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whenever possible. For requests sub-
mitted through EPA’s FOIA submis-
sion website or as provided by an elec-
tronic government submission website 
established pursuant to 5 U.S.C. 552(m), 
requesters must include an email ad-
dress. For requests submitted through 
U.S. Mail, the requester must mark 
both the request letter and envelope 
‘‘Freedom of Information Act Re-
quest.’’ The requester should not pro-
vide social security numbers when 
making a request for information 
under the FOIA. Requesters submitting 
requests electronically must do so be-
fore 5:00 p.m. Eastern Time for the 
Agency to consider the request as re-
ceived on that date. 

(b) EPA provides access to all records 
that the FOIA requires an agency to 
make regularly available for public in-
spection and copying. Each office is re-
sponsible for determining which of the 
records it generates are required to be 
made publicly available and for pro-
viding access by the public to them. 
The Agency will also maintain and 
make available for public inspection 
and copying a current subject matter 
index of such records and provide a 
copy or a link to the respective website 
for Headquarters or the Regions. Each 
index will be updated regularly, at 
least quarterly, with respect to newly- 
included records. 

(c) All records created by EPA on or 
after November 1, 1996, which the FOIA 
requires an agency to make regularly 
available for public inspection and 
copying, will be made available elec-
tronically through EPA’s website, lo-
cated at http://www.epa.gov, or, upon re-
quest, through other electronic means. 
EPA will also include on its website 
the current subject matter index of all 
such records. 

§ 2.102 Procedures for making re-
quests. 

(a) General information. EPA will con-
sider a request received when the Agen-
cy receives a request by one of the 
methods identified in § 2.101(a). 

(b) EPA employees may attempt in 
good faith to comply with oral requests 
for inspection or disclosure of EPA 
records publicly available under 
§ 2.201(a) and (b), but such requests are 
not subject to the FOIA or this Part. 

(c) Description of records sought. A re-
quest should reasonably describe the 
records the requester seeks in a way 
that will permit EPA employees to 
identify and locate them. Whenever 
possible, a request should include spe-
cific information about each record 
sought, such as the date, title or name, 
author, recipient, and subject matter. 
If known, the requester should include 
any file designations or descriptions 
for the records that the requester 
wants. The more specific the requester 
is about the records or type of records 
that the requester wants, the more 
likely EPA will be able to identify and 
locate records responsive to the re-
quest. If EPA determines that the re-
quest does not reasonably describe the 
records, EPA will tell the requester ei-
ther what additional information the 
requester needs to provide or why the 
request is otherwise insufficient. EPA 
will also give the requester an oppor-
tunity to discuss and modify the re-
quest to meet the requirements of this 
Section. 

(d) Agreement to pay fees. If the re-
quester makes a FOIA request, EPA 
will consider the request to be an 
agreement that the requester will pay 
all applicable fees charged under 
§ 2.107, up to $25.00, unless the requester 
seeks a waiver of fees. The EPA office 
responsible for responding to the re-
quest ordinarily will confirm this 
agreement in writing. When making a 
request, the requester may specify a 
willingness to pay a greater or lesser 
amount. 

§ 2.103 Responsibility for responding 
to requests. 

(a) In general. Upon receipt of a FOIA 
request under § 2.101(a) of this Subpart, 
the National FOIA Office will assign 
the request to an appropriate office 
within the Agency for processing. To 
determine which records are within the 
scope of a request, an office will ordi-
narily include only those records in the 
Agency’s possession as of the date the 
request was received by one of the 
methods described in § 2.101(a). The 
Agency will inform the requester if any 
other date is used. 
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