‘FOIA Request’” on
the front of the envelope or on the
cover sheet or other transmittal docu-
ment used when submitting the request
in person or by mail, email, facsimile,
or electronic request form;

(2) Include, whenever possible, de-
tailed and specific information about
each record sought, such as the date,
title or name, author, recipient, and
subject matter of the record. The more
specific the FOIA request for records,
the more likely HUD officials will be
able to locate the records requested.
Requests for categories of information
should be for specific and well-defined
categories. Insufficient descriptions
may lead HUD officials to contact the
requester to seek additional informa-
tion for their record search;

(3) Indicate the form or format in
which the requester would like the
record made available, if the requester
has a preference;

(4) Specify the fee amount the re-
quester is willing to pay. In general,
HUD provides records at no cost up to
$25. Requesters are required to agree to
pay for any costs that exceed $25. Re-
questers may also request a dollar
amount above which HUD should con-
sult with them before they agree to
pay the fee. If a requester seeks a fee
waiver or reduction, the requester
should include this request with the
FOIA disclosure request and should de-
scribe, consistent with §15.106(k), how
the disclosure of the requested infor-
mation is likely to contribute signifi-
cantly to public understanding of the
operations or activities of the govern-
ment and is not primarily in the com-
mercial interest of the requester;

(5) Indicate the fee category that the
requester believes applies to each of his
or her requests (fee categories are de-
fined in §15.106(b));

(6) Include verification information
of the requester’s identity, if the re-
quester requests agency records per-
taining to the requester, a minor, or an
individual who is legally incompetent.
Information about what constitutes ac-
ceptable verification information can
be found in HUD’s Privacy Act regula-
tions in 24 CFR part 16;

(7) Contain signed authorization from
the other person, if the requester
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makes a request on another person’s
behalf for information about that per-
son. If necessary, HUD will inform the
requester of the authorization needed
from the other person and give the re-
quester an opportunity to provide such
authorization. Requests for informa-
tion about another person should be ac-
companied by either written, notarized
authorization or proof that the indi-
vidual is deceased (for example, a copy
of a death certificate or an obituary),
or the request will be deemed insuffi-
cient; and

(8) Contain a detailed explanation of
the basis for the request, if the re-
quester makes a request for expedited
processing as provided by §15.104(c).
The requester should also include a
statement certifying the truth of the
circumstances alleged or other evi-
dence, acceptable to HUD, of the re-
quester’s compelling need.

§15.103 Timing of responses to re-
quests.

(a) In general. HUD will generally
make a determination whether to com-
ply with a FOIA request within 20
working days, depending on the size of
the request. The 20-day period will
begin on the day the request is received
by the appropriate component of HUD,
but in any event not later than 10
working days after the request is re-
ceived by any component of HUD des-
ignated to receive FOIA requests.

(b) Tolling the 20-day time period.
Under the OPEN Government Act of
2007, HUD may toll the 20-day period:

(1) One time to make a reasonable re-
quest for additional information from
the requester; or

(2) As many times as necessary to
clarify issues regarding fee assessment
with the requester. The agency’s re-
ceipt of the requester’s response to the
agency’s request for information or
resolution of all fee assessment issues
ends the tolling period.

(c) Extension of time periods for proc-
essing a request. In unusual cir-
cumstances, as defined in this para-
graph, HUD may extend the time pe-
riod for processing a FOIA request. In
such circumstances, HUD will provide
the requester with written notice set-
ting forth the unusual circumstances
for the extension and the date on which
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a determination is expected to be dis-
patched. If processing a request would
require more than 10 working days be-
yond the general time limit established
in paragraph (a) of this section, HUD
will offer the requester an opportunity
to limit the scope of the request so
that HUD may process it within the
extra 10-day working period or arrange
an alternative time period within
which the FOIA request will be proc-
essed. To aid the requester, HUD shall
make available its FOIA Public Liai-
son, who shall assist in the resolution
of any disputes between the requester
and HUD, and notify the requester of
the right of the requester to seek dis-
pute resolution services from the Office
of Government Information Services.
For purposes of this section, unusual
circumstances include:

(1) The need to search for and collect
records not located in the office proc-
essing the request;

(2) The need to search for, collect,
and appropriately examine a volumi-
nous amount of separate and distinct
records; or

(3) The need to consult with another
agency or two or more HUD compo-
nents having a substantial interest in
the determination of the FOIA request.

(d) Aggregating multiple requests. (1)
HUD may aggregate multiple requests
in cases where unusual circumstances
exist and HUD determines that:

(i) Certain requests from the same re-
quester or from a group of requesters
acting in concert actually constitute a
single request; and

(ii) The requests involve clearly re-
lated matters.

(2) Aggregation of requests for this
purpose will be conducted independent
of aggregation of requests for fee pur-
poses under §15.106(h).

[80 FR 49145, Aug. 17, 2015, as amended at 82
FR 3622, Jan. 12, 2017]

§15.104 Procedures
FOIA requests.

(a) In general. HUD will ordinarily re-
spond to FOIA requests according to
their order of receipt.

(b) Tracking number. FOIA requests
will be logged in the order that they
are received and be assigned a tracking
number. A requester should use the
tracking number to identify his or her

for processing
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request when contacting the FOIA of-
fice for any reason.

(c) Expedited processing. (1) Requests
and appeals will be taken out of order
and given expedited treatment when-
ever it is determined that they involve:

(i) Circumstances in which the lack
of expedited treatment could reason-
ably be expected to pose an imminent
threat to the life or physical safety of
an individual;

(ii) An urgency to inform the public
about an actual or alleged Federal Gov-
ernment activity, if made by a person
primarily engaged in disseminating in-
formation; or

(iii) The loss of substantial due proc-
ess rights.

(2) A request for expedited processing
may be made at the time of the initial
request for records or at any later
time. For a prompt determination, a
request for expedited processing should
be received by the proper office des-
ignated to receive FOIA requests as
provided in §15.102.

(3) A requester who seeks expedited
processing should submit a statement,
certified to be true and correct to the
best of that person’s knowledge and be-
lief, explaining in detail the basis for
requesting expedited processing. For
example, a requester who makes a re-
quest under paragraph (c)(1)(ii) of this
section, if not a full-time member of
the news media, should establish that
he or she is a person primarily engaged
in disseminating information, though
it need not be his or her sole occupa-
tion. A requester making a request
under paragraph (c)(1)(ii) of this sec-
tion also should establish a particular
urgency to inform the public about the
government activity involved in the re-
quest, beyond the public’s right to
know about government activity gen-
erally. The formality of certification
may be waived as a matter of adminis-
trative discretion.

(4) HUD will make a determination
within 10 calendar days of receipt by
the appropriate component of HUD, as
provided in §15.103, whether to grant or
deny a request for expedited processing
and notify the requester of HUD’s de-
termination. FOIA requests accepted
for expedited processing will be proc-
essed as soon as practicable and on a
priority basis.
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