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FOIA Overview
History
• Enacted in 1966; amended several times since, 

including the 1996 “Electronic Amendments”.
• Statutory right of access to federal agency records.
• To ensure informed citizenry/prevent secret law –

Government openness and accountability.
• Records must be disclosed unless exempt/excluded 

by the statute.
• Key Agency for FOIA guidance – Department of 

Justice.



FOIA Overview
"This legislation springs from one of our most essential 
principles: a democracy works best when the people 
have all the information that the security of the nation 

permits. No one should be able to pull curtains of 
secrecy around decisions which can be revealed 

without injury to the public interest." 
-LBJ, on signing of FOIA, 1966



DHS FOIA Organization



Lifecycle of a FOIA
Request received by component’s FOIA officer
• Determine fee category
• Resolve scope issues through communication with 

requestor
Acknowledgement letter
• Was expedition or fee waiver requested?

Search for records
Analysis of responsive records
• Are consultations/referrals required?

Letter to requestor itemizing ALL responsive records
Appeal/Litigation



Your FOIA Responsibilities
You will receive search requests from your 
component’s FOIA officer. 
Unless your job specifically entails FOIA processing 
responsibility, the limit of your involvement in FOIA is 
searching for responsive records & providing general 
withholding/release recommendations. 



Your FOIA Responsibilities Cont’d
The FOIA Officer considers your withholding/release 
recommendations in light of the statute, identifies any 
applicable exemption(s) and makes the final release 
determination. They may consult with you prior to final 
release.
It is imperative you provide input to your FOIA Officer 
by the stated deadline as the statute mandates a 
response to the requester within 20 business days. 



Search & Review Tips
Developing a strong administrative record is key
• Where did you locate responsive records?
• When did you begin your search?

– Once you’ve “cast your net” for records, you need not 
go back to capture recent records after you complete 
your initial search. It benefits everyone to initiate and 
complete your search as quickly as possible. 

• Is there information you believe should be withheld?  
Why?

• Who conducted the search and review? What is their 
pay grade?

• How much time was spent on search and review?



Think about the following places when conducting a 
search:
• Files, desks, boxes, safes, computers (including 

email), discs and other storage media
Think about the following types of documents when 
conducting a search:
• Calendars (including Outlook), telephone message 

slips, hand-written notes, draft and final documents 
(hard copy and e-version), audio/videotapes, 
photos, transmittal/routing slips, fax cover sheets, 
e-mail, correspondence files, subject matter files

Search Tips Cont’d



FOIA Exemptions
1. Classified Information
2. Internal Personnel Rules and Agency Practices 
3. Statutory Exemptions
4. Trade Secret or Commercial Information
5. Common Law Privileges
6. General Privacy 
7. Government Investigations 
8. Financial Institutions
9. Geological and Geophysical Information



FOIA Exemption Application
The FOIA does not allow an agency to withhold 
information from a requestor simply because the 
disclosure of the requested record would be 
embarrassing to the agency.

Please keep this in mind when creating records.



FOIA Exclusions
1. Pending criminal investigation when subject is 

unaware;
2. Informant records in certain circumstances;
3. FBI foreign intelligence or counterterrorism records.   



FOIA Exclusions

What is an exclusion?

• When a request is for records subject to an exclusion, the agency 
may treat those records as not being subject to the FOIA. This is 
different from “Glomarization” where the agency neither admits nor 
denies that it has responsive records. The correct response to a
request for records that are covered by an exclusion is that no 
records responsive to the request exist. 



Federal Records Act (FRA) v FOIA
Both laws address Federal records management
FRA speaks to Federal records retention and 
destruction
FOIA speaks to Federal records access
Cannot destroy a record once it has become subject of 
a FOIA request or litigation, even if destruction 
permitted by FRA
FRA Key Agency – National Archives and Records 
Administration
FRA questions: Kathy Schultz, DHS Senior Records 
Officer, 202-447-5075



FOIA Records Retention
General Records Schedule 14
Destroy files two years after final response if records 
were released in entirety
Destroy files seven years after final response if any 
withholdings (full or partial) or subject of an appeal. 
Although NARA authorizes destruction after six years, 
the statute of limitations on a FOIA claim is seven 
years. Therefore, we should retain any appeal/denial 
files for seven years after the last communication with 
the requester.



Privacy Act v FOIA
FOIA/PA Interface -1st Party Access

Requests by an individual for access to his/her record 
should be processed under both FOIA and the Privacy Act
• Does PA exemption apply?

– If no, release the record.
– if exemption applies, make FOIA analysis and release 

if required by FOIA.
– Requester gets the benefit of the statute with the 

more liberal release requirement!



Questions? Concerns? 
Please do not hesitate to contact us if we can be of assistance on any 

disclosure matter:
Privacy Office FOIA Number: (703) 235-0790

FOIA@dhs.gov

Catherine M. Papoi, J.D.
Deputy Chief FOIA Officer

Director, Disclosure & FOIA 

Vania T. Lockett
Associate Director, Disclosure & FOIA Operations

William H. Holzerland
Associate Director, Disclosure Policy & FOIA Program Development
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Papai, Catherine 

From: Hawkins, Sandra L. 

Sent: Thursday, February 16, 2006 6:09 PM 

To: Foresman, George; Hale, Janet; McQueary, Charles; Baker, Stewart; Myers, Julie L; Hawley, 
Kip; Williams, Jim; Broderick, Matthew; Patrick, Connie; Gonzalez, Emilio T; Paulison, Robert 
DAVID; Collins, Thomas ADM; Spero, Deborah J; Perry, Phil; Skinner, Richard; Wood, John 
(COS); [ 6 7. ;J 

Cc: Boudreaux, Chad; Mayer, Matt; Birkeland, Blair; Rosenzweig, Paul; Sciara, Nicolle; Tambone, 
Victor; Chase, John; Lang, Gary J; Titus, Jane; Paar, Tom; Allen, Thad; Clark, Chris J; 
Rieksts, Derek; Miller, Tamara; Cooney, Maureen 

Subject: Executive Order 13392, Improving Agency Disclosure of Information 

Importance: High 

Attachments: Chief FOIA Officer Executive Order Memo.pdf 

Attached is a memorandum from Maureen Cooney, Acting Chief Privacy Officer and ChiefFOIA 
Officer, on Executive Order (EO) Number 13392 issued this past December by President Bush 
requiring Executive Branch departments to refonn their Freedom ofinfonnation Act (FOIA) 
programs. 

The attach memorandum outlines actions that need your support for the Department to comply with the 
requirements of the EO. 

If you have any questions, please do not hesitate to contact the Privacy Office at (571) 227-3813. 

Thank you. 

Sandra L. Hawkins 
Administrative Officer 
U.S. Department of Homeland Security 
Privacy Office 
Washington, DC 20528 
Telephone: 571-227-3813 
Fax: 571-227-4171 
E-mail; ( ~ -Z. ( I O'.N) ::J 
l/!'!fW.,_dhs,_ggy/Q[iya££ 

912612007 



MEMORANDUM FOR: 

FROM: 

SUBJECT: 

February 15, 2006 

I ·.S. o~r11r1mrnf Q( llon1el•nd Stturi~· 
Pn"atY ()ffice 
Arlington, VA 22202 

Homeland 
Security 

DHS Directorate,~ponent, and ()ffice l.cadership 

MaureenCooney ~c~ 
Acting Chief Priva Officer and Cl 
Chief Freedom of [ntbrmation Act Oflicer 

Execulive Order 13392, Improving Agency Disclosure of 
Information 

This past December, President George W. Bush issued an Executive Order requiring Executive 
Branch departments to reform their Freedom of Information Act (FOIA} programs in order to be 
more "citizen-centered." As a first requirement, the President ordered each department to appoint a 
Chief Freedom of Information Act Officer to have "agency-wide responsibility for efficient and 
appropriate compliance with the FOIA." As the appointed official for the Department of Homeland 
Security. I am writing to solicit your help in complying with the remaining requirements of the 
Executive Order. 

The Executive Order contains several "deliverables." Departments must 

• Establish one or more FOIA Requester Service Centers (RSC) to "sen..-e as the first place that a 
FOIA requester can contact to seek infonnation concerning the status of the person's FOlA 
request." To support the RSC, the Chief FOIA Officer can designate FOIA Public Liaisons to 
whom a FOIA requester can raise concerns about service on FOI1\ requests. 

• Conduct a review and develop a report on the department's FOi:\ operations, including the use 
of infonnation technology, practices with respect to requests for cxpedited processing, 
in1plcrnentation of multi~track processing. and availability of public infom1ation through 
\Vebsites and other means. The n.-port should also identify ways ro eliminate or reduce the 
FOIA backlog. 

• Develop a FOIA Improvement Plan that includes specific activities to elin1inale or reduce the 
FOIA backlog, including changes to streamline FOL.\_ processing and activities to increase 
public awareness. The FOIA hnprovemcnt Plan should have concrete milestones, specific 
timetables, achievable outcomes, and metrics to measure success. 



l'he ('hief FC)[A Otlicer for each department n1ust submit a report by April I~. 2006, that addresses 
these deliverables. 

J)•IS is fortunate to have an experienced cadre of F()! 1\ professionals to carry out the in1portant and 
necessary \\Ork of achieving transparency thr\>ugh FOJ.,\. -roda) I met .,., .. ith our senior FCl!,\ 
officers to apprise them of the requirements of the Executive Order und co 1:nlist their assistance. 
()ur discussions den1onstrated that I)HS a1n:ady has in place many mechanisms that v.·il! allo\.\.· me to 
complete the required report on the items described above . .-\II the components represented at our 
znecring indicated that they have in place a dedicated indiYidual (one or 1nore) \.\ho is availahle by 
telephone to respond to status inquiries. \t!uch of the infom1ation required fnr the FOIA rcvie\I ... is 
a\"ailablc through the annual f()IA rcpon 1hat each component has completed pursuant to FOLA's 
<;tatutory requiren1ents ( 5 U.S.('. § 552(e )(I)). 1\nd because \Ve have had se\'eral years of F<)J..\ 
'-'xperiencc -- and our legacy component agencies have had many -- it should be relatively easy to 
deYelop a fOIA Improvement Plan. 

I intend to ensure that the OHS FOIA \vehpage contains a link for a f()IA RSC with telephone 
nu1nbers and names of individuals in each component, directorate or office \\·ho can be contacted for 
status inquiries. I 1,.vil! therefore appreciate your assistance in fon.\·arding the appropriate names and 
telephone numbers to C.. (b)(1) J. no later than \itarch 17, 2006. I also encourage 
each of you to re\.ise your 0\.1.'n FOIA .,.., .. ebpage to include the FQ{,\ Public Liaison's name and 
telephone number so that requesters can have this information a\·ailable if 1hey \'isit your \VCbsites. 
·rhis is an important step for improving FOIA operations, one that \Vil! make our progran1s more 
'\:iti7en-centric," as required by rhe Executive ()rder. 

I also haYe hegun to prepare a comprehensive report anal~·zing current FOi:\ operations at OHS and 
offering a FOIA Improvement Plan, as required by the Executive Order. )..1y report \\'ill. of 
necessity, be based on the submission of component reports. To pro\ide adequate time for 
departmental revie"·, I am asking each of you to \\ork \\ ith your FOJ,\ Officer to reviev.·) our 
curr(.'nt FOIA operations and 10 prepare a report describing them and suggesting a FOl1\ 
lmpro.,.·en1ent Plan. :V1uch of the f()JA re' fe,.,,,. of operations \.Vork has been completed as a result of 
the FOIA annual reporting requirements. Similarly. much of the FOIA Improvement Plan content 
can be derived from the FOlA annual report and from ~·our o\\n experience v.·ith the fOIA. \\1hile I 
intend to provide a template for this report in the very near future. I \\anted to alert you to this 
reporting requirement as J \.viii need )Our submissions no later than March 17, 2006. 

\\'e can he proud of the important \\'Ork that v.·e haYe ciccomplished in the fl:\\ yecirs ofDllS's 
..:xistence. and Jam confident that \.\.·e \\'ill he able to present to the Secn:tary and then to the :\nomey 
General and the Office ofl\fanagement and Rudge!. as required by the Exccuti\.·e Order. a 
coinprehensi\'e n:pon explaining the F()!1\ Program at [)HS and \\ays that it can be improved. 
!oak fonvard to v.·orking µ,:ith all of you on this in1pnrtant n1aller. 

1·0 re 1rer111e, / 1l'i// need hJ' . Warch J 7, 2006, rhe name 1· an(} rele11hone n111nh11rs 11/ .\'our /.'(JI . .:/ !'uh/ ic 
/.i<11son1. and I encnuraKe .1·ou 10 111ake thi.1· 111jormurion 1.1i·ai!ahlc on your 11 eh1·i1e By thl! 1·u11u! (IOTi!. 
l ll 'Ii I a/_10 require " rl'JJVrf ji·orr1 _\ 011 aho11/ L' 11rrenr f"() I. ·I 1//1<'/'Llf uins tlll1/ 1Jr11;10.1 als /or Iltl/)/'11\ ·eml'llf. 

!. 1n t11rn. \\ill en1ure rhat your P11h!it· Lioi1011.1 i1re 11oletl 1n 1111r /.'(J/A S('r1·ic(' (·enter. 11·hich 11 ill 
Uf1pl!ur on rhe DH.\' f'()/,.I 1reh.~ite aoJ >rill /Jre/Jll/'C a c11n111reht:'nsi1·I! rc]Jorf liir the .\'ecre1<1r1"s 
approra/ und trun.11nis.1·ion lo the . .:/rrorne.r (Jenera! and (JJ/B. 

; 



If you have lJUl!stions or comments please feel free to call ine at (571) ~27-3813. ()ur l)ircctor c1f 
[)epartmcnta! Disclosure and f()L..\. Tony Kendrick. anJ his f)cput: Din.:ctl1r. C:;.1therine P<qx1i. \\ hu 
can be reached at the same telephone number. can also proviJe additinnal int()rrnution to )OU an<l 
:our F()/,\ staff regarding the requirements of the Executi' e Order. 

rhank you for your help . 

. i\ltachmL·nt 

Distribution List: 

George Foresman, Under Secretary for Preparedness 
Janet Hale. tJnder Secretary for Management 
('harles McQueary, Under Secretary tOr Science and ·rcchnolog) 
Ste,,...art Baker .. i\ssistant Secretary for Policy 
Julie L. \.1)ers. Assistant Secretary for Immigration and Custon1s Enforcement 
Kip l-la\vley .. c\ssistant Secretary for Transportation Securit) 
Ja1nes \\r'illiams, Director. LJS-V'ISIT 
Marthe""· Broderick. Director, Operations Coordination 
Connie L. Patrick, Director. Federal La" Enforcement Training Center 
Ralph Basham. Director of the Secret Service 
l~milio Cionzalez. l)irector. Citizenship and Immigration Ser,·ices 
{)avid Paulison, ,\ctlng FE~fA Director 
. .\dmiral ·rom Collins, Commandant of the L'.S. Coast (iuard 
Oeborah Spero. Acting Commissioner, Customs and Border Protection 
Phil Perry, General Counsel 
Richard Skinner. Inspector General 
John \\·uod. ('hief of Staff, ()fficc of the Secretary 

cc: 

Chad Boudreaux. Deputy Chief of Staff, Office of the Secretary 
;\1a!t \.1ayer. Counsel to the Deputy Secretary 
Blair Birkeland. Chief of StatT, Management Directorate 
Paul Rosenz\.veig, C'ounselor to the ,\ssistant Secretary for Pnlic) 
'.\'.icoll...: Sciara-Rippeon. Chief of Starl: Policy Directorule 
\ 1 ictor I am bone, Chief of Staff. Science & 1·cchnology Direi..:toratr.: 
John c·ha .. <>e, Chief of Staff. Preparedness Directorate 
Gar) Lang. l'hief of Statf, Immigration and Customs Enforc~n1cnt 
Jane Titus, l'hief of StatT, Federal La...,- Enforcement I"raining t\:ntcr 
·r om Paar. ('hief of Staff. Citizenship and l111migration Ser.-iccs 
I"had ,\lien. Chief of Staff. L1.S. Coast (Juard 
('hris C'lark. C"hicfofStaff. ('ustoms and Border Protection 
[)erek Riek:'its. l'hief ('f Staff. Operations C 0ordi11ation 
I an1ara \1iller. Special Counselor. Transponation Securit) ,\Jrninistration 
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Papoi, Catherine 

From: Hawkins, Sandra L. 

Sent: Monday, February 13, 2006 11 ·.os AM 

McNeely, James; Eller, Robyn; Winslow, Janett; Herrenbruck, Mark 0; Kriley, Meegan; 
Boshears, Kevin; Kaplan. Randall; C... D ; 1- ·::::J 

To: 

C.. .b 2- :J Pavlik, Catnna; 
Kim, Rena; Lyerly, Kathy; Taylor. Donald R: Reback, Richard; Mitrano, Catherine; Ortiz, 
Magda S; Boylan, Scqtt; C b2= ~ :1 Newhouse, Victoria; 
C. b2- J 11; Hudson, Reginald; Pietra, Peter, 

Carter, Mildred; Bodolay, Stephen; Gaffin, Elizabeth S; C b2- ~ 1; Mathias, 
Susan M; McNeely, James; Mesterhazy, Paul <CTR>; Tynes, Verna A; Moss, Robin N; 
Groome, Kyle; C.... .b·z_ ~ 1; Huff, Latita; Crisman, Virginia <CTR>; Fields, Marshall 
H; Dean, Lisa S; Purdy, Andv; Elkins, John E; mailto: 'C_ b 2.- ·-;J 

C:. b 2- ::i Dooley, William; 
Plofker, Howard;. C.... b?-- .:;, Forero, Paula;"C. b'2- - ::i 1; Carroll, 
Jason E; ; c b z._. _.., iuzuki, Shari; Howara, Joseph E; 
Privacy Office; West, David; Turner, Pam; Wall, Kenneth; Fisher, Alan; James, Ron; Edmon, 
Melissa; Yonkers, Steve; L.. b2.._ :J 

Cc: Privacy Office 

Subject: Privacy Monthly Meeting 

Importance: High 

Attachments: E013392.pdf 

February's Privacy Office Monthly Meeting will be held Wednesday, February 15, 2006, in C. lo. z i1 · 

( l>t :i at the TSA Headquarters, 601 S. 12th Street, Arlington, VA. The meeting will be for FOIA 
Officers only. The agenda item to be discussed is the ChiefFOIA Officer Executive Order, a copy 
which is attached. 

If you have any questions, please do not hesitate to contact the Privacy Office at (571) 227-3813. 

Thank you. 

Sandra L. Hawkins 
Administrative Officer 
U.S. Department of Homeland Security 
Privacy Office 
Washington, DC 20528 
Telephone: 571-227-3813 
Fax: 571-227-4171 
E-mail: C b"Z.. ..:J{ 
www,.Qhs.gov/privac_y 

9/26/2007 
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Papoi, Catherine 

From: Holzerland, William 

Sent: Monday, September 10, 2007 4:53 PM 

To: CRCL Counsel; Dorgan, Mark; Gramian, Nikki; Hawkins, Donald K; Huff, Latita; Marshall, 
Gloria L; Pavlik-Keenan, Catrina M; Russell, Michael; Snowden, Deborah TSA-FOIA; Suzuki, 
Shari; Taylor, Donald; Turner, Alisa; Welsh, Brian J; Young, Sophia G; Zimmerman-Pate, 
Marty; Janet, Kevin TSA FOIA; Vilders, Gregory R; Miller, Patricia; Lee, Charmaine; Wiley, 
Miles; Hudson, Reginald; Coates, Yvonne; Gallo, Katherine; Harris, Talya I 

Cc: Papai, Catherine; Lockett, Vania 

Subject: **"DOJ E.0. 13,392 Reporting Requirement**"Due COB 9/21/07 

Attachments: Backlog Reduction Goals Table.9.10.07.doc 

Good evening all, 
On June 1, 2007, the U.S. Attorney General, in consultation with OMS, issued his second report to the President 

pursuant to E.O. 13,392. In accordance with Sec. 4(a) of the Executive Order, the AG's report includes 
recommendations for improving agency FOIA administration. One of those recommendations requires each 
agency that has a request or appeal pending beyond the statutory time period (i.e., a backlog) at the end of FY 
2007 to establish backlog reduction goals for FYs 2008, 2009 and 2010. The Privacy Office will be submitting 
these goals to the Department of Justice for review and will be publishing the goals on the Department's web 
site. 

First, each component must set a goal for the number of requests and the number of appeals that it plans to 
process during each FY from 2008-2010. Second, each component must set a goal for the number of requests 
and the number of appeals that the component estimates will be pending beyond the statutory time period (i.e., 
backlog) at the end of each FY from 2008-2010. When developing their goats for reducing the backlogs during 
this period, components must necessarily prepare an estimate of the number of requests and appeals that will be 
received during each of those years. Accordingly, each component must submit a draft of their backlog reduction 
goals to PRIV no later than Friday, September 21, 2007 by COB. Please follow the Microsoft Word table 
template attached above for this submission and please contact our office if there are any questions. Thank you 
again and have a great evening! 
Regards, 
Bill 

William H. Holzerland, CIPP/G 
U.S. Department of Homeland Security 
Associate Director, 
Disclosure Policy & FOIA Program Development 
( bz. ::i 

9/26/2007 



Backlog Reduction Goals for FYOS, FY09, FY!O 
In furtherance of E.0. 13,392, "Improving Agency Disclosure of Information" 

Requests 

Fiscal Year Number of Requests Estimated Number of Requests Incoming Agency's Goal for Number Agency's Goal for Number of 
Pending at Beginning During FY of Requests to be Requests Pending Beyond 

of FY Processed During FY Statutory Time Period (i.e., 
Backlog) at End of FY 

2006 

2009 Use # from last column 
above 

2010 Use # from last column 
above 



Backlog Reduction Goals for FY08, FY09, FYI 0 
In furtherance ofE.0. 13,392, "Improving Agency Disclosure of Information" 

Appeals 

--

Fiscal Year Number of Appeals Estimated Number of Appeals Incoming Agency's Goal for Number Agency's Goal for Number 
Pending at Beginning During FY of Appeals to be of Appeals Pending Beyond 

of FY Processed During FY Statutory Time Period (I.e., 
Backlog) at End of FY 

2008 

--

2009 Use # from last column 
above 

2010 Use # from last column 
above 



Papoi, Catherine 

~rom: 

Sent: 
To: 
Subj..,t: 

Papai, Catherine 
Monday, October 23, 2006 10:57 AM 
Debnam, Sandra; Papai, Catherine 
Accepted: Updated: AILA Meeting with CIS and ICE 



Papoi, Catherine 

·rom: 
Sent: 
To: 
Subject: 

Papoi, Catherine 
Tuesday, October 24, 2006 9:51 AM 
Debnam, Sandra; Papai, Catherine 
Accepted: Updated: Meeting with AllA (Amy Peck) 
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Papol, Catherine 

From: 

Sent: 

To: 

Cc: 

Subject: 

Papoi, Catherine 

Tuesday, June 20, 2006 3:02 PM 

Avidan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; 
Holzer1and, William; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, 
Sandy; Pavlik, Catrina TSA-FOIA; Sealing, Donna; Suzuki, Shari; Donald Taylor 
C b z ;:v; Worthy, Gayle; Zimmerman-Pate, Marty 

Cooney, Maureen; Mortensen, Kenneth; Withnell, Elizabeth; Papoi, Catherine 

... ADVISEMENT OF NEW FOIA REPORTING REQUIREMENT" .. 

Contacts: Elliot Avidan; Cynthia Christian; Marshall Fields; Barbara Harrison; Donald Hawkins; William 
Holzerland; LaUta Huff; Gloria Marshall; Magda Ortiz; Jeff Ovall; Sandy Ford Page; Catrina 
Pavlik; Donna Sealing; Shari Suzuki; Donald Taylor; Gayle Worthy; Marty Zimmerman-Pate 

Attachments: DATA REQUIRED IMMEDIATELY .msg 

Good afternoon, all. My thanks to everyone for their efforts in the recent scramble to provide FOIA 
backlog/processing information on such short notice. I know that those in the Secretary's office also appreciate 
the work that went into compiling the information. 

As you are aware, Executive Order 13392 created a heightened awareness of and interest in the FOIA processes 
agency-wide. In an effort to maintain momentum and stay abreast of OHS FOIA operations, the Chief FOIA 
Officer requests that all FOlA Officers send to our office, on a monthly basis, information similar to what we 
requested via email last Wednesday (see attached). The following are the reporting dates for the remainder of 
FY 2006: 

July 14 
August 18 
September 15 

The following I• the data requested: 

1. How many open FOIA/PA requests do you currently have? 
2. Of the open FOIA/PA requests in your companent, how many were received within the last 10 

business days? 
3. Of the open FOIA/PA requests in your companent, how many were received 11-20 business 

days ago? 
4. Of the open FOIA/PA requests in your component, how many were received 21-60 business 

days ago? 
5. Of the open FOIA/PA requests in your component, how many were received 61-120 business 

days ago? 
6. Of the open FOIA/PA requests in your component, how many were received 121-180 business 

days ago? 
7. Of the open FOIA/PA requests in your component, how many were received 181-240 business 

days ago? 
8. Of the open FOIA/PA requests in your component, how many were received 241-480 business 

days ago? 
9. Of the open FOIA/PA requests in your component, how many were received over 481 business 

days ago? 
10. What is the date of your oldest request? 

In addition, I need each component to send an email to ma ASAP indicating how many requests they have 
received to-date during this FY. 



Please tet me know if there are questions and thanks again for all of your assistance. 

Catherine Papai 
Acting Director, Departmental Disclosure & FOIA 
Privacy Office 
Department of Homeland Security 
Phone: (571) 227-3813/Fax: (571) 227-1125 

Page 2 of2 
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Papoi, Catherine 

From: Papoi, Catherine. r:_ 
Sent: Thursday, February 08, 2007 5:09 PM 

To: C: b 2.. ;i Coates, Yvonne 

Cc: Catherine Papai; Holzerland, William; Lockett, Vania 

Subject: June 30, 2007 EO Improvement Plan Milestones 

Pursuant to the January 19, 2007 OHS E.O. FOIA Improvement Plan, USCG must meet the following milestones 
by June 30, 2007: 

I. USCG will submit for allocation of 16 billets for USCG headquarters disclosure. 
2. All components will evaluate disclosure operations, to include processing centralization, processing-track 

modifications and internal processing procedures and determine appropriate program modifications. 
3. Senior component leaders will issue memos to all component employees regarding the importance of FOIA 

responsibilities. 
4. Components will draft and implement the use of response letter templates. The draft templates wNI be 

forwarded to our office for review by April 27th. 
5. Components will have a FOIA web site or a link to the OHS FOIA web page from their component's public 

web site. 
6. Components will proactively disclose documents on its web site. When an agency has public information 

that does not fall into any subsection (a)(2) category but nevertheless could be made readily available to 
the public, including through posting on the Web, such avaijability can reduce the need for the making of 
FOIA requests. See Exec. Order No. 13,392, Sec. 3(b)(ii) (calling for "increased reliance on the 
dissemination of records that can be made available to the public" without the necessity of a FOIA 
request). 

7. Components will be in full compliance with the statutorily mandated affirmative disclosure requirements 
under FOIA subsection (a)(2). The FOIA as amended in 1996 requires that agencies post on their Web 
sites frequently requested records, policy statements, staff manuals and instructions to staff, and final 
agency opinions. This obligation is unique in that it is a continuing one, which requires constant attention to 
make sure that an agency does not fall out of statutory compliance. See Exec. Order No. 13,392, Sec. 3(a) 
(iv) (calling for attention to this statutory requirement in particular). 

Each component must report to my office on the success of each of the above milestones by July 6, 2007. The 
report must attach the final documents created in response to items 3 and 4. Jn addition, please provide the web 
link for items 5-7. 

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see 
the Improvement Plan for details. I will also provide information on those action items when implemented. If there 
are 9uestions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland. at 

t: 0 '2.. .:J 

Catherine Papai, J.O. 
Director, Departmental Disclosure & FOIA 
Deputy Chief FOIA Officer 
U.S. Department of Homeland Security 
Washington, D.C. 20528 
Phone: 571.227 .3813/Fax: 571.227.1125 

This communication, along with any attachments, is covered by federal and state law governing electronic 
communications and may contain confidential and legally privileged information. Jf the reader of this message is 
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this 
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 
delete this message. Thank you. 

912612007 
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Papoi, Catherine 

From: Papoi, Catherine _C k1 2 =:i 

Sent: Thursday, February 08, 2007 5:08 PM 

To: Cejka, Diane T; Welsh, Brian J; Sposato, Janis A 

Cc: Scharfen, Jonathan R; Catherine Papai; Lockett, Vania; Holzerland, William 

Subject: June 30, 2007 EO Improvement Plan Milestones 

Pursuant lo the January 19, 2007 OHS E.0. FOJA Improvement Plan, USCIS must meet the following milestones 
by June 30, 2007: 

I. USCIS will implement the new final rules pertaining to processing genealogy and immigration litigation
related requests and initiate processing ICE A-file records in accordance with provided ICE guidance. 

2. USCJS is instituting the NRC performance modification plan. 
3. AU components will evaluate disclosure operations, to include processing centralization, processing-track 

modifications and internal processing procedures and determine appropriate program modifications. 
4. Senior component leaders will issue memos to all component employees regarding the importance of FOIA 

responsibilities. 
5. Components will draft and implement the use of response letter templates. The draft templates will be 

fo1Warded to our office for review by April 27th. 

6. Components will have a FOIA web site or a link to the OHS FOIA web page from their component's public 
web site. 

7. Components will proactively disclose documents on lts web site. When an agency has public information 
that does not fall into any subsection (a)(2) category but nevertheless could be made readily available to 
the public, including through posting on the Web, such availability can reduce the need for the making of 
FOIA requests. See Exec. Order No. 13,392, Sec. 3(b)(ii) (calling for "increased reliance on the 
dissemination of records that can be made available to the public" without the necessity of a FOIA 
request). 

8. Components will be in full compliance with the statutorily mandated affirmative disclosure requirements 
under FOIA subsection (a)(2). The FOIA as amended in 1996 requires that agencies post on their Web 
sites frequently requested records, policy statements, staff manuals and instructions to staff, and final 
agency opinions. This obligation is unique in that it is a continuing one, which requires constant attention to 
make sure that an agency does not fall out of statutory compliance. See Exec. Order No. 13,392, Sec. 3(a) 
(iv) (calling for attention to this statutory requirement in particular). 

Each component must report to my office on the success of each of the above milestones by July 6, 2007. The 
report must attach the final documents created in response to items 4 and 5. In addition, please provide the web 
link for items 6-8. 

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see 
the Improvement Plan for details. I will also provide information on those action items when implemented. If there 
are questions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland, at 

.:: j, ';l, ;::J 

Catherine Papai, J.D. 
Director, Departmental Disclosure & FOIA 
Deputy Chief FOIA Officer 
U.S. Department of Homeland Security 
Washington, O.C. 20528 
Phone: 571.227.3813/Fax: 571.227.1125 

This communication, along with any attachments, is covered by federal and state law governing electronic 
communications and may contain confidential and legally privileged information. lf the reader of this message is 
not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this 

9/26/2007 
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message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 
delete this message. Thank you. 

912612007 
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Papai, Catherine 

From: Papoi, Catherine [(C b ~ -
Sent: Thursday, February 08, 2007 5:05 PM 

To: Ressler, Shila; Suzuki, Shari; Zimmerman-Pate, Marty; Worthy, Gayle; Avidan, Elliot; Christian, 
Cindy; Fields, Marshall H; Marshall, Gloria L; Ovall, Jeffery; Hawkins, Donald K; Huff, Latita; Ford 
Page, Sandy; Pavlik-Keenan, Catrina M; Dorgan, Mark; Hudson, Reginald; McNeely, James; CRCL 
Counsel; Gramian, Nikki; Snowden, Deborah TSA-FOIA; Russell, Michael; Plofker, Howard TSA 
DCC; Reback, Richard; Young, Sophia G 

Cc: Lockett, Vania; Catherine Papai; Teufel, Hugo; Holzerland, William 

Subject: June 30, 2007 Improvement Plan deadlines 

Pursuant to the January 19, 2007 OHS E.O. FOIA Improvement Plan, all components must meet the following 
milestones by June 30, 2007: 

I. All components will evaluate disclosure operations, to include processing centralization, processing-track 
modifications and internal processing procedures and determine appropriate program modifications. 

2. Senior component leaders will issue memos to all component employees regarding the importance of FOIA 
responsibilities. 

3. Components will draft and implement the use of response letter templates. The draft templates will be 
forwarded to our office for review by April 27th. 

4. Components will have a FOlA web site or a link to the OHS FOIA web page from their component's public 
web site. 

5. Components will proactively disclose documents on its web site. When an agency has public information 
that does not fall into any subsection (a)(2) category but nevertheless could be made readily available to 
the public, including through posting on the Web, such availability can reduce the need for the making of 
FOIA requests. See Exec. Order No. 13,392, Sec. 3(b)(ii) (calling for ~increased reliance on the 
dissemination of records that can be made available to the public" without the necessity of a FOIA 
request). 

6. Components will be in full compliance with the statutorily mandated affirmative disclosure requirements 
under FOIA subsection (a)(2). The FOIA as amended in 1996 requires that agencies post on their Web 
sites frequently requested records, policy statements, staff manuals and instructions to staff, and final 
agency opinions. This obligation is unique in that it is a continuing one, which requires constant attention to 
make sure that an agency does not fall out of statutory compliance. See Exec. Order No. 13,392, Sec. 3(a) 
(iv) (calling for attention to this statutory requirement in particular). 

Each component must report to my office on the success of each of the above milestones by July 6, 2007. The 
report must attach the final documents created in response to items 2 and 3. In addition, please provide the web 
link for items 4-6. 

There are additional Department-wide milestones that my office must accomplish by June 30, 2007. Please see 
the Improvement Plan for details. I will also provide information on those action items when implemented. If there 
are questions, please do not hesitate to contact Associate Director for Program Development, Bill Holzerland, at 
[ b ':). '::! 

Catherine Papai, J.D. 
Director, Departmental Disclosure & FOIA 
Deputy Chief FOIA Officer 
U.S. Department of Homeland Security 
Washington, D.C. 20528 
Phone: 571.227.3813/Fax: 571.227.1125 

This communication, along with any attachments, is covered by federal and state raw governing electronic 
communications and may contain confidential and legally privileged information. If the reader of this message is 

9/26/2007 
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not the intended recipient, you are hereby notified that any dissemination, distribution, use or copying of this 
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 
delete this message. Thank you. 

9/26/2007 
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Papoi, Catherine 

From: Papoi, Catherine · C ·~ ·:;:J .:J 
Sent: Monday, July 16, 2007 3:37 PM 

To: Dorgan, Mark; Zimmerman-Pate, Marty; Harris, Talya I; Orsino, Stephen; Welsh, Brian J; Cejka, 
Diane T; Taylor, Donald; Richardson, Sherry; Janet, Kevin TSA FOIA; Huff, Latita; Hudson, 
Reginald; Suzuki, Shari; Pavlik-Keenan, Catrina M; Reback, Richard; Turner, Alisa; Hawkins, 
Donald K; Wiley, Miles; Young, Sophia G; McNeely, James; CRCL Counsel; Miller, Patricia 

Cc: Papai, Catherine; Lockett. Vania; Holzerland, William 

Subject: December 31, 2007 Improvement Plan deadlines and reporting requirement 

Pursuant to the January 19, 2007 OHS E.O. FOIA Improvement Plan, all components must meet the following 
milestones by December 31, 2007: 

I. OHS will eliminate its request backlog. 

2. Applicable components complete all FOIA personnel hiring actions. 
3. Improved customer service through the liaisons. 
4. USCIS and ICE will determine a target date for completing the A-file digitization project 

5. Programs will finalize operational changes deemed necessary, including processing centralization, 
processing-track modifications, and internal processing procedures. 

6. USCIS will institute the Ombudsman's operational recommendations. 
7. OHS FOIA professionals who devote more than 50 percent of their time to FOIA will attend annual FOIA 

training offered through the U.S. Department of Justice or other similar program. 
8. All OHS components will be in full compliance with the OHS FOIA regulations. 

Each component must report to my office on the success of each of the above milestones by January 11, 2008. 
If one or more of the above milestones is not met, the component must submit responses to the following for each 
deficiency: 

I. Identify the deficient milestone. 

2. Identify the FOIA Improvement Plan area to which your deficient milestone relates. 

3. Describe the specific steps you have taken to date to correct the deficiency, including the dates by which 
you completed these steps. 

4. Describe any additional steps that you will be taking in the future to correct the deficiency, including the 
dates by which you wilt complete these steps. 

There are additional Department-wide milestones that my office must accomplish by December 31, 2007. Please 
see the Improvement Plan for details. If there are questions, please do not hesitate to contact Associate Director 
for Program Development, Bill Holzerland, at C. L:i'~ :J 

Catherine Papoi, J.D., CJPPIG 
Deputy Chief FOIA Officer 
Director, Departmental Disclosure & FOIA 
U.S. Department of Homeland Security 
Washington, O.C. 20528 
Phone: 703.235.0790/Fax: 703.235.0443 

This communication, along with any attachments, is covered by federal and state law governing electronic 
communications and may contain confidential and legally privileged information. If the reader of this message is 
not the intended recipient, you are hereby notified that any disseminaf1on, distribution, use or copying of this 
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 

912612007 
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delete this message. Thank. you. 

912612007 
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OHS Chief FOIA Officer's Meeting 
Tuesday, August 8, 2006 
10:00 a.m. -11:00 a.m. 

• Sign-in and Introductions 

• Supplemental Executive Order Report 

• Component FOIA Guidance 

• Reporting 
a. Weekly Report 
b. Monthly Report 
c. Annual Report 



• Sign-in 

Department of Homeland Security 
Privacy Office 

~bl J 
DHS Chief FOIA Officer's Meeting 

Tuesday, December 12, 2006 
11:00 a.m. -12:00 p.m. 

• New positions at DHS HQ FOIA 
Catherine Papoi, J .D., Deputy C'hief FOIA Officer and Director. Disclosure and 
FOIA 
Vania Lockett, Associate Director, Disclosure and FOIA Operations 
William Holzerland, Associate Director, Disclosure and FOIA Program 
Development 
Erin Odom, FOIA Administrative Specialist 
James Larsen, FOIA Administrative Specialist 
Stephanie Kuehn, Lead Senior FOIA Specialist 
Mark Dorgan, Senior FOIA Specialist 
Loren ('lark-Moe, Senior FOIA Specialist 

• Update on the DOJ Annual FOIA Report compilation 

• Update on Supplemental Executive Order 13392 Report 
Still in clearance 
Eliminate backlogs by December JI, 2007 
E<lucati(lfl and Training 
Technological Improvements 

• Coming Soon ... 
Revised OHS FC)IA \lanagement Direl'.tive 



Finalized OHS FOIA Regulati<)ns 
Request for comprehensive list of component records from each FOIA officer 
(types of records, names of Systems, etc.) 
Request from components to prO\'ide information regarding v.-·hat ty'J)e of FOi.A. 
training they give/require for both FOIA personnel and non-FOIA i.:ollatcral duty 
personnel 

• Reporting 
o \\leekly reporting -Due by C.O.B. each Friday (see attached guidance) and should 

be sent to Vania Lockett 
Monthly reporting- Due by C .0.B. 

January 1 9111 

February J 61
h 

March 16111 

April 13111 

May 18111 

June 15111 

Annual Report - Due December 1, 2007 

• Overview of anticipated information requests 

• DOJ 2006 FOIA Guide Seminar is December 19, 2007 - we will have a 
DOJ FOIA Guide for each component 



• Sign-in 

Department of Homeland Security 
Privacy Office 

t b?v' :J 
r ~~ 
~-

DHS Chief FOIA Officer's Meeting 
Thursday, July 19, 2007 
10:00 a.m. -11:00 a.m. 

• New employees at OHS HQ FOIA 
Emily McMullen, FOIA Specialist 
Carol Curley, FOIA Specialist 

• DOJ FY 2007 Annual FOIA Report compilation 
Currently, intend to use the same template as last year 
DOJ will come out \Vith guidance on the Improvement Plan-related section this fall 
Due December I, 2007 

• Update on Executive Order 13392 FOIA Improvement Plan 
December 31, 2007 component milestones: 

• OHS will eliminate its request backlog. 

• Applicable components complete all FOIA personnel hiring actions. 

• Improved customer service through the liaisons. 

• (_,'SCIS and ICE will determine a target date for completing the .'\-tile 
digitization project. 

• Programs \Viii tinalize operational changes dee1ned necessary, 
including processing centralization, processing·track modifications, and 
internal processing procedures. 

USC IS \.Viii institute the l)mbudsman·s operational rccon1mendations. 



• D~{S FOIA profess1onals who devote more than 50 percent of their 
time to FOIA v,:ill attend annual FOIA training offered through the U.S. 
Department of Justice or other similar program. 

• /\ll applicable OHS components \Viii he in full compliance with the 
OHS FOIA regulations. 

Component's status report re meeting the above milestones must be submitted to 
our otlice by January I 1. 2008 

• OHS Headquarters Electronic FOIA Tracking System 
Version of IQ Solutions tailored for FOIA tracking 
Using Adobe Acrobat for redaction 
Recommend all components purchase 
If interested, please contact our office 

• Reporting 
Weekly reporting -Due to Vania Lockett by C.O.B. each Friday 
Monthly reporting- Due to William Holzerland by C.0.B.: 

August 17, 2007 
September 14. 2007 
October 19. 2007 
November 16, 2007 
December 14, 2007 
January 18, 2008 
February 15, 2008 
March 14. 2008 
April 18, 2008 
May 16, 2008 
June 13, 2008 
July 18, 2008 

• Upcoming CFOIAO Meeting dates: 
December 5. 2007 
June 11. 2008 
December J, 2008 

• Appeal Packages 
Presented by OGC Counsel 



Papoi, Catherine 

Subject: 
Location: 

Start: 
End: 

Recurrence: 

Meeting Status: 

Required Attendees: 

CFOIAO's Meeting 
PRIV Conference Room 

Thu 12/13/2007 10:00 AM 
Thu 12/13/2007 11 :00 AM 

(none) 

Meeting organizer 

Papai, Catherine; Lockett, Vania; Curley, Carol <CTR>: Odom. Erin <CTR>: Lee, David 
<CTR>; McMullen, Emily <CTR> 



Papoi, Catherine 

Subject: 

Start: 
End: 

Recurrence: 

CFOIAO mtg 

Wed 6/11/2008 10:00 AM 
Wed 6/11/2008 11 :00 AM 

(none) 



Papoi, Catherine 

Subject: 

Start: 
End: 

Recurrence: 

CFOIAO mtg 

Wed 121312008 10:00 AM 
Wed 121312008 11 ·QO AM 

(none) 



OR·· .. _r( FOR SUPPLIES OR SERVK:ES I PAGI: 1 PAGES 

2 
IMPORTANT; Ma'*.all acL--- and --- q wllh cooirllct 1ndlor order numti.111. I l 

~ DATE OF OROER 2 COKrnACT NO. 111,,,,y1 a SHIP ro. 
GS-35F-0636K .. NAME Of CON.SIGNEf. 05/1-4/2007 

J ORDER NC)_ 14 REQUISITIOW?.EfERENCE 'IQ 

HSHQOC-07-J-00424 ROSP-07-00008 
Department of Homel3Ild Security 

5 JSSU,,..G OFFICE /A-~_,,,~o lo} b snu=ET AOORESS 

(J .s. Dept. of Homelai!d Security 245 Murray Lane 

Office of Procurement Operations Bldg. 410 

Dept. Qperationa Acquisition Div. 
245 Murray Lane, SW 
Building 410 c CITY jd STATE \:s Zl'COOE 

Washinqton DC 20528 
Washington DC 20528 

I TO. I S""5'1/1A 

~ !'<A.VE OF CONTRACTOR 

LOCIG:IBBD MARTIN DESKTOP SOLtrrIONS INC a TYPE OF OflOER 

b CO!JPANI' N.AMf 0 • P~(;l.W;E fil b Da.IVERI' 

c STREET "llOfl.ESS REFEREl'ICE 'Y()Ufl· 

2339 ROUTE 70 WEST 3W 
~tlortMNtng ~Ions oo tr1• ,._ ..... ,,..Mrf- .. 
sublld 10 ons~ ooni.i~•d on 

TlllO 1"39 onl)l al !Ms !Q<m .,d " 
-~"'lol11"9~ontt-..- - •"°'9cf !O tfi. 1arm1 ..,a 
---~ ..... ~.,,,-.-.,,- ~·cl"'" __ .,,,..,b<f«ld 

~- CITT 1· ST.4.TE If ZIPCOOf 
111•--MIN..ii.cn.d•-.' _K, 

CRURY HILL .,~. onclkidlng <Mlvwy as .. -
NJ 080023315 

Q ACCOIJ~GAltO~li'ITlOWDAT.4. 10 RECIUISITIOfollNG Ol'FICE 

See Schedule Depart~ent of Homeland Security 

' ' 12 FOB POINT 

l] a SMAU. Q b OTHER THJ,NS!.W,l 0 C OISADV.4.NTAGED D 51- SERVICE· Destination 
DIS"9LEO 

Q <> WOMEN-OMiED O•.H~ 0 f EMERGING Sw..i.L VETERAA· '"' . .,, 
13 ;'V.CE OF 14. GOVERNMEf<IT M NO. 1 5. DeLNfR TO F 0 B. POINT 1 B OISCOIJNT rt'f!MS 

ON OR WORE /Qa») 
• •NSPECTON lb. ACCEPT.4.NCE 30 Daye After Award 
Destination Destination Net 30 

17 SCHEOULE(~•<V-for~~ 

'""'"' "' Tax ID NUlnber: 
DUNS Number, 

Continued ... 

18 SHIPPINGPOIN'T 

·-SEE t/IUJ><G 
11<$""1K:'100S b STREET AOORESS 
00.REVERSE l<><PO Bo>) 

, om 
Washington 

2Z UNITED STATES OF AMERICA 

BY 'S'9~1"'9/ • •Lff>,,)<!lZEt> tQot lOCAJ. ~U'l'!OOIJCTION 

au~mY 

SUPPllES Oft SEINlCES "'"'"'"' ,., '" 54-1315551 
153249859+0000 

l 1Q GllOSS SlfPPING 'M<IGHT 

I 
21 MAIL INVOICE TO· 

CFO/DOB . Ro~ 3621 

Attn: .DOB Invoice Team 
245 Murray Lane, SW 

Bld~·: 410 ill: 
DoBtinvoices a.gov 

I I \ 

\ '\ \ 
Vi' . \{\f I . h - . -

! 
' 
\ 

\ 
'l 

!d.S~ 

,. ' 
' 

v 

""' QUANTITY 

""" ~" """'"' ACCEPT'EO ,,, 
"' "' "' 

2'0. IM'JOICE NO 11(hl 

TOTAi. 
re,,,, -· 

$89,540.00 ~ 

1711] 

~00 

TOTAL 

•.ZIP CODE $89,540.00 ~ 
20528 

23 MA.~ (T~ 

Victoria o. short 
nnE- CO~TING'OROERING Of'FICE;R 

OPTIOH.f.l FORlil J.47 ,_ "'°"'' 



OROEf.. JR SUPPLIES OR SERVICES 
SCHEDULE-CONTINUATION 

DATE OF ORD~R j COl<n"FW:T NO 

05/14/2007 lGS-35F-0636K 

"' 

0001 

,., 
Admin Office, 

U.S. Dept. of Homeland Security 
Office of Procurement Operations 
Dept. Operations Acquisition Div. 
245 Murray Lane, SW, Building 410 
Attn Sheri Brooks 
Washington DC 20528 

Accounting Info, 
NONE000-000-SA-10-0l-OO-OOO-Ol-09-0000-00·00 
-00-00-GE-OE-25-14-000000 
Period of Performance: 04/01/2007 to 
09/30/2007 

28 Intranet Quorum Executive Correspondence 
Tracking iECT) licenses to set-up Freedom 
of Information Act {FOIAJ and Privacy Act 
operations at DHS Headquarters see 
attached price quote incorporated by full 
text. 
Product/Service Code, 7030 
Product/Service Description' ADP 
SOFTWARE: 

The total amount of award< $89,540.00. The 
obligation for this award is shown in box 
17 ( i) . 

Ql)ANTIT'r UNrT 

ORDERS: 
1CJ (D) 

,. .... ,., 

PA.Gf OF P"'GES 

2 2 

IOROERNO 

HSHQOC~Q?-J-00424 

"' 

89,540.00 

<ll'TI<>IMI.""""""'--· 
--~ '"'''"'"""'"''n'' 



Rough Order of Magnitude 
Proposal for 

:>apartment of Home rand Security 
DHS FOIA Components - ..-otal 28 User5 

May 11 2U07 
Panod of Performance: lii1i07 to 9!30107 

"'''"r'tl't ')lJC.'Um Enterp~1:,e Bt;S."65S Process 
'•'J"<lQttrt'.ent •11tl People CorrnsponCence 
.'•akllow E•ef't~ 5<K.;Cl~f JOO ;r18f'l8! 

GSA-U·lOENT '.rla·\a e~n! Sv•!e (b)[ 4-: 
(bl['IJ 

~ 
icc~s~Ati·H~-~,p~";;;---;e~-~.,,.;;o,;-,;;,,Gar<r.:>.0,,;,,,.,:;;;n;,1----------7,.,,~,,---:l!!!-ss.,••rss---~llrf'1 cb)(''+~ 
GSA-H-WKF '•\'or1o.1'1ow Cons~ano 1.2 3 - s - s -
GSA-H-INS :rstallation 1 _2 3 • $ - $ -
GSA-H·RDV RePO<ts De..-·9'ccmen1 ~ 2.3 - S - S -
GSA·H-CON Oald Con-.1e~ ~ 2 3 • S - $ 
GSA·H UTC Uset Traon1ng Claswis 1 2 3 5.6 • S - S 
CSA·H· r:c T~M•cal Tra1rnr.g Cla.sses 1 2.3 • S - S 
GSA.-H·OSS f%1enr.ed Ons.1eSu ort 1 2 J • S - S 
Sul> Total 

s ...., ............... 
GSA H·MDS S.,cpcr1 ~reemenc 
GSA-U-AUS ArYlvaJ U <le Subscn llO"l.Ma.n1ena~ 

sue Tomi 

E5tirnal&d Travel Expenses 
E s:.~a1ed P~ Oterr 

4 

0 $ 
s 

Gta1~ Tc.\al $ B9.5-40 

Notes: 
!:stimate C-n1y . .l..cttJijj ~me Mli be :>1l~ 

2 .i..11 tra-...el 'M"-d experses ,.,,JI be b<l:ed J,s,ng ::-i?de'aj --a~el G".00.1nes 
3 -~·s -:-·,--ne Kd ~.iate~~ '>ef'1ces:!t~1;S1f\\l an >iG1Jny -ate 

: .. otc·n.;>' :c ~:c.IC<- .,,.:&;-"3 ·r.3,r rg :ao'.~s 'Of -C ~·) 15 ;::.iae 0 !s :-er ; . .-iss 

;:; : .-r;[)G;,.., 'l-5'>-··-.-;r" ·":1r r; .- ::~c:es ,·_;; 3&;-c; _:'Te<:po~Cen::e. Jr..C ;f':,:)'.r·_w 

Jeneral: 

( b)( ~) 

,1 ~:: ;:.": "·; , .. ~.~ '.<'. :~~ :c- rc'S ">I' c :.:"cr~c -s ~t Te -~-C~"e&J ',la.1Jr :~s~::~ ,5•: '"~·Jr.s ''.C JS;.. C-:-;e:--J> S_pcr,- S.:n-"!at.le JS 35-
.i2'._\.<S',\, 

~'>C'"·:; . ,,,J ·~· ~.~ jo>YS ··~~ :die ~r ·n,~ .de; 
:>~.ose -~"tii.'",:e :uc:·e - _re<:!•,:;.,- 1~1 si:t~ .,;;nt ;,~:ra* cr,1er 

::~: ·•(e-:0tes -,-;- .. ::.a.~.0'1 ·:c·.on · ·:rF 1 :: 

~J:1cs.r;i, .3•d\·<:2S sue!' 3S ~.; M:J"'tlc"' c-:r,s .•. ·n.~ ~Jta ·"~r..'€·>.c·n ·-:perts ;,;>,~JP'r'~r.r ~·: _:.311 '.le J_•c"·il>.00 ~n;, '"-:l'le 3~j 

'.'3ie•.aJ :J.SS 

.. ;::;,,.,-..,.,·~: :.: -.; "':~i ~".":-:(:' '.',;:·<Jo~6~e-·· ~·,r:; . .-;~,;c. S :.;cit).-~~· 1.1;;:."'e .or,_e .~· •J ;:,._~xc -.-J,-.~~ :-:·.sre~s - 8·1r;; 



Page I of I 

Lockett, Vania 

From: Lockett, Vania 

Sent: Friday, June 29, 2007 3:51 PM 

To: Lockett, Vania; 'Ressler, Shila'; Suzuki, Shari; Zimmerman-Pate, Marty; Fields, 
Marshall H; Marshall, Gloria L; Ovall, Jeffery; Hawkins, Donald K; Huff, Latita; 
'Hudson, Reginald'; 'McNeely, James'; 'CRCL Counsel'; Gramian, Nikki; 'Russell, 
Michael'; Plofker, Howard TSA OCC; Reback, Richard; Young, Sophia G; 'Dorgan, 
Mark'; Welsh, Brian J; Cejka, Diane T; Gentile, Dominick; 'Wiley, Miles'; Pavlik
Keenan, Catrina M; 'Turner, Alisa'; Janet, Kevin TSA FOIA 

Cc: Papoi, Catherine; Holzerland, William 

Subject: OHS FOIA Response Templates 

Attachments: Thank You to Submitter.doc; Acknowledgement_ Referral Received.doc:; Baggage 
Complaint for TSA.doc; Confirm Request Withdrawn.doc; Deadbeat_ Outstanding 
Fees.doc; Denial_ Denied in Part or in Full.doc; Denia/_Expedited Treatment.doc; 
Denia/_Fee Waiver.doc; Denial_No Records Response.doc; OHS Response with 
Appeal Info To Inter-agency Referral.doc; Disentitlement Doctrine_Fugitive.doc; Fee 
Estimate_ Willingness to Pay_Advance Payment.doc; Fee_Waiver_Abeyance.doc; 
FOIA Exemptions.doc; Glomar.doc; 1-94 Letter for CSP.doc; Intent to Release_No 
Submitter Response.doc; Intent to Release_ Over Submitter Objections.doc; Inter
agency Referral for Review and Return.doc; lnter-agencyTransfer for Direct Response 
(2 ltrs).doc; Intra-agency Transfer for Direct Response (2 ltrs).doc; Intra-agency 
Transfer of Inter-agency Referral (3 ltrs).doc; NM/_ No Questions.doc; NMl_Not 
Reasonably Described.doc; Predisdosure Notice to Requeter.doc; Predisclosure 
Notice to Submitter.doc; Privacy Act Exemptions.doc; Release in Full.doc; Suspense 
Tracker.doc 

All, 

In accordance with the provisions of the Department of Homeland Security (OHS) FOIA 
Improvement Plan, attached are the DHS FOIA Response Templates. These templates are model 
letters, which have been cleared through DHS legal review and must be used by all DHS 
component FOIA offices to respond to FOIA requests. Consistency throughout DHS is 
paramount. Therefore, if your component believes there is a necessity to incorporate additional 
mission specific language, that language must be presented to this office for review and approval 
prior to use. 

If there are any questions or concerns, please do not hesitate to contact this office. 

Vania T. Lockett, CIPP/G 
Associate Director, Disclosure & FOIA Operations 
Privacy Office 
U.S. Department of Homeland Security 
Direct: f~ b 8, ::::l 
Fax: 70:!°=°235-0443 
FOIA Main: 703-235-0790 
l1ttp://w ww .Jhs.gov i tOia 

I 1120/2007 



Pap<?i. Catherine 

From: 
Sent: 
io: 

Taylor, Donald FC. ("1;) ('.'.l.) 
Tuesdav, Auoust 15, 2006 12:35 PM 
c: (\o l ( '.l.) ::i 

Oueflette, Robin • Cc: 
Subject: FW: COMPONENT FOIA POLICY 

Catherine~ 

The CG FOIA Manual is oor policy gutdance for FOIA. We pubclish updates as necessary. When ftekf processors have 
questions regarding whether to release or withhold a record, they consult with their cognizant servicing iegat officer. 

The Coast Guard is also guided by 49 CFR 7, the DO T's regulatioO for FOIA. 

~Donald 

-----Original Message-~
From: Ouellette, Robin 
Sent Tuesday, August 15, 2000 1'1:16 AM 
To: Taylor, Donald 
Subject: FW: COMPONENT FOIA POLICY 

Comment? 

·-·--Orig1nal M'essage---
From: ft:_ {l,\(2.) J [mall!c -C 
Sent ruesday, August 15, 2006 11:13 AM 
Io: Ouellette, Robin 
Subject: Re: COMPONENT FOIA POLICY 

(b)(:Z. l 

There rs no other gukiance, such as memos on speclfrc aspects of FO!A processing, distributed to the field? 
Catherine M. Papai 
Acting Director, Departmental Disclosure & FOJA Privacy Offrce Department of Homeland Security 

Sent ftom my BklckBefry Wireless Handheld 

-~~- Original Message ----
From: Ouellette, Robin, C. lb) (2.) ;;i > 
To: -c:. (b)( 2.) ';J • 
Cc: Taylor, Donald 
Sent: Tue Aug 15 11:07:33 2006 
Subject: COMPONENT FOIA POLICY 

Ms. Papoi: 

This is ln response to your request for a copy of the Coast Guard's FOIA policy, The Freedom of Information and Privacy 
Acts Manual, COMDTtNST M5260,3, Is available ror your use electronically at: 
www.uscg.mtVccs/citJcimlfoia/fo!a.htm 
<http:l/www.uscg.millccsfcitlclmlfc11alfoia.httn>. 

Robin Ouellette 

FOIA Appeals Case Officer 

CG-611 

Ph: [._ lVi)[ 21 .J 
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Papoi, Catherine 

From: 
Sent: 
To: 
Subject: 

Attachments: 

Catherine, 

Haoi$on, Barbara M 
Thursday, August 10, 2006 4:05 PM 
Papo!, Catherine 
US-VlSIT FOIA POC TRAlNING 

FOIA. POC Training.ppt 

Here's slld~s from our training. We'n.!i working on something for project 
managers/subject matter experts who have to search fur re9ponsive documents and review 
them to Identify information for consideration as a FOIA exemption. 

FO!APOC 
a!olf1g.ppt(l96 l<B) 
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ME'vlORA:-:DC~I FOR: 

SU3JFCT 

ALL l·S-VlS!T PERSO:-:>'EL 

I " 11, f'~' o'" "' '" H""''"'' nd "" ""!> 
''·" ·' ·~ ·~· 

·~··· Hom~land v; Security 

~, - ' 
' ; 

James . .\ \\'illiams(T , ~. 1"' '-
Director. CS~\·1srr · " I-' ... 

' 
Compliance \Vlth Freedom of lnfcrma1ion Ac1 Requirements 

'!'he Freedom ()f Information .A.ct {FOiA) establishes the public's right to ac.:cc~s records created or 
n1aintained by Gov1.>mment ag.:ncies. The FOIA :s:t:eds tight on GO\'\."mTMCTit acti\·ities and helps 
-:nsure opi:nness and accountabJlt!y. 

'.\·tany ;.1f you ha\e hl"ard me say that \Ye \\'aflt to make our .JCti\itics transpao:nt One of our melhods 
ro help ensure uansparcncy is through outra.ch acti .. ilies. d~igncd to ktep the puiJ.lic informed of 
i~ur current nctivhics \trough briefings and news releases. Another rnethod for ensuring !ransparency 
is lhe disclosun' of information to the pub He under FOL.\, 

I realize that !iome FOL~ requests require extensive searches tOr responsive agexy rl!cords and time 
d>:\-oted 10 rcvic\1; of those records. Th.is search lll'Jd re\'ie"v often conflic-t "ith fulfilling the UlSkS 
criticai to our mission. In \h<>ri¢ cases \vhere our ongoing Opc!:>ational requirements v..ill be impacted 
by the 1in1e needed to conduct sea.re hes and revie\\'S, please notify ycur manager. If a resolution 
C<tnr'J,.)t he reachi::d. ;ou may contact Barbara Harrison. our FOL.\ Officer. to diS\'Uss your ti'.Jr,cern.s. 
\ls. HarriS('ln may be able to negoliare ;:in extension \.\ith the FOJ,\ rcqucst>!r so b..:th can be 
.1CC\1mplished. Ki:ep in mind, hll\\'t:ver. thot the FOL\ mandates ri::spor_s.,s \\-ithiu 20 ,.,T1rking d.:iys. 
\\'hile thi:. requirement is ot1{!n dtfficui! to achiev~. it is a rcquircmtnt CS-\'IS:rr ~hvuld stri\-C to 
rn;:-:t for cu;:h FOi:\ r1.--qucst ·rhdrcfore. I ur~e all of you to nt;::k;; 1.'VCr)' rcasonat>lc attempt tu be 
f\.'Spor:Sl\C 10 PO!:\ n .. '<;'UCSfs. 

!1;¢ Pn.:<>1<l:t'!l\ recently :-i~ned an E:\ecvtivc Order directin~ that Go\;:mrr,eni agen<:ies improve their 
f()L \ prni;ran1\ ar.d focus on e:ustom~t sati:;faetion. ~ts. ll'Jrrlson prepared ao imptC\em~nt pk1n to 
'itn.:Jn1iin~ flur FOi..\ process and decrease :he time 10 respond to f'OIA requests. One of :ru: areas of 
prir:ury ti:x:u:. is c:duca?ion, so you \vill .>eon see articles and !ra!J\ing direc:ed at increasing your 
,1nJ"·r,;1.ar,d1ng o( tbt" FOL>. proccs~. 

l !..no\\' I ca!l .:•)uni on you to join me in supponing the FOL·\ Program. 



Papol, Catherine 

From: 

Sent 
To: 

Subject; 

LOC!tett, Varda <CTR> 

Thursday, August 10, 2006 8:24 AM 

Papol, Catherine 

FW: Operations Coordination FOIA Guidance 

Attachments: OPS FOIA ls:s:uaoce.doc 

FYI 

from: Hudson, Reginald 
Sant; Thursday, August 10, 2006 8:19 AM 
To: Lockett, vanla <CTR> 
SUbject: Operatlons Coordination FOIA Guidanre 

Page l of~ 

As requested at the FOlA Officer's Privacy Meeting on August 6, 2006, tho attached includes thfJ- FOIA Guidance 
for the Offlea of Operations Coordination. 

tf you have quesuons Of need additional information, I can be conladt-0 by email or on the extetJ&on indicated 
below. 

Thank You 

Reginald Hudson 
FO!A!Privacy Oj)icer 
OperatiottS Caonl11;ation Directorate 
Depurtment of l!omeland Securil)' 
Wi.Jshington, D.('.. 
(_ b'J.-i I C<O) :::1 

811012006 



G. Freedom of Information Reform Act of 1986; Uniform Freedom of lnformalion 
Act Fee Schedule and Guidelines; 52 FR 10012, dated March 27, 1987; 

H. President's Memorandum for Heads of Departments and Agencies, dated 
October 4, 1993, wbject: The Freedom of Information Act; 

I. Attorney General's Memorandum for Heads of All Federal Departments and 
Agencies Regarding the FOIA, October 12, 2001; 

J. Guidance on Homeland SeC\lrity Information, March 19, 2002, published at 
htJp:llwww.l!l'llQi.gQY/QjQ/!oia pos!/2~!10. !ltm. 

4. Definitions 

A. Calgg!!!l': The classification assigned to a requester for fee purposes 
determined by the projected use of the records. The categories are: 
(a) commercial; (b) educational; (c) non-commercial sclen!iflc Institutions; 
{d) representatives of the news media; and (e) all other requesters. 

B. Deparlmgat The Department of Homeland Security {OHS). 

C. FOIA Officer. For OHS Headquarters, a FOIA Officer refers to an employee 
selected by the Director, HQ Departmental Disclosure or Designated OHS official 
to receive FOIA requests assigned to their area by the Director, HQ 
Departmental Disclosure and to provide assistance in administrative pertaining to 
FOIA request processing. For Operations, FOIA Officer refers to the Director, 
Disdosure Office. 

D. ResPQ!Jsllll! Offlc/111: The Difector of the organizational unit having 
immedlale custody of the records requested or a desi9nated official within that 
organi;zational unit 

E. D&siqf!•llJJI OHS 2l!l!:l11/: Senior DHS officials as designated by the 
Secretary, Deputy Secretary or Undar Secretaries. 

F. Director, HQ Deparlme11tal Dls@uro: An individual reporting to the Chief 
Privacy Officer who serves as the Department of the Homeland Security's 
principal point-of-contact and agency representative on FOIA.,,,lated matters. 

G. AQpgl d11lhorltr. For initial requests denied by the OPERATIONS ln~ial 
Denial Authority (IDA) (see J), the appeal aulhority Is the Director, HQ 
Departmental Disclosure. 

H. fOIA R!IOUest A written rnquast for records made by any person. Including 
a member of the public (U.S. or foreign citizen), an organization, or a business, 
but not Including a Federal agency or a fugitive from the law that either explicitly 
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or implicitly invokes the FOIA (5 U.S.C. 552) or Management Directive Number: 
0460.1. Requesters should also indicate a willingness to pay fees associated 
with the processing of their request or, In !he aitemative, why a waiver of lees 
may be appropriate. Written requests may be received by postal seivica or other 
commercial delivery means, by facsimile, or electronicelly. Requests received by 
facsimile or electronically mus! have a postal manlng address Included since it 
may not be practical to provide a substan«ve response electronically. The 
request Is considered properly received or perfected. when the above conditions 
have been met and the request arrives at the Disclosure Office. 

I. Aaency R!IC<l!Jt 

1. The products or data compilation, such as all books. papets, maps, and 
photographs. machine readable materials or other documentary materials, 
regardless of physical IOlln or characteristics, mede or received by an agency of 
the Untted States Government under Federal law in connection wtth the 
transaction of pubilc business and in Operations' possession and control at the 
time the FOIA request is made. 

2. The following are not Included within the definition of the word "record": 

a. Objects or articles, such as structures, fumiture, vehides and equipment, 
whatever their historical value, or value as evidence. 

b. Anything that is not a tangible or documentary record, such as an 
indh/idual's memory or oral communication. 

c. Personal records of an individual not subject to agency creation or 
retention requirements, created and maintained primarily for the convenience of 
an agency employee, and not dis!libuted to othet agency employees for their 
official use. Personal papers fall into three categories: those created betore 
entering Govemmenl service; private materials brought into. created. or received 
in the office that were not created or received in the course of transacting 
Government business; and work-related personal papers that are not used in the 
transaction of Government business. 

3. A record must exist and be in the possession and control of Operations at 
tne time of the request to be considered subject to the FOIA. There is no 
obligation to create, compile, or obtain a record to satisfy a FOtA request. 

4. Hard copy or electronic records, that are subject to FOIA requests under 5 
U.S.C 552 (a)(3). and are available to the public thtougll an established 
distnbution system, or through the Federal Register. the National Technical 
Information Service, or the Internet, normally need not be processed under the 
provisions of the FOIA. If a request is received for such information. Operations 
shaft provide the requester wtth guidance, inclusive of any written notice to the 
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public, on how to obtain the information. However, if the requester insists that 
the request be processed under the FOIA, then the request shall be processed 
under the FOIA, 

J. /nlll•I O!!,n,lal duthorl!Jt. QOA}: An official who has been granted aulhority by 
the Director, HQ Departmental Disclosure lo withhold records requested under 
the FOIA for one or more ol 1he nine categories of records exempt from 
mandatory disclosure, IDAs may also deny a fee category claim by a requester. 
deny a request for expedited processing due to demonstrated compelling need, 
deny a request for waiver or reduction Of fees; review a fee estimate; and confirm 
that no rerords were located in response to a request. 

K. Adm/alstrallm Aweat A request made under the FOIA asking the 
appellate aulhorlly to: reverse a decision; ta withhold all or part of a requested 
record; to deny a fee category claim by a requester. to deny a request for waiver 
or reduction of fees; to deny a request to review an Initial fee estimate; to deny a 
request for expedited processing due to demonstrated compelling need; or to 
confirm that no records were located during the initial search. Requesters also 
may appeal the failure to mceive a response determination within the statutory 
time limn, and l!!!l( determination that the mquester believes is adverse in nature. 

L Publlq IQterest The interest in obtaining official information that sheds light 
on an agency's performance of Its statutory duties because the information falls 
within the statutory purpose of 1he FOIA to inform citizens about what their 
Government is doing, That statutory purpose, hoWever. is not fostemd by 
disclosure of infommtion about private citizens accumulated in various 
governmental files that reveals nothing about an agency's or officiafs own 
conduct. 

M. El<ictronlc Rtf<Sl!lt Records (including e-mail) that are created, stored, and 
retrtevab!e by electronic means. 

N, Fod!qa/All<!ncr. As defined by 5 U,S.C 552 (1)(1), a Federal Agency Is any 
executive department, military department, Government corporation. 
Government controlled corporation, or other establishment in the executive 
branch of the Government (Including the Executive Office of the President), or 
any Independent regulatory agency. 

5. Responsibilities 

A. The Dll!Ctgc for. tb!t Off!ge ot QpertUfWS Coor;th!ation, shall be 
responsible for all aspects of Freedom of Information Act Compliance as defined 
in DHS Management Directive Number 0460, 1. 
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8. The Ch!lf o{ Staff fQC the Office of Qe!r11tlonl Co!lffillll!tiQ!L as delegated 
by the Director for the Office of Operations Coordination, has direct responsibilijy 
to: 

1. Establish internal procedures to ensure the effectiveness of the DHS 
Freedom of Information Act program. The procedures shall be consistent with 
DHS Management Directive Number: 0460.1 and shall ensure the effectiVeness 
of the Department's FOIA program. 

2. Select a FOIA Officer and advise the Director, HQ Departmental Disclosure 
ol lhe selection and of any subsequent changes in designation of selection. 

C. The C/lret:l9!, Oot1111/on1 p/sclolllf!I Qfflr;e. has the overall responsibility 
for the Implementation of the Operations Freedom of Information Act Compliance 
Procedures for all records maintained within Operations, serves as the 
Operations FOIA Off"'8r, acts as the principal point-of-contact for coordination of 
FO!A and related mal!ers and will astablish procedures necessary to implement 
this issuance and OHS Management Directive Number: 0460.1 so as to ensure 
compliance with the requirements of 5 U.S.C. § 552 by: 

1. Ensuring that employees who are responsible in any part for FOIA 
processing are knowledgeable about the provisions and requirements of the 
FOIA and ensure that these employees attend FOIA training at least once a year; 

2. Ensunng that accurate and complete data Is submitted in a timely manner 
to the Director, HQ Departmental Disclosure, for the Department of Homeland 
Security's Annual FOIA Report to the Attorney General, and for othar reporting 
purposes, as required; 

3. Ensure that records that are subject to section (a)(2) of the FOIA which 
have been created on or after November 1, 1996, are posted In an electronic 
reading room; 

4 Submit proposed organizational element disclosure regulations or proposed 
changes to regulations to the Chief of Staff for OPERATIONS for review and 
approval; 

5. Ensure that FOIA points of contact and web masters collaborate with the 
Operations rerords manager prior to disposing of records posted on the FOIA 
web ws and to schedule electronic records on the sites; and 

6. Ensure that reasonable efforts are made to maintain records in forms or 
fonnats that are reproducible for purposes of the FOIA, 

7. Ensure Operations compliance with the requirements of the FOIA, as 
amended by the Electronic FOIA Amendments of 1996 (EFOIA). 
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8. Task and coordinate aK FOIAactions through the appropriate Operations 
offices. 

9. Coordinate aH FOIA responses with the Office of the General Counsel. 

10. Sanitize information determined to be exempt from release under one or 
more FOIA exemptions in accordance with Title 5 U.S.C. § 552, as amended. 

11. Forward aR fees collected under the FOIA to the Department of the 
Treasury for further processing. 

12. Coordinate action on FOIA requests that involve other government 
agencies (e.g .. when DHS is not the original classrrier of a classified document) 
with those agencies. 

13. Prepare the final response to the requester. 

14. Maintain files of all FOIA action In accordance with Operations Disclosure 
Directive 3, the Operations Re<:ards Management Program. 

15. Determine: 

a. Whether to grant or deny requests for access to records; 

b. Whether to grant or deny requests for fee waivers; and, 

c. A requesters category for fee purposes; 

16. Notify the requester of determlnation(s) made pursuant to paragraph 5.D.1; 

17. Determine costs Incurred by the Department to process the request and 
whether or not fees Will be charged to be requester. 

16. Ensure that requests are processed in accordance with all applicable 
disclosure requirements and; 

19. Retrieve recoros retired to the Federal Recoros Center~ they are needed 
In processing a request, 

0. The twJ>e!!l d«lhor/Q'. shall, upon receipt of an admlnistra1ive appeal, either 
affirm or reverse those initial determinations that: 

1. Deny access to a record or portion !hereof; 

2. Deny a request for a fee waiver; 
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3. Pertain to a requesters fee category; 

4. Advise ol no records located; or 

5. Deny a request for expedited processing. 

E. 2J!"'atfsms D/recfC>rate!I shall: 

1. Designate a responsible individual to respond to each FOIA request 
received or assigned pursuant to paragraph 5.G.10; 

2. ln conjunction with the Disclosure Office ensure consistency and 
completeness of the response to a FOIA request. 

F. The Operations Associate §eneral CounstJ shall: 

1. Coordinate on all partlal and final Operations FOIA responses. 

2. Ensure uniformily in the legal position and interpretalion of the FOIA by 
Operations, and coordinate with the the OHS General Counsel, as necessary. 

6. Polley & Procedures 

A. Polley: It is ttte policy to implement the FOIA uniformly and consisteotty and 
lo provide maximum allowable disclosure of agency records upon request by any 
individual. 

Upon receipt ol a request satisfying the requirements of the FOIA. records 
shall be disclosed unless they are protected by one or more of the FOIA 
exemptions or exclusions. Requests shall be processed to the extent practicable 
within the time limits defined by the FOIA. Individuals requesting information will 
be informed of the right and procedures to seek adminlstratiVe appeal and to 
seek judtcial review of: 

a. Any partial or Iota! denial of access to records; 

b. A fee waiver denial; 

c. A determination of requester's category for fee purposes; 

d. A no-records determination; or, 

e. A denial ol a request for expedited processing. 
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B. P!'l)«!!dures: 

1. The FOIA requires that, in •unusual circumstances· as specified in the Aci, 
agency initial decisions on whether to grant or deny access to records must be 
made within 20 wo!l<lng days of receiving the request and the requester so 
notified. 

2. FOIA requests will be processed in a multi-track processing system, based 
on the date of receipt and the amount of work and time involved in processing 
the requests. 

a. Processing tracks: Track One, simple requests; Track Two, complex 
requests; Track Three, requests that meet the test for expedited processing. 

b. If a significant number of pending requests or the complexity of a request 
prevents a flnal response determination within the statutory 20 wo!l<ing days, the 
Director. Operations Disclosure Office win provide the requester an Interim 
response acknowledging receipt of the request. If appropriate. the Disclosure 
Office will directly contact the requester to discuss the scope of the request, the 
response time frame and fee arrangements. 

c. All FOIA requests will be assigned a case number. A copy of the 
request, with a completed coordination form and DD Form 2066 wil be routed to 
the appropdate Operations section(s). 

d. If the Operations section does not have responsive "'cords but believes 
another office/agency might have them. it must return the complete package to 
the Disclosure Office and infonm that office that it suspects another office may 
have records. 

e. The Disclosure Office will ensure preparation of the final response to the 
requester and its coordination with the appropriate OHS office and outside 
agencies, 

3. FOIAs involving unclassified information. The appropriate Operations 
subject matter expert office(s) will review unclassified documents for release 
under the FOIA. If the office recommends that information be withheld, it must 
bracket the information ood apply the appropriate FOIA exemption for each 
bracketed segment or the document The action office will include in its response 
the juslttication for withholding the infonmation it identifled and state the rationale 
for its recommendation. The Director of the office conducting the search and 
review, will verify the accuracy of the information by signing the FOIA request 
task er (enclosure 1) accompanying the request. After the document has been 
reviewed, the reviewing office will forward it to the Disclosure Office for finaJ 
processing, 
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4. FOIAs involving classified information. 

a. Initial security review of classffied documents for processing under the 
FOIA will be conducted by the Disclosure Office to detenmine if the document 
may be reclassified, declassified, or sanitized. This will be done by coordinating 
with the Operations subject matter expert for each requested document. When 
the Operations subject matter expert office(s) have determined what part, if any, 
of the information in a classified document may be sanitized or declassified, they 
will bracket any remaining classified information 1o be withheld. The appropriate 
FOIA exemption(s) must be provided for each bracketed segment of the 
document. 

b. Upon completion of the review by the appropriate Operations subject 
matter expert office(s), a marked-up copy of the dooument(s) will be forwarded to 
the Security Office for review to determine if the bracl<eted and any other 
additional information should be withheld. If the SeC1Jrity Office recommends 
additional information be w~hheld, it must bracket the information. The 
appropriate FOIA exemption(s) must be provided for each bracketed segment of 
the document. If the Securtty Office lhinks the information is not classified and 
should not be wilhheld, it will initiate disC1Jssions with the subject matter expert 
office(s). The Security Office will netum the package to the appropriate 
Operations subject matter expert office(s) for processing. 

c. When all classified information has been appropriately bracketed, the 
Operations subject matter expert office(•) wiH forward the document(s) to the 
Disclosure Office. 

d. When the Operations section reviewing the documents recommends 
additional review by another agency, it will provide the Disclosure Office the full 
name and address of that agency and a technical point-Of-contact, ~known. The 
Disclosure Office w!ll forward the action to that agency for further review. 

e. If !he reviewing agency(s) recommend 1hat (currently classified) 
infonnation be withheld, they mus1 bracket the information. The appropriate 
FOIA exemption(•) must be provided for each bracketed segment of the 
document. Alter the document has been reviewed, Iha reviewing agency w!ll 
forward it to the Operations Disclosure Office. 

f. When all reviews have been completed, the Disclosure Office will 
complete final processing and prepare the response to the requester. The 
Disclosure Office wUI expunge, in a medium that does not perm~ photocopying of 
the exempt portions, all information wilhln a document determined to be not 
releasable. 

5. FOIA Appeals. 
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a. A requester may admtnistratively appeal an agency's adverse initial 
determination and may seek judicial review if not satisfied wttn the agency's final 
decision. If a court determines that agency personnel have acted arbttrarily or 
capriciously io withholding records, disciplinary action against the employee 
primarily responsible may be warranted. 

b. If the Disclosure Officer declines to provide a record because the Officer 
considers tt exempt under one or more of lhe exemptions of the FOIA, the 
decisions may be appealed by the requester, in wrtting, to the Operations • 
designated appellate authority. Appeals may also be made for any determination 
the public considered adverse, to Include, but not limited to. fee category claim: 
disapproval of waiver or reduction of fees: fee estimates; faKure to grant 
expedlled access: and no records determinations. Appeals must be clea~y 
marked as such, both on the envelope and in the body of the letter. Persons 
appealing Operations denials should include a copy of the denial letter, the case 
number, a statement at the relief sought and the grounds upon which it is 
brought Appeals should be sent lo the following address: Director. HQ 
Departmental Disclosure: Privacy Office. Department of Homeland Security, 
Washington, DC 20528. 

C. Reading Room: 

1. FrequenUy requested records described In Title 5 U.S.C. § 552(a)(2)(A), 
(B), (C) and (D) (FOIA), created on or alter November 1, 1996. shall be made 
available electronically on the Operations Disclosure Office web site. 
htto:liww:u.dhs.gQvldhspull}ic/Operatio~.FOJA Officer. 

D. l!pee!al logtrl!l1!iona: This Issuance may not be altered without prior 
coordination with Director. Operations Disclosure Office, t. b '2.( IOt.V) ::i 

E. Effect!w Data: This directive Is effective immediately. 

Issued by: Derek Rieksts, Chief of Stall, Operations Coordination Directorate 

Attachment: 

1. Freedom of lnfonmatioo Suspense Tracker 
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From: 
S•nt: 
To: 
Cc: 
Subl..::t: 

l'OI!\ 
!SlS-Df:Ye~· 

Chti$1'8o, Cfldy 
Tuesday, Auguot 22, 2006 1:14 PM 
Papol,C-
Smilh, Ooug!H M; Avldan, Elliot 
FW: ~ FOIA ~Procedure 

FOIA RequesUl-Oev&bpment-Aug 15,doc 

Hi Catherine, 

Here is $&Tl "draft'" ptoeedures on proceu:lng FOtA requests. Please note that thht Is oruy fle 2nd round with !tie wrttws 
on thlt proceM, so !here are likely~ tweak!, bUt ifs a -Start, Ats 't !JlMdl l\O'*, I Ml puttinQ Olli eiH ~ dtr9ctly 
\KltH I get another Staff member. OfQwe have ht perton in plaC8 will be~ S&r$ ExecSec and using the 
~-ECT!racklng_(_l&_ .. lhe_p«>eedu,..~ 

We wekiOme an coromenls yoo wish IO eonttibute so that S&T is in line with the OHS-HQ FOIA Office, 

Thank )'OU. 

Cindy 
,. ............... ~······-·· .... -···· 
Cynthia A, Ct'lr1$tian 
Administrative Offlcel' for GAO, OIG, & fOIA Sciene& and Technology otfl(:$ o1theUndersectetary01T1c:e 1C·032 
(O)!b''·· 
(C) \ '1-.)<>{bb) 
-S!Op:2100 
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INTRODUCTION 

FOIA/PRIV ACY ACT SPECIALIST 
GS-0301-14 

This position is located in the General Law Division, Office of General Counsel, Federal 
Emergency Management Agency (FEMA), Department of Homeland Security (OHS), 
where the incumbent serves as a FOL~/Privacy Specialist directly supporting the FEMA 
Freedom of Information Act (FOIA) and Privacy Act (PA) programs. 

Serves as a contact within FEMA and for significant organizational segments of the 
Agency, such as a Division, Office, Region, Center, or major field installation for guidance 
and interpretation of standards and procedures related to FOIA and Privacy Act. Renden 
judgments and conveys decisions regarding interpretations of policy. 

DUTIES 

As the senior FOIA Specialist, proviaes-guidance and direction to other FOIA/Privacy Act 
Specialists within the Office of General Counsel, Divisional and Regional FOIA points of 
contact, and new employees on the FOIA and Privacy Act Programs. The Senior FOIA 
Specialist provides comments on the work-product of other FOIA/Privacy Act Specialists, 
and provid~s training, as necessary, to ensure that the work product is in compliance with 
the FOIA and the Privacy Act. 

Conducts analyses of programs and staff proposals to assure implementation of policy and 
to recommend alternatives or modifications to existing policy as necessary. Develops 
guidanee te be used for implemeutini crt.tmm and eval1iafi0gprograml LV~-aAc!
recommends legislative, regulatory, or administrative remedies in cases where there are 
deficiencies in policy and issues not covered by precedent. Reviews incoming requests, 
contacting the requester as required for clarification. Researches requests, identifies legal 
issues, and analyzes whether there is any basis to assert an exemption to disclosure. 
Conducts extensive record searches and makes disclosure determinations. Drafts outgoing 
responses that ensure complete coverage of all issues, proper coordination with the 
appropriate parties, and compliance with FOIA regulations and policies. 

Independently performs a variety of analytical and management support duties related to the 
administration of FEMA 's FOIA and PA programs. Provides advice and assistance to 
FEMA Directorates. regions and offices on FOlA and PA requirements in making 
determination on request for information, documents and records. 

Reviews FEMA documents and records proposed by FEMA directorates, regions and offices 
for release or withholding though the Office of General Counsel to ensure appropriateness 
of any deletions. 



Drafts and signs responses consistent with established FOIA and PA policies and 
procedures. Reviews, as necessary proposed responses to FOIA and PA requests submitted 
by FEMA directorate, regions and offices for signature by the appropriate office head. 

Works with and supports OGC and Department of Justice attorneys involved in 
administrative and court litigation, including EEO, MSPB, FLRA and all other persormel 
related matters which are administratively confidential and which may involve issues 
related to FOIA and PA. 

Reviews, advises on, and conducts complex analyses, evaluations, or investigations in 
support of organizational programs, systems, and processes, including areas where 
definitions, methods, and/or data are incomplete, controversial, or uncertain, or where 
boundaries of the studies are extremely broad and difficult to determine in advance. Plans 
and conducts experimental analyses that result in new design guidelines, and have a 
profound effect on program or mission capabilities and/or operating procedW'es. Develops 
new methods and techniques to address novel or obscure problems for which guidelines or 
precedents are not substantially applicable. Documents and reports study results to 
management. 

Provides advice and guidance on FOIA issues not covered by precedent. Interprets 
regulations and FEMA policy regarding release of information under the FOIA and Privacy 
Acts. Initiates contacts with paralegal, attorneys, high-ranking public officials, and 
members of the public to give technical and procedural guidance on FOIA issues that are 
without precedent. 

Consults and coordinates with FEMA components and other agencies on unprecedented 
procedural problems to ensure consistent FOIA processing government wide. Stays abreast 
Qf alt policies amt ~atrectingfCCOfitinmevarpr;acliCei ·neveJOPS, orsamaa:and-= ---
provides FEMA briefings and training programs on FOIA policy, regulations, and 
procedures. Incorporates developments in FOIA and Privacy Act law and legislation 
including recent court decisions and FEMA policies. 

Independently researches, gathers and completes information in response to requests 
referred to OOC for response. Reviews information to determine its exempt or non-exempt 
status under FOIA or PA. Develops, implements, and manages the FOIA program for a 
major agency component such as a region or center. Meets with agency officials and legal 
counsel to determine the potential impact of FOIA activities on program operations. Makes 
recommendations to improve and streamline FOIA procedures. 

Compiles FOIA response data for quality control and planning purposes. Annually prepares 
for agency headquarters a congressionally-mandated report delineating FOIA response 
costs. Establishes, cultivates, and maintains all necessary contacts with individuals and 
entities associated with agency FOIA programs. 



Prepares and updates FEMA directives or instructions on issues arising out of the FOIA and 
PA. Makes recommendations for the improvement of, and ensures compliance with. 
FEMA's polices, procedures and guidelines regarding administration of the FOIA and PA. 

Drafts PA statements and the notices of the System of Records for publication in the Federal 
Register as necessary. Drafts FEMA's/DHS's annual report to Congress on its 
implementation of the FOIA. 

Advises agency officials of any incoming request which may warrant special attention or 
is deemed potentially controversial in nature and which should be coordinated with other 
offices to insure consistency of responses. Handles sensitive documents in accordance 
with Departmental policies and procedures. Provides program office with instructions on 
special handling if required. Participates in developing and disseminating policy and 
procedures regarding FEMAIDHS's FOIA regulations and policies. 

Perfonns other duties as assigned and perfonns other related duties as needs dictate. 

Factor 1, KNOWLEDGE REQUIRED BY mE POSITION Level 1-1 1550 Points 

The position requires: (1) Mastery of the laws, policies, and regulations in the FOIA and 
PA administrative field sufficient to apply new theories and developments to problems 
not susceptible to treatment by accepted methods, and make decisions or 
recommendations that significantly change, interpret, or develop major public policies or 
programs; (2) Mastery of a wide range of methods for the assessment and improvement of 
complex programs, processes and systems; (3) Skill to pl~ organize, and implement 
programs, plans. and proposals involving substantial agency resourees, or that require 
extensive changes in established procedures; (4) Ability to recommend revisions to 
agencyldepm ttueul pottctes- and rcgnlationi 1ii.Seif oil rcvlSlOilS to Iawl.;"-CO:urt -
interpretations, etc.; (5) Skill in analyzing written requests for information to determine 
the nature of a request, its exempt or non-exempt status under FOIA and/or PA and the 
best source for the requested information; (6) Ability to perform research for and select 
information relevant to a request; (7) Ability to explain, both oraJly and in writing, the 
applicability or non-applicability of the FOIA and PA; (8) Proficiency in writing, editing 
and the correct usage of language; and (9) Ability to use a personal computer for a variety 
of tasks, including word processing and data entry and retrieval in an automated data 
base. 

Factor 2, SUPERVISORY CONTROLS Level 2-S 650 Poiata 

The supervisor provides administrative direction with assignments in terms of broadly 
defined missions or functions. The employee has responsibility for independently 
planning, designing, and carrying out programs, projects, studies, or other work. Results 
of the work are considered technically authoritative and are normally accepted without 
significant change. If the work should be reviewed, the review concerns such matters as 
fulfillment of program objectives, effect of advice and influence on the overall program, 
or the contribution to the advancement of technology. Recommendations for new projects 

., 



and alteration of objectives usually are evaluated for such considerations as availability of 
funds and other resources, broad program goals, or national priorities. 

Factor J, GUIDELINES Level 3-5 650 Points 

Guidelines consist of general administrative policies and management and organizational 
theories which require considerable adaptation and/or interpretation for application to issues 
and problems studied. Administrative policies and precedent studies provide a basic outline 
of results desired. but do not go into detail as to the methods used to accomplish the 
project. Administrative guidelines usually cover program goals and objectives of the 
employing organization. Within the context of broad regulatory guidelines the employee 
may refine or develop more specific guidelines such as implementing regulations or 
methods. 

Guidelines include statutes, regulations, FEMA policy and directives, OHS policy and 
directives, internal office procedures and precedent, and guidance provided by the 
supervisor and work.group leader. Additionally, the incumbent provides guidelines and 
guidance in the form of FEMA directives, instructions and personal ercsenta.tions~ The 
incumbent is expected to use independent judgment ·111 making decisions, using the 
knowledge required by the position. Guidelines do not always cover all work situations, 
which requires the incumbent to adapt to existing guidelines or, in some instances, to 
develop new guidelines. 

Factor 4, COMPLEXITY Level 4-5 325 Pohlts 

The incumbent is responsible for analyzing interrelated issues of effectiveness, efficiency, 
and productivity of substantive mission-oriented programs. Develops detailed plans, goals, 
an6 objccti-.es for both ttm kmg~range amt die slimt-r.ange: iiiiplementaifoa-ana - - · · · ·---
administration of the program, and/or develops criteria for evaluating the effectiveness of 
the program. Decisions concerning planning, organizing and conducting studies are 
complicated by conflicting program goals and objectives. Assignments are complicated by 
the need to deal with subjective concepts, the quality and quantity of actions are 
measurable primarily in predictive terms, and findings and conclusions are highly 
subjective and not readily susceptible to verification through replication of study methods or 
reevaluation of results. Options, recommendations, and conclusions take into account and 
give appropriate weight to uncertainties about the data and other variables which affect 
long-range program performance. 

Factor 5, SCOPE AND EFFECT Level 5-5 325 Points 

Analyzes and evaluates major administrative aspects of substantive, mission-oriented 
programs. Develops long-range program plans, goals, objectives, and milestones or 
evaluates the effectiveness of programs conducted throughout an agency, or for a 
significant organizational segment of an agency, such as a Division, Office, Region, Center, 
or major field installation. Identifies and develops ways to resolve problems or cope with 
issues which directly affect the accomplishment of principal program goals and objectives. 



Develops administrative regulations or guidelines for the conduct of program operations or 
new criteria for measuring program accomplishments. Processes the day to day requests 
and responses related to FOIA and PA matters. 

Factor 6, PERSONAL CONTACTS Level 6-3 60 Points 

Contacts are with persons outside the agency which may include consultants, contractors, 
or business executives in a moderately unstructured setting. Contacts are also with the 
Under Secretary and the Office of the Under Secretary, Department officials, program 
officials several managerial levels removed from the employee, and FOIA points of 
contact. 

Factor 7, PURPOSE OF CONTACTS Level 7-3 120 Points 

The purpose of contacts is to influence managers or other officials to accept and 
implement findings and recommendations on organizational improvement or program 
effectiveness. The purpose is also to assist apcy personnel in properly and timely 
completing responses fo-FOIA requests and Privacy Act issues. May encounter 
resistance due to such issues as organizational conflict, competing objectives, or resource 
problems. 

Factor 8, PHYSICAL DEMANDS Level 8-1 5 Points 

The work is sedentary. However, some walking, bending and lifting of books and files is 
required in order to review, process or retire documents and/or files subject to requests 
under FOIA and PA. Incumbent is on 24-hour call for emergency assignments which ______ . 
may inelude disaster tocattna l!d11i. atrAAaaof siliio1iadia8ii· a:a:Mrfihy&lc::aJ ...qu.1£"88itts •.. 

Factor 9, WORK ENVIRONMENT Level 9-1 5 Points 

The work is typically performed in an adequately lighted and climate controlled office. 
However, it may include disaster environments and related working conditions. 

Total Points 3690 



Freedom of Information Act and Privacy Act 
Specialist, GS-0301-12 

Position Number: 
Organizational Code: Office of General Counsel 
Organlzatlonal Location: Washington, DC 

Introductory Statement: This position is located in the General Law Division, 
Office of General Counsel, Federal Emergency Management Agency (FEMA), 
Department of Homeland Security (OHS), where the incumbent serves as the 
FOIA/Privacy Specialist directly supporting the FEMA Freedom of Information 
Act (FOIA) and Privacy Act (PA) programs. 

This Job Analysis Worksheet documents the job analysis for this position. It 
documents the relationship between the duties performed in trns position and 
the KSAs m-be used tor recrumng purposes. It lists each major task, the 
corresponding KSA, the KSA rating, weight, whether it is essential to the job, 
and whether it distinguishes superior candidates from barely acceptable 
candidates. 

1. KSA: Knowledge of the Freedom of Information Act (FOIA), the Privacy Act, 
related portions of the Code of Federal Regulations, and FOIA/Privacy Act 
policy and procedures. 

~ .. - -~-

OPEftATIOHAt Dl!ftNtTIOft: THI! PERSON IN THIS POSITION MUST 
HAVE KNOWLEDGE OF THE FREEDOM OF INFORMATION ACT, THE 
PRIVACY ACT, RELATED PORTIONS OF THE CODE OF FEDERAL 
REGULATIONS, AND FOIAIPRIVACY ACT PROCEDURES IN ORDER TO 
DEVELOP APPROPRIATE RESPONSES TO FOIAIPRIVACY ACT 
REQUESTS. 

Screen out KSA? no 
KSA Weight: 1 

MAJOR TASK: 
Performs work related to the Freedom of Information Act (FOIA) and Privacy 
Act requests. 

MAJOR TASK: 
Provides advice and guidance to FEMA management, staff, and the public 
regarding disclosure of agency records under the Freedom of Information Act 



(FOIA) and the Privacy Act. 

MAJOR TASK: 
Develops, implements, and manages the program to coordinate requests for 
information under the Freedom of Information Act (FOIA) and the Privacy Act. 

2. KSA: Ability to communicate effectively orally. 

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST 
HAVE THE ABILITY TO COMMUNICATE EFFECTIVELY ORALLY IN BOTH 
FORMAL AND INFORMAL SETTINGS WITH PEERS, CONSULT WITH 
COLLEAGUES BOTH WITHIN AND OUTSIDE THE AGENCY, AND 
FORMALLY PRESENT INFORMATION ON FOIA AND PRIVACY ACT 
ISSUES AT OUTSIDE CONFERENCES AND IN AGENCY MEETINGS. 

Screen out KSA? no 
KSA Weight; 1-- ---

MAJOR TASK: 
Develops, implements, and manages a program to coordinate responses to 
requests for information under the Freedom of Information Act (FOIA) and the 
Privacy Act. 

MAJOR TASK: 
Performs wort< related to Freedom of Information Act_(fQl~}a._~ Priv!!cy_Act requea. ·· · -- - -· --- ·- ·· 

MAJOR TASK: 
Provides advice and guidance to management, staff, and the public regarding 
disclosure of agency records under the Freedom of Information Act (FOIA) and 
the Privacy Act. 

3. KSA: Ability to communicate effectively in writing. 

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST 
HAVE THE ABILITY TO COMMUNICATE EFFECTIVELY IN WRITING IN 
PERFORMING ADMINISTRATIVE/PROGRAM SPECIALIST WORK TO 
CONVEY INFORMATION IN WRITTEN FORM SUCH AS CONTRACTS, 
REPORTS, LETTERS, OR DOCUMENTS. 

Screen out KSA? no 
KSA Weight: 1 



MAJOR TASK: 
Develops, implements, and manages a program that coordinates requests for 
information under the Freedom of Information Act (FOIA) and the Privacy Act. 

MAJOR TASK: 
Performs work related to Freedom of Information Act (FOIA) and Privacy Act 
requests. 

MAJOR TASK: 
Provides advice and guidance to FEMA's management, staff, and the public 
regarding disclosure of agency records under the Freedom of Information Act 
(FOIA) and the Privacy Act. 

4. KSA: Ability to effectively plan, coordinate and execute work. 
--~~-------« . c' 

OPERATIONAL DEFINITION: THE PERSON IN THIS POSITION MUST 
HAVE THE ABILITY TO EFFECTIVELY PLAN, COORDINATE AND 
EXECUTE WORK SUFFICIENTLY INCLUDING BREAKING DOWN THE 
REQUIREMENTS OF THE ASSIGNED WORK INTO COMPONENTS/TASKS 
THAT ARE ACCOMPLISHED BY COORDINATING WITH FEMA PROGRAM 
EMPLOYEES IN RESPONDING TO FOIAIPRIVACY ACT RESPONSES IN A 
TIMELY MANNER. 

Screen out KSA? no 
~~~i~--- -

MAJOR TASK: 
Performs work related to Freedom of Information Act (FOIA) and Privacy Act 
requests. 

MAJOR TASK: 
Provides advice and guidance to management, staff, and the public regarding 
disclosure of agency records under the Freedom of Information Act (FOIA) and 
the Privacy Act. 

MAJOR TASK: 
Develops, implements, and manages a program to coordinate requests for 
information under the Freedom of Information Act (FOIA) and the Privacy Act. 
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Papoi, Catherine 

From: 

Sent: 

To: 

Subject: 

(b)(2)(1ow) Pavlik, Catrina <TSA-FOIA> 

Tuesday, August 15, 2006 11 :10 AM 

Papoi, Catherine 

RE: Component FOIA Policy 

Attachments: FOIASOP4.26.06.doc 

Pagel of l 

Our management directive is being concurred upon right now internally. Once completed, I will get to you and 
Hugo for concurrence which should be in the next two weeks approximately. In addition, Here is our internal 
SOP. This will also be modified (once all bugs are flushed out) due to the fact that we are beginning to go 
paperless and maintain documents on CD ROMs and within the computer systems as attachments. 

From: Papol, Catherine 
Sent: Tuesday, August 15, 2006 8:37 AM 
To: Avldan, Elliot; Christian, Cindy; Fields, Marshall H; Harrison, Barbara M; Hawkins, Donald K; Holzerland, 
Wiiiiam; Hudson, Reginald; Huff, Latita; Marshall, Gloria L; Ortiz, Magda S; Ovall, Jeffery; Ford Page, Sandy; 
Papol, catherlne; Pavlik, Catrina TSA-FOIA; Sealing, Donna; Suzuki, Shari; Taylor, Donald; Worthy, Gayle; 
Zimmerman-Pate, Marty 
Cc: Papol, Catherine 
Subject: Component FOIA Polley 

For those of you that sent your Component's FOIA policies last Friday, as requested, thank you. For those that 
did not, please send me an email indicating when I can expect to receive the information. Thanks. 

-Catherine 

Catherine Papoi, J.D. 
Acting Director, Departmental Disclosure & FOIA 
Privacy Office 
Department of Homeland Security 
Phone: (571) 227-3813/Fax: (571) 227-1125 

This communication, along with any attachments, is covered by federal and state law governing electronic 
communications and may contain confidential and legally privileged information. If the reader of this message is 
not the intended recipient. you are hereby notified that any dissemination, distribution, use or copying of this 
message is strictly prohibited. If you have received this in error, please reply immediately to the sender and 
delete this message. Thank you. 

8/16/2006 



Papol, Catherine 

From: 
Sent: 
To: 
Cc: 
Subject: 

Importance: 

Attachments: 

-----Original Message-·-·· 

OPStasking (b)(2)(1ow) 
Monday, August 14, 2006 9:48 AM 
Papoi, Catherine 
Marshall, Gloria L 
ACTION ITEM FOR OHS Privacy Office 

High 

ORO SAMPLE EXPEDITED TREATMENT DENIAL.doc; ORO Admin Appeal Sheet.doc; ORO 
SAMPLE FEE WAIVER DENIAL.doc; ORO SAMPLE PERJURY STMT ACK.doc: ORO 
SampleWording.doc; ORO Billing Data Sheet.doc; ORO SAMPLE NO RECORDS 
RESPONSE.doc; ORO Admln Closure.doc 

From: Marshall, Gloria L 
Sent: Ffiday, August 11, 2006 2:39 PM 
To: OPStasklng 
Cc: Gaudioso, Giovanni; Aelds, Marshall H; Rittenberg, Scot R 
Subject: ACTION ITEM FOR OHS Privacy Office 
Importance: High 

ORO SAMPLE ORO Admln Appeal ORO SAMPLE FEE ORO SAMPLE ORO ORO Bllllng Data ORO SAMPLE NO 
'EDITED TREATMEN Sheet.doc (30... NANER DENIAL.d .. RJURY STMT ACK.dcpleWordlng.doc (42 Sheet.doc (30... ;CORDS RESPONSE 

OROAdmln 
Closure.doc (53 KB} 

PLEASE FORWARD TO CATHERINE PAPOI. ACTING DEPARIMEtJIAL DISCLOSURE OFFICER 

Good Afternoon, 

The OHS Privacy Office requested all existing FOIA/PA guidance Issued by ICE. We have attached samples of 
documents we prepared for ICE's Detention and Removal Operations. ICE follows the OHS FOIA Regulations, 
together with the FOIA Stiitute and the Freedom of Information Act Gulde and Privacy Act Overview authored by 
the Office of Information and Privacy, Department of Justice. 

Additionally, FOIA Training Books for our FOIA Training Conference August 22 are being prepared and we wlll 
provide a copy of the complete training book. All ICE FOIA processors received inltlal FOIA training by ICE 
FOIA.(lnformatlon Disclosure Unit). All FOIA Coordinators In the 28 SAC offices have been trained and received 
the books, guides, etc. Indicated above or will receive the updated versions at the August 22 training. 

ICE has sent out various emails to Chief Counsels regarding FOIA matters and those emails, together with the 
Training Book wlll be delivered to the Privacy Office on Thursday, August 17. 

Thanks Much, 



";.-..• 

Gloria L. Marshall, Chief 
Information Dl1clo1ure Unit 
U.S. Immigration and Customs Enforcement (ICE) 
United States Department of Homeland Security 
425 I Street, NW • Room 4038, Washington, DC 20536 

(b )(2)(1ow) fax I (b )(2)(1ow) cell I (b)(2)(1ow) 

NOTICE: This communication may contain privileged or otherwise confidential information. If you are not an 
Intended recipient or believe you received this communication In error, please do not print, copy, retransmit, 
disseminate, or otherwise use this Information. Please Inform sender that you received this message In error and 
delete message from your system. 

2 



OCT -05-2Jllll'I ea: 02 949 360 3233 

Immigration And Customs 
Enforcement 

De'9..-ata 1111'9,.._. OI ft••11d •••l'lly 
~ l1a ls .. 11 Mii Qlll1• l1at Wit 

949 360 3233 P.02/83 
.rtaplUll 

'--· --· ··~--· ---·· __ ,... __ _ 
PRllDOM OP ZNPORMAnGN ACf (DIRICTOR) 

......, .. 111191 107,521.00 - lft,774.oa U101111' .,,,., 

........ Gl'llde: GS-GJ01-1S 

Open Ptlrtodl Tullcllrr. OclDDlr 03, .. 
• ~. OCIDlllr ,., 200I 

PMltlon lnfol'llllltlon: Fu1 T1n1e an.rJCner 
C'!lnllltlDML 

Duty Locatioll9: l V1Cm1CY - WllNnQtan, DC 

Thts palltton supports our mlulon to prevent ldS of terrorism by mrgetlng tl'MI people, money, 
and metartara that 1upport tam:H1lt and crtmlnal actlVltl•. Our Yillon II to bl the nation's 
prwmlnent w enforcement 191f1CY, dldtc::at!ld to detadlng YUi.,.....,....._ and preventing 
vtolltlons thlt threaten nltlanal securtty. Imrnlgnatlon and CustDml lnfarcllment (ICE) _. 
ettabllShed to combat the crtmlnal and national security thrutl emergent In a PGlt 9/11 

- ~~~-me-~~-------------------------·-·----· ------------ -----------~-

Cumnt Fcdll'll ~ ..-vlDa on aw ar cmom'-CODClidoml lppDinllam at fbrma' 
Pednl 1q»loyeall wi1ll ntillltl-- cUatJdlitY. 

Cumnat IDll fhnml' Fcdml employw who meet the atlhlilbed mitlria ID m omce of Penonnel 
Manapmmt lnten:bangc AgreemmL 

Vctcrw who-. prdacnce ell&i'blea ar who have bem MpDted under bononblo coadi1io.m after 
3 years or ams of conrinuou ~c::e will receive COllllderation under the Vetaw Bmploymml 
Opportunity Act (VBOA). 

Orpalnffoa.a Locadoa: Thil poaido:ll ii located m tbe Of!lce oftbe Alliltlat 
Scxnmy, Immipadon lllCl Cultoml Bnfarcm1ent, Wllhingtoa, D.C. 

Kllocadoll E..-: Rclocatloa ~will not be plid. 

NOC.: One or men politlaol may be filled Uliq tlDa YICIDCY IDDOUDCCllDIDt. 

Q•aduullnlS1pportlq Dtcmeatl: The Questionnaire and all sapportins «k>cumenta mmt bt 



OCT-e5-2fllll'I 09:02 949 360 3233 949 360 3233 P.03/83 
npi.011 <i) 

submitted md received by 12:00 Midnisbt BDT Oil the cloaiQa date of this IDDOUDCCIDHlll Tuesday. 
October 24. 2006. 

Applleadw ad ............. dael-tado9 'frill NOT bl acaptld bJ mall or maLTlle 
......_ llltld lltlow II forlmqU1ll omlJ'. 

KeylleQulrementm 
• U.S. CltlZenlhlp 
• Blc:kground Semrtty Invat!Oltlon 
• Drug ScNentng 

··--- ... 

·----·------
Major Dutle91 
You wlll serve 11 the prlnclPlf ldvitar to the Alslltlnt Secretary and Deputr Alllltant 
Stlcnlt:iu1el on Ill me1tltrl reldng to the public dlldolure of lnl'ormatJon. Vou wfll ronnullte 
•nd Implement policy • It relatwl tD the l're.som of Infarmatlon Act (FOIA)/Pi'IVKy AO. (PA). 
You wilt partlelpMa with Jmmlgr11tlon and CUltDml Enforcement (IC!) •rrd/or Department of 
HDITHtllM Stc:Ltr1l¥ (DHS)..~-.V litlgltloA wt.iell Ghllll9rl9• the-lftlUal or appMI 
determlnetlOn with ,....a to FOIA/PA ~ You wHI melca 1'1!COmrnendatlOnl ta senior 
management, or tD senior Depltrtment ltlff on behalf al ICI, to resolve mnftldl and tD 
promota thtl effectlv9 Implementation Of ICE plans, programs and prlOrltlel. OYersll• the 
preparation of ltltfstlCll rwports both for Congniss and Internal use to reflect ICE activities 
under the FOWPA during lllCI\ ftscel year. 

You Wiii plan work to be acmmplllhed by subordln.tes, sets goall and prtorldllS, and preper11 
sc:hedula tor completion of wort. You wtU 8ISign wark to subordl,.._ bned on dlftleulty of 
8lllgnn'IWd:a and ltlff cepabllltleL You wtU perform the admlnlltrltlve and human nlllOUl'CI 
management l\mc:tlonl relatlve to the stllfP suplllVll8cl. You will l"llOMI lntOrrnlll mmplUd:a 

. -· _tmd ~ Yau..Wlll.d&'velop.WCN't. improvement plw, r-9Cll1tt1ttendlftl ,.,... • .,.11Cttar11...----··· --~ .. --mm----~ ...... ·-11JworklflflllliMft6WOi'RlftCf~-na:as 1ry. ""' .... 1i'9V••- _,.._ ., .... ~-
.,,..... You wll bl l'llpOnStble ror furthering the pis of equal employment opportunity 
(El!O) by taking palltlYe 118ps tll .-.re the ecmmpllshment ol llfllnNUve ac:tJon obJdvel 
and by ac:lhertng to nondllcrlmlnatllry MnpioyrMnt prletlall In regan:ll to ,.., c.otor, Nllglan, 
sax, nltlorwl orlgln, age, or handlalp. 

QulliftcllaoM and ..... ...._ L. ___ . ·--·· 

Qu•llfk:lltlontll 

GS-15: You quallf'V at the GS·lS level If you pGMW one (1) year of spec;811ud upar'lenal 
tllitt equippecl vau with the slctlls n..cl9d tD perfonn the Job dutlll. Tbls expertenm mutt hllve 
Dean equivalent tll at lellt the GS-14 lavel. Exam.,._ lnduda performing, ..itnlng and 
reYllMng the compHatron, analvstl, lndmdng Ind overall handUnt of pertinent matartal and 
Information In aa:ordlnm with the ACTS; supel'VISJng 1 htghly tecttnlcll and complex 
admlniltnltlve progr11m that c.onducts the moet dlff'k:utt complex and dltnc:ult reM8rch projects 
and aulgnments pursuant to requests far tnf'onnatlon under the Fraedom Of 
lntormetton/Prlvac.y Acts. 
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bqulnmenb: 

U.S. a11zw11111p: candldetll muat be United States dtlZenl and present proof of dtlmnshlp, 
trsefemd. 

"ftlU In Clnde: Tima In g ... cle rtltrtctlons ml.llt be met by the dosing dllta of this 
announcerMnt. Appllclnta muat have 1t leatlt 52 •Ilks of •rvtc8 equlVllent to the next lower 
grade l8Yel In the normal line of progrealon for the sx:mltlon to be ftlttd. 

Qu•llfk:ll.-W• .., C1o111111 Deee: Unlela athlrWI• noted, you mutt mHt 1U quaHftcatlon Ind 
ellglblllty raqulrerMnts by the dollng dlte of the announcement Tuesd11Y, October 24, 2006 • 

....,_nd .._..,~·You wlll Mid to suc:cellfulV complete a bllckgrouncl 
securtty I~ beral'lt you can be 1ppolntld lntD thll position. 

Dnll T_.. You must IUbmJt to •drug talt Ind nalw • negatMa drug t8lt re.ult before 
vou can bl appointed Into this position. Alttlr ippOlntment, you wllt be subject to ... nc1om 
tllltlng for llllglll drug u•. 
9op8rvlHl'f/ ... R81 ............... ,, Pwlod: 'too tN1V De t'IQUltefU6 Mive a twelVi 
month probltlonary per1ad upon appolntmant to thll position. You may allo be raqulred to 
completa an appropriate suparvllOry trmlnlng murse within one year of aagnment tD thlll 
polltlon. 

How You Wll le lvaluated: 
llMlllUltlon9 

Yau WI IMI avlkMlllCI ..._..,... lf'l91111f*T••• you pn:Mde on .. Jab II** qllelllannlllretlll ill 
requftd • Pll't fll ._ ~ proa111 far thll Potllon. You wll be r'llllll:I b9lllll on YfU lllJIPOD• 11 ll'ld 
111'W'lld a_. t8l"'"9 tan 70 tD 100 point.. C.ICMatlll •be •••eel far 1111c11an In WXMdlnae .-. 
lltt_llmllJlf.b '"'!'!!!!!~!-~~_:_ __ - -- --- -- -- ----- --~-----------
Al .. Wormllan you provide.,., be wrtflilCI by• l'INllw fll 1111 wark ...... lndlor ldllClllOn • ._,on YfU appllclalol1 forml. bf c:heal*ag •••ia. lftd lhraf4t oltm' ....,., IUCh • ._....,.. 
pnJClll, Thil Wl'tlclllall aUd GOii.i' Ill q ... fll .. applatltlon ..-111 Air/ ......... fll 'flJAI _.. ........ ....,..., «....,... tDC0111G11111lnbm11onmar11e grounm far ,..JCIU lnllglblll. not 
hirtnD you. or far tiring you aftlr you bigll'I wartc. 

........ tnd Other lntbrnlllltlaft l_ ___ . ·---· -·--

aenent.1 ......... 
The F ...... ggvern1W1t oft'ww a runblr fll ..,aanal ber.nts to II employw. 1l19lle bef*b lnalude. 
bUt .. not lmllcl to:.,..., ................ lldlll IPlfdng Sid~ mnt llCCU'ltll, IMUll 111d 
liCk leave. long..aarm CIR inannce. Ind iwlllMllnt llMngl pllrll, Ind trltlllt tublld .... For men 
il1formlltlon abaut thlla beMlta. .,.._.VIII httg://www.lMjpbl.QOm.gov/11&1.aa 

Other laformatlon: 

0th• Information 

lndlVlduals WftO have spec:tm pr1or1ty selectlon rights undw the Agency Qmr TranaltlOn 
Asststance Program (CTAP) or the IntlC'lgency Cll'llf' Transition Atllstance Program (ICTAP) 
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must b4I well quallfted for the position to l'9Clllve conltderatlon tor specllll prtorlty selectlon. To 
be w1H-quallflld and exerd• selectlon prlot1ty for thll vacancy, dllplec9d Fedenll employt:• 
must be l'lttld at 85 or lbcwe on the 111t1ng Q'ft.erll far this position. For thole lnltltnCll where 
tne belt quallfttd llltl tndude appllcanta with ICDl'8I lea thin as, tht well.qualtfted score 
becames tM lowest seon1 on tM bllt qu11llfttd list. CT# and ICTAP etlglbtes must submit one 
of the followtng • proof of ellglblllt.y for the IPIChll selection priority: a separation notice; • 
•Notice of Personnel Action• (SP-SO) or equlvelent that documents MPlll'ltlon; 1n agenc:v 
certification that you Clnnot be pllced llfblr Injury compensatlOn has been tarmlftlted; an OPM 
notlbtlon that your dlllbllltV 1nnu1ty has been tarmfnetlld; Olt 1 Mlfltlry Department or 
Natlonlll Guard Bureau notlbtlon thlt you are nltlrad under S u.s.c. 8337(h) or MS&. 

it you ana a cummt Cl.., ar cal'8lf'-COl'ldltlonel Federal emptgyee or farrMr Fed.,.. .mployel 
who hlll rel111t11t9rrlent ellglbltlt.y, you nwy bl required, at • llter da, to submit ICldltiol'tll 
docurnentatton that supporlll your dalm end reflecta aner or caret1r-c:ondttlonll tenure If you 
ant unable to pnMde the l"IQUlred documentation, you WIH not tNI gMln further m~ 
unds ti* announclll'Mlftt. 

If you are ftllng undw the V!OA (V.tllnlrw Employmet Opportunity Ad:) or the VM (Vltlrlnl 
Recruftment Authorll.y), YoU mUlt lnCludll tn your applatlon PICbge • copy ot your DD-214 or 
otMr proof of ellgtblllty. If you are ltlU on ectlv• duty, you "'llY submit • ltllt4lmAlnt of .-va 
fftW'ft yow.unit wl!llcl9 ...._ "'9 dlltll you entered ldl'fe duty, IN dWtw yaa .,. wp&Nttnt, anct 
the campi1lgn m..,. you have rec:alYad. l'or men Information on the VEOA and VM, mnlblt 
the Vets Gulde llt: bttp;//www.gpm.goyhetcmns/btmllyllalld1.htm 

Promotion Potentllll: When promotion potentlal Is shown, the .-::V II not making a 
commitment and II not obllpted to Pfa'*ide future promotions to you If you 1r1 sllect9d. 
Futul'9 promotk>nl wUI bl d9pendn on your ablltty to perform the dutlll at a higher llwll, tlMi 
continuing need for an amplo,_ Mllgned to tha hlgt. level, •nd lldmlnlltnltlVe approv.a. 

It this Is a sup1rv11ory poalttOn, under pnwlltons of the avtl Servlclt Reform Act, ftrst time 
supll'VllCHW and/or managers Wiil tNI required tD serve a l·yar prol)lltianary pWIOCI. You mlY ________ _ 
... bit reqall ld::ta:ca11 .... 1w 11nppmprW:~tiiliill'IJ mine Wlfiliitbi:ana Yllll' ~ --
aalgnment to thll potltlon. 

You must submit en ,.qulNCI lnformltlon by the clOafng deta. If ~ 1n1 not l"lalved, 
your applleltlon wUI be evaluetlld IOllllV an tM Information 11Vallable and you mlY not l"ICllYe 
ruu mNldlnltlOn or mllY not be CDNlldered ellglble. Alla, It you do not provide en emall 
add,.., you wlft not be nottn.:t fJI the outmtr. of your appllcltlon. 

All 119•ncr •mployW are 111qulred to particlpatll In Direct Depoelt/!leCtl'OnlC Funds n-anater ror ••ry paymants. 

Equll &mplGyment Opportunity: Thi egenc:y II an Equal Oppartunrty Employer. NA mndldata 
will be c:onrk111"1d regardlell of thetr ram, color, reUglOn, sax. national origin, 199, ..,,.., 
orientation, protat:ad genetic Information, &tlt&a • a parent. lawful polltlcal efflllatlon, merltlll 
ltlltus, physlc:al/l'l"Mlfttal dlAbllltV (If not 1 job f'KtDr), membership or non .. memtHnhlp In an 
employee orpnlzltlon, or any oth• nonmerlt rector. 

AppJIQnts requiring nllliOnable aa:ommodatlanl for anv pert ot 1:M •ppticlltlon Md hlrtnt 
process should contllct thll Hu"*' Reloul'Cl8 Offtee Repre1entat1ve llsted on thl9 
announcement. Oetermlnatlona on requeets far reaeonable accommodation wlll be made on a 
case-by-cu. ball. 

Important! All tne Information you orovlde mev a vertned by a review or tM work IXIMH1ttnct 
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ind/or educatlOn u shown an your apphcltlon fonns, by checking references and through 
other means, such es the lntarYllw prac1a. Any •lel99•ratlon of your expertenca, re.. 
statements, or at.tmmpts to concul lnfarmltfon mey be grounds f'or not hlrtnQ you, or for firing 
you after you bagln wortc. 

- .. 
How to """""' 

How To Applyl 
You na.t canlplllll lie onllne aocupatlaNll QUeltlolNn n submit 1,... ID recelV9 GGnlktnlan tit 
thll WC81GY ll'lf'IOUnClll' ~ be ... to reapond to Ill qu.tlona In the onllne qullllal1llllr9. 
Omlllianl ,. ..... may ... yall' rd'lg ,. ,.... ... yaw' belr"ll rllllld 11'1111gt:t111. 

To Mt I ntW oacupetlonlll queltiol ..... dick the lrM bllOw. Once yau NM oamplllllld hi oceupdOnll 
q1M1onnan 111eat 11e w t1u1an. At. the nmct 11C1W dlak u. ........... bulan. 
f1ttM:Uww•.bMantlm.Dm/'11MM!IDMpptweenKnugp.1p 

To ..... n leter 18 compllll • ot••mllal'llll .. 1111 ....... elalte. Mk bllow .~-·-· ~-··~~----·--

btyw;llWWW,hNll'Yk:M·Arg/v'"QnllwapJuwonllneapp.111m Md compl8 the reqi 1*1d 
inram.tlan an the rfgftt IWMI lldll dhl ...,. OnGe yau haW camplal1d lie ocaupdanll ~ 
dick .. "Flnltlh" bulan. Ii the nlllt ICl1llft elk* .............. butlun. 

To uploed I ,_..orolhll'documml 

1. NS )'OU h8Ye clae.d ht IUbmlt bulDn yau ""- upbld '/OA6 ,._, CUak hi "ro uplaM I.._.... 
................... bulan. 

2. Al .. DacunenlUplaad ICIW1 ..... I'll tnil f/I ...._..you n ~far upfoad tam lw chi> 
daWn mMU an tt.ltlftlldrld.,. .,_, 

1 Clck .......... WlllCJ.-:ftllil •YDU WiRllDIUllrNt 

•· CM.,. ,1p1D1d" bulan tl:l IUbmllhedocunRtl& You wll !'90llvw 111"'Uplold8uccutM" 
actn:Ml•dglnllnt ......... blln nlll!Vld. 

Tofa1 ,......._.Ollwl'diOCunlent 

Cllak an 119 llnk b9law to ab1* tie IPIC:llt app1ca11on ocww page. 
nap;Jlttlflll19 ..,.,... =-·Ill- Mllre u. ll1lt yau lnaludll fw lkhnct.'.,.....,, ldenlllclllan 
numb9r ML 122m, your iwne. ll'ld S8N In ht bkdll providld «we wl not b9 lllle fD 1111ld81 yG11 
,.., ......... d_.~ .. The,_ numblt Is t-471-717-314'. 

Pltlae nolll. if JOU wllh ID uae )QI" USAJOll rtlURle, pltnt h.....,. and fllk 1111 ID 1°"'78--757-3144. 

To Vllf't ~JOU eubmllld la IUCCllllUly recelwed, ratlow lhelll ltepl: <n-e ..... cm only be 
UUll while ................... oplft.) 

1. Oo lo .lltcJllC/.L.ram..br·Hryk:ll.org/uplQnlln.•pptu1119nllnMpp.aSQ1 ano 10Q In using the bole 
on the r1ght hnt llde ~the page. 

2. CUck 119 rmdlo butllDn far M V1C81'1Cy ldllnllllcatian Number: ML 1229 Cb S'eMd • v.c.nc:,. 
3. MIU N'l l'llt Ill of YfU doCUmenll IPPIW on h table with a ltl!IUI d Proclued. 
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In ~ 10 oompletlng In on-line qu8llOnnllN end IW!tliUlng en CM'Hlne reuM. the 1blowtng tupp0ttq 
dacumlntl mutt tMI r'°9lv8d by .. dallng d8ll ol\hil WINIUl'Mlllftft. 

v...,_, documenlllllon If ftllna under YIOA. VM or cfalniiG vetlrW' snlli•1e1 (e.g., DD-214 • 
s'8tllmlnt o1--. VA lellt. 8F·15). If ya&.1 n.,., "* lhl V£OA (V..._ ~ Oppartunlty 
Act}orlMI VRA(V...,.. ~~), )1DU nut lnducle n yaur IPPllt1fll'at pitkllglta caprol 
'f0"6 DD-214 or athtr proof ol lllgMly. If'°"' n •on mive duty, you lfWI 8Ubmlt a..._.... rl Ml'Vita 
frOrn yu unit whlGh ........ dllll you tr'llnd .... duly, .. dlfa_)!IU ............... nl .. C9•IPlicln 
medall yau hive l'eCIMlcl. Far men lnfom'lllllan an lhe VEOA a VRA. CXJNUtt lhe v• Guidi at 
h~.gpm.goy[yetl(IDl/btml/ylt,gy•:-

Praaf of Sglbllllr If_..,,. far canlld111l11111 undlr a prlortly llllCIOn P"9Wft (e.g., CTAPllCTAP) or• 
..... appailltlllg Uholfty. lndlvldulll who,.,. ...... prlOltly .... *" ......... NJ/lltOI c .... 
T191lllllan MlllC.ICI "rl:" (Ct!AP} or bt fntlr91C¥ r.c-: TrnllaP >•...,.... T CCT-. --------- - --mu-ne-...-c.jiilll(id IDI' poe111ora ta l1ICWve CCllllldlralan w tpeclll pr1or1y 1111 Clllon. o tMI _... 
quallllld *1d .,.... llleotlan priority tar"" "81Wlq. dilplaclcl Fedlnll ~w IT'Ult be rlllld at 85 or 
atiova an tM ...tng crll9rtll far 01ll pollllon. For lttaM ~ whn 119bllt•llled11111 lndude 
~· wllh IC'CINll leM tllft 85. the Wllkplllllld ecor. becamel tw lowlt san on lhe bllt ~ 
Ila CT N2 n ICTAP ellglble9 ft'IUllt lubmll cine,_ the lollowq • plOd ti tllialbllY far fie ..... •leolon 
prtortly: a lepllllllon nolDe; I "Nob d Ptrlnrri111 AfAton• (Sf..60) « equlvllerlt 11111 dacumll'dl aepnllor'i; 
~~'* ....... ht yau GllMOt t. placl an.r ~ CX111*111111111h91bW1terrnNilld:1n CIPM 
nollbtlon that your 111--.Y wu&y hal bMn ~OR a Mlllly Deplr;i1Jlnt 01 Nalonll Gun 
SUrml nalllolllon hit you .. ,... ...,.. I U.8.C. 8387(h) or 8'51. 

Praaf rl EllgllllllJ I l!pplylng far CCllllldlralan w1dlr .. Ofb d l'erlor•lll Mlnlglmlnt 1n111a.,. 
~· -~_....JIJNHerd..,WV.S.O. c-. .,.... ........... ll1llld•• -·---··-·--. 
~mu1t1abmllpu1Gfof_.,ltd't••...._at~W1M•1_.;aroew---
apprapi• dorAIMnllltlan. 

YOAll ~Iii Ind Ill IUPPGllHg dDcalnlnillan must be nlClltl9d 1'112.'00 mldnfd'lt (!altlrn The) on .. 
dGllng dllil. Nallt that you WI be lloRd ID apply.,...._ once but a.•~ 11 lw MJ GM 
lhlll wl IMt Ul9d. 

Applleallana and IUPPOl1lnO esocum.tlilari wll not bl ... lrl "1111. If you ........ fD ll'PIY on-line, 
cont8Gt ttw Hunwl ........,_ Oftlol nlPI••• llmlwt llllld on lhll.........,. at.._. cine cllr prior to ttw 
ok1tllng..., far~ lnllrUctloM. 

Contact lnfol'llllltlon1 
Rlallna T. Takeda 
Phone: (949)360-3025 
Emell: Rlzll.Takeda0dhs.9ov 

Or write: 
Laguna serv1ce Centv 
24000 Avllll Rolld 5th Floor 
Laguna Niguel, CA 92177 
USA 
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What TO lxpect Next: 
W#Yt To ~Jtllfld Nut 

We expect to make a selection within 90 daya of the clollng data d this announcement. 
You will be natlfted of the outcome. If fUrther evalulltlon or interviews are requlnild yo&1 wlll 
be contacted. 

EEO Falley...,_ I._, __ 

The Unbd StMlll Gowmment does not dllcrlmlneta In emplcWment on thl buls of 111Ce, 
color, retlglon, sex, netlOMI orf91n, pollt:IClll llfflllatlon, ...,_. orllntatlon, martbll stlltus, 
dltabfllty, age, membership Jn en employee orpnlZlltlan, or other non-merit ftlctor • 

... -·-- ·---.1-~ 

l'edenll 119nc111 must provide remanabla ac::commodetlon m appllclnts with dlabllltlB where 
approprletll. Applicants requiring NllOn•ble ICCDmmodltlon ror '"' pert of th• 1ppllc:atl0n and 
~ pl'OOl9I shoukt COfttlCt tbl hlrtno IQllQ dlmd:I¥. DarmiMtlaM 911 ......... ,_ · 

·----·- ··· --r...,natiJi acmmmodatlOn wtil be rMde on 1 Cllle-Dv-m&a bBsll. 

liiliii iJi)(iiiji)Cjlji) 

d!Jar-"" ............ 
Lllln s.vlol Olnt8r' 
24000 Avt• Ro.cl 5th Floor _________________ . 
Dijiiiii~ClDm .. 
USA 

(fl. an dnntl 
,... ...... _ lllllout .... 
Rlzallna T. 'hlkeda 
Phone: (949)3e0-3025 
Emalt: RID. Takeda0dha.9ov 

USAJOU Control Number: 750754 
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Immigration And Customs 
Enforcement 
D9Pt,.,.... ._.,....tor•-•••• ,.,... 
....._, i..1.,.M1r •• Q1ll1m1 lallll1•111 .. 

JNANNlllllClllll_ ........... 
LMl-AIT·IZllCHIT-84 

PARALIGAL .. CIAI JST (POI.A/PA) 

949 360 3233 p. 171'83 

8al111Y Rangel 44,IM.OO • M,llt.00 U!ID par yt11r O.-n P9rladl l'rillly, Octlc*er 20, 200I 

·~·--·-IO,-••rl• ......... C:S-OHD-Ql/12 Polltlon lnfonnlltlon: M Timi Cllw/ClrW ClDftll•• 
-----~ Duty LocmtlonM,.. vwtM. maw~-~~~~--

Thl!I position supports our mlllMon tD pravent acts or tarrortsm by targeting the people, mon11Y, 
and ~ ttmt support terrorl:lt •nd crimlnll ICtlYltles. our vtllon II to be the ..UOn's 
preeminent Llw enton:arnlnl: llg8nCV, dedDtld tD detac:tlng vulnerabllltlel •nd pnrventlng 
vlotaaorw thmt thrUten natlonll aacurtty. Immigration and Customs Enf'orcwnent (ICE) .s 
atablllhed to c::omtMlt the crtmlnll •nd natlon8t MQUty thruts "'*119nt In • Polt 9/11 
envln:mment. 

Oanem P.tcnl cap'°JW ~OD a cuwcrr CllS..coadjtjcmJ Woiahomt 

Cmrml and fbnn« , ..... employw witbiD tbe local crnnmfins-- wllo ... the allbliBd 
Qiteda iD IB otlic:e of Pmcmul M'aalpmmt IDtllCbanp Al;nlemmto 

v._ who are pndi:aeacs clipb191 err wbo have bem aepmattd a. bomnble oonditkml lftlr 
3 y_.. or men of CCJll1illOOU81S'Yioe will nacivo conddendaa under tlle Vetenna Palp.loymmt 
Oppcxtuaity Act (VEOA). 

Orp11 ...... ll Lor._; Tim pmi1iaa ii located in the OfBce oftbe Auiatant Secnstlry, 
Depaatmcnt offfomel•ncf Scadty, Immiption and CUltOlnl Bnf'orcemml, WlllbiJJ&tm, D.C. 

Relocatloll hpw11: Reloc1tioa oxpllllll will DO\ be plid. 

Note:One or DIOR politiana may be tU.locl Ulina t11ll vacancy announctll1Clll 

~ulnllappordlla DoCluMatl: Tho Qm-ionnairo md all supportiq documenra mut be 
submitted lllld receiw4 by 12:00 Midnipt BDT OD tho ololina date ofthil announcement Priday. 
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November 10, 2006. 

Appllcatlam w1 •pportllla ........... wOI Naf be acceptlld by mall or ....U.ftt 
.......... below fl for ...... oaJr. 

by ................. . 
• U.S. Citizenship 
• Background Security lnvestlgltlon 
• Drug Screening 

MltJm' Dutla: 
You wlll review outgoing FOwPA l'88pOnl8I tD .... ,. proper coordll\ltlOn with eppt'Qpl'tatl9 
partlel, compllanCll with FOwPA rtigulltlOnl and pollelll, and 1111Unl full ....,_ to the 
requ.t. You w1n ,.....,.m ll'ld anatyza legld i..- thllt triH In conjunction wtth handing 
cornpleX Initial nlQUlltl for agencv nardl. YOU Wiii perform leg .. lldmlnllltnlttve dutla 
concerning Mlrtngs, appull, tlt1gltt0ft and ldYllory a.w:.. You Wll provide guld9nce 
repnttng FOIA/PA regulltlonl, dlldDsure of agency records, e:xampaans tram full or partial 
dtsc::lalw'e. end confld8'1:llll...,... Information. You wl!Jll'e..Mre M<TM'IY mmaponctence. _________ _ 
m-1111:istataita ttie reaslhil ftir dinytng request. Yau will praceu clullf9ed documents In 
accordance with PGllcv end different levell of government MCUrtty cllsslftcMlon reaulltlons. 
You wm mnf'w and nagotllltel with rnenaaer1 and their stefl'a at ell levels, both within the 
Department of Homeland Sea.lrlty (DHS) and other government atendel, req......,. of 
FOwPA JegaVpallcy questions that .,.... In the context of PracelllnQ requestL You wtll 
examine caa ftJM prepared by other paralegal spedalllts In the unit to determine lllues end 
sufftdency of evidence and documentation • 

. ~~- .. ·--·----·--,,··-·-.. . , 
·---··- ,..~.,,. 

qu••~------·-- --------·-- .. ·----· --------------------~------·--- -- -·-
-----------G.9: vou-qu.lltf at 'the GS-9 ..Vei liyaupm.19.one (i> ,Ym;.or1pec111Nz.d-~that 

equipped yau with the skllll n11ded to pwfvrm tM job duties. Thlll aperl9nca must hllve bMn 
equivalent l:D at leelt the GS-7 grade level. l'Mrnplell Include pnapulng afftdavl a, llttgatlan 
naports, correspondenm, natk:lll, In..,_. memol'llllda, or othlr documentatlort • n«•11ry; 
•blllty tD pther lrlorrnlltlan and dllcUll the procealng of Information with lndlvklullll at 
varioua ltMlll within and outside the agency. 

GS-11: You qualttV at the GS·11 level ltyau POWlSB one (1) year of speciellzed experience 
that equipped you with the lklll• needed ID perform the job duties. Thll experfence must heve 
been equivalent ID at i.- the GS·t gl'9Cle level. Examples Include expert knowledge tJI 
analytletl and walu.ttve methods In order to ~, Interpret, and apply a vut number of 
FOWPA statuea and prec:.ctents when denylnt eccea to Information and to det.nnlne the 
Impact of the releeled Information on toency operwtlans. 

GS· 12: You qualify at the GS· 12 level If you PGlllll one (1) veer of 1pecla!lzed experf•nce 
that equlPIHld you With the lldlll need9d tD pwrorm the job duties. 'n'lls experience mull: have 
been eqUlvalent to •t lelR the GS-11 gl'lde level. Exllmples Include experience ,.....rchrng 
legi1111tMt hlstory/pr'9C:llident CIM8/dlldsl0ns appllcabll tc FOwPA cma for Information and 
sut>atanttatlng the ratlonale for action tmlaln In event of appeal; analyzing and evaluating 
evidence or queatlons reJataa to FOWPA programs; and Investigating the dmlls lnvolved In• 
FOIA/PA matter, determining dam needs and evalu1t1nv the 1Uftkt1ncy cl that data. 
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EDUCATION: 

GS·t: You may substitute a Mater's degree or 2 run yur1 of graduate education In e 
qualifying fleld or• L.L.8./l.D. degrM for the mcper1.nce requlnld 111: t:M Gs-9 gnlde level. A 
c:ourse of study In the natural or IOd8I sdenc::es, engineering, or mllltllry science II quallfytng. 
SUch education must lwve been obtllned In an ICCl't!ldbd collegtt or university and 
demonstaabl the skills nec11r1ry to do tha work. Check with your schaol to determlM how 
many cnadlt hou19 comprise two yur1 of gnduata education. If that lnformat:IOn IS not 
available, UM 38 serMStar or S4 q•rtllr hours. 

GS· 11: You may eubltltUttl a doctorll degree or three tun years of prog..-vtty hlgh•-level 
graduata ecluCltlan ladlng tD such• degree In a qu911fytng fteld for expertenm It the GS-11 
gntde level. Such educ:mtlon mull hlMI been obtained In an ICCNdltad colleoe or untvwlllY and 
demonstna the knowledge, lklll11, and ebllltlel nlCWl'Y to do the work of thll position. 
Check with YoUr 8ChOOI to detwmlne how mellV credit hours CDrnprtM thretl years fll gradUlltll 
study. Jf tMt lnf'onnatlon II not evalleble, '* 54 ~or 81 quarts hours. 

Appropriate c:omblnltlorw of succafulty c:omplltld Polt-hlah ac:hool education and experlencll 
1110 m1y bl uaad to meet the tot.II QUlllflc:ltlOn l"IQUlrwnentl rar the GS·9 and 11 grade 
levell. (Rarer to the U.S. o..tamt Ind IOl"dlr Pratettlon Mb llte It www.cbp.gov for 
1nronnat1on on how to combine ex'*1ence and education • 

................ : 
U.S. CltlltmOlp: Cadid1et1 m111t be United Stltel cidzenl and Pft'lenl proof of citiraMhip, if 
IClectDd. 

TllM .. Gndtl: Time iD &ride mtrictiolll llllllt he mat by tbe ck>ti"I date ofdlil ~. 
Applicmra lllUlt have It lelll 52--. of_.. aquivalmt to tis nat 1oww pde lcvel iD ti. 
normal Bae of pm1111 lion Ar tbs poli.tim to bl mlld. 

--=----=-=----::--------·-----·-···- - _ .. 
~t·•~- llra.lia:D1111: UldmOIJllnitiliiiitia;)IQU. aiiiiur .. aU qualiCI.._ a 
elilJ'billty reqainmmtl by tbll clOlinl date of1bl ~ Pdday, No'Wlllber 10. 2006. 

.......... lee1lrltr lllVtltlp ... ; Yoa wiD 1-9 to lllCC-1Ul1y aampllfl I blcqsaund 
wurily inveldpdoD bofore )'DU OID be app:tinled ildo tbil politiaa.. 

Dna T..alllF Yoa mullt sullmit ID ... telt and receive I aepdw .... tmt remlt 'be1bn: )'Oil Clll 
bo appointed um Ilda position. Al."1c tppP"'"._ yoa will be subject to random fesdna fbr illepl 
drua UM. 

HOW You Wiii •• l'valuMee11 
ev., ... ...._ 
You wl be~ b8led upon lhe n111ponw YoU PIQlllde on aw Job~ qulllllanrllll9111t 11 
requnct • pmt af lhe eppllcdon prac111 far 11111 PQllllGn. You wtl be ndld b9lld an yow raapon111 n 
WiCJl8d • 1an,.,.,. tan 70 lo 100 points. CnHddle Wil be,.,.., .... far nlaDtlan WI 11CC1DrdMce wtlh 
the..,,.~ .. ~ Mlllt Plomotlan plm. 

All Iha infoml8tiGn )Q.I PfQVldl ITllY bl vtrftlld by I l'WleW rl 11'8 work eJCPllflnCt llrd/« edUClltlon • 
Wlown on your~ rom.. Dy d\eclClng ......_.Ind~ oth« rn.w, euc:tt •the lnter+w 
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'"1e Fedlrll gowmmtnl otr.'11 number of MCtplkliWll blneftta lo Ill ~ Thelil bwleftla irdlde. 
but ... not llmbld 1o: helllt CMa. are n.nnoe. tltl:ldble IPlftCMO n dlplnmnt cwe 8CCCU'dl, IMUll n 
slClk lelMI, tong-lllrm -. ....,.._,and •etll•'1'11111 _.. pllnl, Ind trlnll IUblk:lll. Par men 
Information abOut ttlell btnllll. plelM viii. btt,p:Uwww.uHfqbl.ogm.gqy/el61.np 

Othllr lnfonnatlon: 

Other tnrormatlon 

lndlvlduala who have spedal priority selllC'.tfon rights under the AfflncY Oll"Mr Transit.Ian 
Aallltanee Pn:Jg.-.m (CT.AP) or the lntlngency C'.arMr TranlltlGn Alllstllra Program (ICTAP) 
must bit w811 qu.lln.d for the potltlOn tn l'8C8lve consideration for lpecl81 prtortty Alctlan. To 
b8 weU-quallfled llftd 11X91cllll sai.ctlon priority tar this v-=ancy, dJsplaQld ,,..,... emploVees ~----~
m&mt bl rabid llt 85 or •bove GR *9 l'lltilAt •lmrlll for ttm .-tlun. l'at' tlWWW li&taftCll~ 
th• blllt quellfttlcl lilts Include appllellntl with 1C10N1 leu thm'I 85, the well-quallfted score 
IMcomM the IOW9t scare on the belt quetlfled lllt. er• and ICTAP ellglbl• muet submit one 
of the following .. proof ot eligibility ror the •Ptdal selectlon prlOrlty: • ...,.,..Uon nob; • 
•Nata of IWsonnel Action• (S,..50) or equ1Y11Mt tMt doCUments sepan1t10n; an agancv 
c:erttftcation ttm yau cannot be pllced after Injury compenutlon hll blln tenntNltld; an OPM 
notlftcatlon that vour dlllbllltY annuity hll been terminated; OR • Mlltary Depltrtment or 
NaUOMI Gua"9 BUruu notlftaltlon thlt yau INI retll'lld Under 5 u.s.c. 8337(h) or 8456. 

If you •re• a.erret ~ ar ~,,..,.. 1mployM or f'omler Federal employle 
whO hu Nlnsmtement ellglblllty, you msy be reqUINd, at a ldlr ntll, to submit lddltlonal 
doal~UQD._tbB.a•ppcvSyour dalM and ,...,. Cll,... Ot"Cl~sdltbill tlinunl lf M:. 

-- areunable • .,.,,,, .. tt. rwqulNd dDCUIT'llfttl?fOif; vau wnr n0t lit"itvliilUrii'ir corwldiraaon 
undlr thll announctment. 

If you •re filing under the VIOA ~ l!mplovment OpportunltY Act) or the VRA (V...,.ne 
Recndt:m•nt Authority), you mull: lndude In yaur 1ppl1Cat10n pac:bge • copy of Your DD-214 or 
otl18f' proof of ellglbllty. If you .,. ltll on llCtlVe duty, yau m1Y .. bmlt • mttment of MrYICI 
rrom your unit which mm the da you ent9red acttw duty, the dew you •re sep11ratlng, and 
the campaign medals you have ....,.... For more Information on the VEOA and ~ consult 
th• V•tll Gulde at: hCtp;1Jwww.opm.gqy!yet1nOl(htmVyet;utdt.btm 

Promotion Potenu.J: Wt.n tnmotton potllntlll 11shown,the11gancy Is not making a 
commitment and II not obllgllbld to provide future promotions tD you If you are sel1cttd. 
Future promotions wtn be dependn on your abllty to perform the dutlM at • hlgMr level, t.tMt 
conanulng need for an employee 1algned tD the higher level, and admlntBt:rative approval. 

If thll ll a supervisory position, under provlllonl or the Clvll S.rvfce Reform Act, ftm tfme 
supervisors •nd/or tr111rwagers wlll be required to sa'V9 • 1-yar probationary period. You may 
aleo be required to complete an approprfat11 suP9MS0ry training oourse within th8 one year of 
assignment to this position. 

Yau must submit all required lnfonm.tlon by the dosing date. If l'Mtertlll 11'1 not nalVld, 
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YoUr appllcatton wlll be evaluated 10lely on the Information IVllllble and you may not receive 
full conslderetlOn or may not be c:onslclered ellUlble. Also, If vau do not provide an email 
address, you wlll not be notified of ttte outmme of your appllcatlon. 

AR agency amploy811 are requlNd to partlelpate In Direct Dtpoalt/Electronk: Funds Transtv rar 
salary paymentl. 

Equal Employment Opportunity: The -a•ncv II an Equal Opportunity Employer. All c:andldatel 
wm be considered ntgardhtm of l:Mlr race, color, n1llglon, -, national origin, age, sexual 
ort11ntat1on, protected genetle Information, ltltUI u • parent, i.wtul polltlcal afllllatfon, marttal 
status, physlellf/mental d•blllly (If not a Job factor), memblrlhlp or non·memberlhlp In an 
employee organization, or any other nonmerlt IKt.Dr. 

Appll~ntll requiring reaaneble ecmmmodlltlans for any pwt ol the appllcatlon and hiring 
proc111 lhould contact the Human Ralourca Offtm ~tlltlve llstlld on thll 
annourament. o.t.rmlnetlona on reqUHts far rusonable accommodltJOn d be l'lllde on a 
cae-by-cne bull. 

ImPGrtMtl Al the lnfanftlltlon YoU IHWld• may be vertned by • review ol the work expertenm 
and/or education • shown on your appllcatton fornw, by chedclno referenc81 Ind through 
oth8r muns, such • the lntllMeW proe111. Ant tncaggenltton of your experlenca, flalle 
statamants, or ....,... ta conmet lnfonnetlon mey be groundl for not hiring vau, ar for ld"ll 

---~---·· you lftll vou l'JellfWOtffO ~--

HOW to Apply 

How To Apply: 

Yau rnult con_. !he onllne ocx:upe11cn11,1111Da.....,.. and tlbnl 1,...,. ID ntclltM GOl18illrllan tar 
Ha .,..q WtGUnl:llmlnt. PIWll be an ID nlllPClftlf ID II q&Mllonl In lie onln8 qullllcn.n. 
Omllllonl or lflOlll mar .... ,.... ..... ,.. ... In JOf.I' being ratld lnlllglblll. 

~::.o:':::;'~~a::..~.:W:.c:z;.:.Td.~~-=-=-=~--
f'iJJP.f;Jiwww;w:SiOtJQll.ol'll/.U91PD11nnmwrmanu ....... 

To nlUn ....,. to~ en occupllllr:nl ((Ulllllonnah, dick .. ,"* blllaW 
httlll.;/Lwww.hr=Mndl;a.org/uawlln•SIPl.uuRtflrcapp.•px n1 compaere IN l'ICll.-cl 
irlfomWian on,. rtaM hmd aicle of the~ OnCI you f1llwe i:artplllld the occupdOl'lll qulltlonnah cOek"' "flnlllh• buian. N. u. nm.._ dick lie .......... butlan. 

To uptoed • ,_.. .. .._.........,. 

1. NW ya1.1 h8ve clcMd lhe lubmit button 10" nN1Y uplo9d )GUI' ,.....,... Ciiek lhe .,.o Upfold a ,__ 
fOrtlll ....... alall IMN· bulDn. 

2. N. the Dacumtnt Uplam la'Ml'I, Mleet tte type of doculMnt ya1.1 n ~for uptcMd rram the drop 
down menu on ltw lldttkte of the ..... . 

3. act the ........... button nl •Ullah ...... you want to IUbmlt. 

4. Ciiek the •Uplomd" bUUDn ID llbnlt the docurMnt lie. You w11 r9CeM1 ., •UplOed SuQOIRt\t 
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TO fU 11'11111• or olhll' docUnlnt 

Ciiek on lie link bllow to Clblak'I tMt tpecllt appllcallan C1Mr pagia. 
bllR.;l'*"'na.gpm.p/J>dflvs apww.Qll. Mm an that you tnc:ludl a. kttMICtW lllC8nCY 

1
lm11111k:A1Gn 

number ML 1238a. 'lfJA6 n11M. ... SIN In .. blOCkl Pl'V\'ided '6 Wit wl not be able ta Ill DC 0 IW 'fOI 
resun'19 with .. ""'d )'OW' ipplClllOn. 
The fmc numb8r ll 1 ... 71-757...a144. 

Pteue now, If you wtlh to t11e 'Pl \J8AJOB8 ftllUm8, print the "*''"'and fllX lhil ID 1 ""11-m..a144. 

To v.ay evwylhlng you tuDmllld 18 IUC' r 111'uly NOIMld, l'olow ""9 lllPI: (TlwMle...,. •n only be .................................. , 
1. Go to 1lttpl;/lwww.br-"'Y'mt,grq/uppllQMpWu111QOllnt1pp.11px W'ld IOg In uUlg .. bmc 
an the right IWld llde d._ INll9o 

2. air* 119 nldlo bu1an farllll v-.or ~Number. K.121m CM W • Vaolrncy. 

3. Mike.,,. M .. dyaurdocunwlta ...,_.an h tlbll Wiit a ...... al Prooelltd. 

-~~-~--~-- ••11u1& ell Ducun1e11t11 

Reiaulnld .,._.......,. 

tn adclllon to cur1"'8Clng • on-tM q&M4io1 .. Ind Umllllne • OIHll'lt reune. tw tolowlnQ ~ 
dOGUIMl'llll ..... be,..,_. by the dOllng dall of 0. IMOUl'IOllf'nlnL 

vaw•' doclunwll8llrwl If .. undlr VE0A. VM Cl' dttilNnl vellla_. pnlflrlrMcll (e.g., 00414 cw 
119111'*11 or--. VA ...... ar-11). If Wiii' n 9.a &Nsa. V&OA (V..._ lmpla,mnOpportunlly 

v 

Act)f/l lheVlltA(V ..... ......,..Autlaltlr). Wiii' '""91 lndlm In )QI'_... .. , paclalgl acapy al 
yoLt" 00414 Cl'.., prootof lllglblly. rr~ n tel on l?CllW9 dUlJ, you mar Unit• ....... a1--. --·-·· 

_ fr'!MnJRUl'.urilWblclUllllllll.8*dl9fl*•-- ... dutr. .. dlll,auniiPW•VJnfN~ 
rned*yc,..1•11\91111.Fer....,.lnlilln_,Clllte.WO\ntwtA;__.•vm<Mdllt · -- - ---··--·· · 
btl;p;llwww.ppm • .,,,,...Ol/blmliYllllUldl·W 

TM-- f IMillng JGUI' qilllPI• .-- crt edlmllon. l'hll IClllCllCIGl'I nut I» hm 11'1 inllllullan .......a 
11y • ICICndml• """°' ~ .,, .. u.a. ~itdEduadon. 
Proof d Ellglallly lr--b ...... , ll'Mt9' I prlofft)t lll1atJon proarwn (e.g.. CTAP/ICTAP) «I 
IPllalll appointing 8Ulhorlty. ~who,_. tipll:ill prlarl.y 1111caon rlQt* under ttw AQenoy C.W 
T ........ Allle•IOl .,.,,..lt (CTAP) cw ..... llgll'tey Clrw' Tl•lllllan Alltlla1C8 Program (ICTAP) 
mum be Miii..,... fa'"' pallaon to r90IMt OONidnUan far..-. prtartty 1111 cacw.. To be W\11-
qUllMed and ..... •ll•clon prlOflly far ... ~. dllp4lced ~..,..... ITIUll bl l'llllld llt 85. 
abow an the l'lllnl allrla far 1NI pollllon. For l'IOl9 lnllarme wnn lie belt qLllllllect liltl fncludl 
applaa• wtlh .... lw ow.•. a. w 111...,.,,. blcomM a. ICMrelt loar9 on lie bltl QUlllllled 
Hat. CTAP nl ICTAP ............... one d .. tJllowlng • pnd dtllglblflyfa' 1he.,.,.. llllGGOn 
priorly. I tep8l1dion nab; • "Nalc9 al.,.__ AJ#on• (IF-80) or~ 1tllt daculn8rltll upnllari; 
., llQ9l'ICY cerll'lr:lllDn Chit you mnnat bl pllc:ld _. inJWY 00ft1*llllllon h.w bllrl ~ lft OPM 
r.oUftclltlon that )QI' dlllDlly ...uty,. b8lrl •m•n•ted~ OR. Mllltlly o.r-tment. N .... Bun 
BUNW nollcation ._ '°" ... 11111Nd urw.ter 1 u.a.c. 113'7(h) or 84fl8. 
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YU appllaallon and II IUPPQl1lng doallnlrtldon mull be received by 12:00 ITtidnirllt (Ealt8m llme) an hi 
c:l'*'ll dllt.. Nott lhlt yau wll be lllcw* to apply more ttwi anoe but the lelt applleation II the only one 
.... Wll be UMd. 

Applic9tlont mtd aipporUna documlldatD'I wll not be accepted ~ md. If yGU .. unable tD., on-Ille. 
contst lhe Human RillOt.nel Oflloll n1pr111ntlltve lllllld on till al'V'IOUnOlm9nt at lalt one dll1 prtar lo the 
clOUig dale for fw1MI' lnAuollDna. 

Contact lnfonnlltlon: 
HR Allllatllnt 
Phontl: (949)380-3051 
Em•ll: Hrasstdro@dhs.gov 

Or write; 
Lagu,.. Service Olnmr 
24000 AVIia _... 5th Plaor 
Ulguna Niguel, CA t2'n 
USA 

We expect to make 1 l8lectlon wtthln 90 days of the cloUtg date of thil announcement. 
You wil be notified of the outx::ome. If furthw evaluation or lntervlewl are required )'al wll 
be conlactad. 

-----
110 Polley s ...... c 1 ..... ___ " ...... ·--

··~· ·-~ --·---·· ··-· -. 
RMIOftllJl9 Aa::IOmlftCldatloft 'dlcf....... I ..____ 

F1lelenll agencies mull pn:Mde l"MIOMble accommadatlan to appflcanta with dabllltlel wh8f1I 
approprlmte. Appltcantl Nqulrtng l'UIOnable ummmodatlon ror •nv P11rt or the ap.pllcatlon Md 
hiring proce11 should contact the hiring agency directly. o.tanntneaons on r11quest1 for 
reasonable accomrnodatk>n Will be made on a case-by'-<:aM bull. 

ur •liiii!u<ii!i>CMifi) 
i.1tl kd!H . 

..... Mell ... 
L.ag&ane 9erYlce Center 
24000 AVIia ~ 5th Floor 
LIQuna Niguel, CA 92677 
USA 



Ct•) 

949 368 3233 

@.gu2•8' 
Por 41Hllll• lllllOut thlsjGlllll 
HR Alllltlnt 
Phone: (949)360-3058 
EmaH: Hl'llltdmOdhs.goy 

UMJOU control Numben 761625 

949 368 3233 p. 24183 -....... ' 
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Immigration And Customs 
Enforcement 

Dllpllrtlnenti .... ..._.. ar H•••111 •Hu.._ 
._...., llllBll 1111en 111411 c:.1•1• •rw1111111 

.1-* ••nou.-1Rt ••lliMln 

....... &lle0-... -411 

PARALIGAL SPKIAUllT (SENIOR) (FOIA/PA) 

949 36B 3233 

.. lary .. _. 71.397.0D • 101,220.0D U1D,.. Y9" OPlft Pel'locll ~ ....... ll, 2007 
lD fllDnl!W ........ a., 2007 

P.46/83 
w -- .(!9 

....... •nid81 Gl-OISO.IJ Polltloll lnfoflNtlORI All~ C.IW/CllW 
a..tltJDnel 

·---::----------------~-
·~~Pllil,.. .. .,. ..... 11Btlotla1•1t-llPutwntlaitnt.lllllllll!l1nuY----~-1!Dr.iutyiiVLl.ocatlo9; 1 llllCMCY ••• ..,......._,DC 

Who May .. ComldllNdr 
st.atm C.lldlcletlll (Melt PtouiUllDft 1111) 
Jolt Summary: 

,.,.....,. ,,,,,,_,,,...,,..,.•IHI U""°"""" Pullllc •llltr' 

Imm11111t1an and c:a..ton. EntoratmMt (IC!) utlllUI the govemmenrs acond 19rgest Qldna al 
law enron::ernent offtcers tD ...,. our nation's economic:, transportltlan, and lld'raltrud:unl 
MCUltty. ICE ... ~ Immigration Md CUltlDml laws Ind protllCbl .......... fadUU... OUr 
talented and courageous world'orCI ldentlftel C11mln11& actMtles •nc! eUmi~ vulntl'lblflHM 
~~-~~~--~~ ~tlol'I'• tK»rcfl!'li._. _-----:---=~-- --·- --------·-- ----- -
Be pllt of tbt aolution - cleftntina our IUlfiGD dlroqla tbe dcnlopmmt and qtjJjWon of Cldtiaa
ectae .,....._ prvcedm-. ml ........ ID tlrpt tbl people, mooey, amafwie111blt illPPOlt 
---... cdmillll ICIMlJ. 
At ICB, our lt.lfl lldoYI divene Cllem" opponuniti-. We: 

• Detact ml apolO MJtmtit)' ... benefit bud 
• IDYeldpte tJs iDepl apalt of WllpOlll and ..mve tealmoloai• 
• Combli humlll --attal IDd trafBaldn1 opamioftl 
• F'ipt child taploilllioa by utilizina tile tachaology of our cybtr er.Imel OCIDlcr IDd worldna in 

plltDlllbtp wflh law a:dba:•GJllDt lpllCi• around die world 
• Proteot critical iduf:racture ad wan: &ir labor standsda at tcy wmbila like nucl• llld 

c:bemical plaall 
• lnveldp&e fbMmcial cdmel 
• lnvOllipte all typm of CODll'lblad 111UJf11ina 

ICE it the primary investipdve arm ottbe Depa1mat of HomeJIDd Security (DHS). Widl aun 
thin t6.000 ap1oyeel in 400 otllot1 aouncl tho world, ICB is a by~ of 1be OHS layered 
defi:me appl'OICb to pR)teCtina O\U' Dltioa. 
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•@ 
APPLICATIONS AND SUPPORTING DOCIJMBNTATION WILL NOT 8& ACCIPTID 
BY MAD.. OR IMAIL 

W.. Mq ~ Cammt U.S. Immip.tion and Cultoml BnlbrcemClll aploy .. ill die 
competitive MrYico who are IS\lina on a e.._. « Clrlm'--conditiollll appoimmeot and work wi1bin 
the locaJ commldins aa. 

Orsm•tadouJ Leatlail: Tbil poli.tion ii located in the omoo of AlsistaDt Secretary, FOIA um, 
U.S. Immipaticm. and Clllllaml Bafoumwas. WuJrinaton. D.C. 

Rdeatfon 1...-: ReJoclliion 8Xpwll will DOI be plicL 

Note: One or moie politiom may be tilltcl 1llina dUI VIOlllOY lllll01lllCemfl 

QwttldDll......,.f,....... Doaa1•1I: Thi QUeetlmudre llJd all IUppGltina doc:umeatl mu.It be 
submittal and RICCived by 12:00 M.ldnilbt....,, 'l'bu cm the c;loaing date of tldl llJllOUllOIWcat 
Monday. Stpta1.,.. 24, 2007 

IMPOllTANT MOTi: Wtdo aatw US.UOBS .,,.._ bddlrfor ......... ,.._,, 
Yov USNO• ,.. .... • •...,1111f IN .,111d111 • UMl't Ill• 1'1ii'i&it pliiii 

---~--~ --· Cll•N you•• .. "llew IO Apply" tllt er ......... tit.II ftlCUCJ ...... eat for.......,... 
_ .................. JWl' ........ ••PfOllllia .................... .. 
OCCWl ...... 81 q .. tler••tn. .,._.,.to tbllow tlat "Bow .. Apply" IDltnadleu wlll nnlt la ... ., ............. 

-- --·········--· ........ - .·· 

Major Dutlell: 
You wlll ..,,,. • • Rnlor Panlleg•I Spec:lllbt loclttd at the headquarters level and you wlll ti. 
respansable far ane or more Of the f'olowlng ftmctfans: (1) 9'¥91 • .,. llllvflor and tlehnlcal 
expert In ..... of the fnllldom fll Inrorm.tlon NI. (FOIA) end/or the Prtvgy Act. (PA); (2) 
conducts l"llearch tor the p,..,....aon of lapl opinions on metblrs of lntllnllt to the agency, 
(3) performs subltantlVa leg•I IMiy.111 of req..- for lnfarm.clon under the provllUonl of 
various acts;(') or other stmlllr ltlg., M1Ppart functions wtlld1 iwqun dllaetlon and 
Independent JudQIMnt In the apptleltlon of I tptlCfmllzed knowledge of lawa, precedent 
decillons, regulations, agency pollc:tel and pnlCtlc:M, •nd Judlelel or Mimlrlililttetlv9 
pnx:tHldlngs. You wll ....,,.. proper lmplementlltlon of 1941"CY·wlde FOIA/PA PoffCles and 
procadurea lndudlng Internal agency proclldu,.. and gulclellnlS balld upon new or navflld 
leQfslatlon or recommendetloM f'or • significant organlZltlOn component of 1n 1genc.y. You wtU 
reprwnt the agency when contacting naquesters lndudlng offlcllll and representattves from 
cvntrac::tors, other government eg•ndls (l'edenlt, state, ~ •nd foreign), Cong,...1 private 
Immigration ftl'm8, nttWB media, ab:. on FOIA/PA rnatt9n thet are unusual, complex, 
controversial, or sensitive. 

'--
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QualltlcatloM: 
GS-13: You qualify 1t the GS-13 level If you poss- ona (1) vur of specialized expertence 
thllt equipped YoU with the lkllfs n.cted to perform the Job duttea. This expertence must hlYe 
been equtvalent to It leat the GS-12 gnlde level. !xamplel Include expert knowledge of 
Federal LIW, Department regullltlosw, pollclel and procedurea relllted to the Freedom of 
Information/Privacy Ad Pragrams; plen, develop, "'1arpret, and resolve broad, complex and/or 
unprecedentlld problema within the agency and analyzlnt Departl'Mnt pOllcy chanQes end 
cteclllonal law to enaure adequ&y ol POwPA polldel and for training purpOlleS. 

-----u .s. CldlluJdp: Candidllel 111111t be United StltM citia:ml md rnamt poof of citizaulbip. if 
IOl.clctad. 

n.. • Gndc Time in pm reltricti&a 1111111bemilby1bo clolina dUo oftbil mmounocmm1. 
Applicllltl mut have u lellt 52 wem of ICl'\lice equlvalalt to tbe ma tows pde hMtl ia the 
nonm1 liDt otproar11lioll tbr tbe palidon to bo fDJed. 

Qllalllleadem1 bJ C1a1111a Date; You mu.It meet all qaalifica1ioa Nq.Uimnmtl by 11:00 MidniPt 
~ ttm1oaubudona date ota. ,,,...., .... MeadllJ, Septiambw 2it; 2001; ~~· --~- ··-
that qualification claims will be m'bject to vwlloation. 

Backp'aud s..rlf.J lllv..atpdoll: You. will need to IUCC..tblly complete a blctground 
invaaption befble you OD bo IPJJOinted il8 tbil polition. 

Dnc Ttlflllai You IDUlt IUbmit to a dnJ& •ad receive a neplive drq 1111t ~Won YGll Giil 
be appoiated iDtD tllil podiaa. Afts IP.P"iatment. you will be IUbjec& to nadam teltiDa 1br ilJepI 
dnau-. 

You• be 9Vllkllllllll balea upon a. •llPOO•• ~ pravlde on the Jab IPdlo .....,,lilllre U..11 
required. pilt al .. llPPkalkn PIVllll far lhll podlDn. You WI be rllld bMld an ,a. .......... Md 
....... 8IOllNrWlginQfrmn70ID100 ..... C.ddtkl wll b91•1ed far Hllclan In....--wllh 
hi lllm8 ol .. ...._ md SMomalon plln. 

Al 1'111 fltbmtltlan WO&i pnMd9 may be vertllld ~a AMlw de. wa1c _.Illa Mdlor edlallan • 
lt'IOWft an your IPPl'!lllan bnw. bV chMtlig......,.. nl IVouth olllr sn.w. IUCh • lie iltll viM 
plOClll. 1'hil vwiftallllon could OGGUI' 11 ll'IY ----IPSllilllln pl'OClll My ........ al,.,... 
explltenct, fll• ............ fl ..... tD CClnGlll Wlb'mllon may be gnuMll far nltlnO yo&i lnellglble. not 
hlrfnl you, or ror ftrtng you .., you beglrl wa1c. 

leneftt9; ..., .... 
-·-' 

----~----· .. · ---- ...... 

The Fedel1ll government oftW'l a number cf mccepllal'9 beneflbl to Mil employ9al. TMle ....... lnOlude, 
but ... not llmlllld to: r..lh CMta lltit l......a....,.. apendlnQ lll'ld dllptndent care llCCOlftl. annual and 
sick !Mve, long4nn _. lnlurwloe, lftd 1•ement lllvlngl pllne, and ll'llnllll ....,,._ F« men 
infOl'IMllal1 about thw beMftll. ... viii bttp;/Jwww.YMl9bs.ogm.9gy(ti61 .... 
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Other Information: 
Other 1nrorrnauon 

If you are e current Qll'Mf' or C1111M1r-c:ondltlanll Federal employee or rornw Fedel'lll employn 
who hu reinstatement ellglblllty, you may be requlnld, at• i.tmr date, to submit addltlonel 
documentation that supports your c:talm Ind ref*:t.I career or ca,.......condltloNll tenu,. If you 
are unable to prvvtde the requlrWCI documentation, you wtll nat be gtv.n further c:onsldet11tton 
under this announcement. 

Promotaon Potential: When promotion potential Is shown, the IQlncy IS not making • 
commitment and Is not obllgnld to pnwklll t\ltu,. promotions to you If you ere sel1dtd. 
Futu,. pramotJons wtn be deplndent on your ablUty to perform the dutla at • hlghet level, the 
continuing need for en employee Ullgned to the higher level, and admlnlstnltlw •pprovel. 

If thll Is • supervillOrY PQlll:lon, under pravlllo111 ol the Clvll 5ervlm Reform Ad, ftnit time 
superyllors w;d/or menagers Wltl be f'llCll*ld to arva a 1-yw pn:lbltlon11ry Plf'IOd. You RMIY 
•llo be ,...1Nd to complete an 1ppropr11te supervllary trllnlng c:ou• within the one yar of 
8111Qnment to thll potltlon. 

You must submit alt ~-tbadoslng--. u,ma..,... .,.ttat-l'llCIMld;~·---~· 
····~"·your iippncitJOri wlllbe evaluabld IOlelV on the lnfonnetlon •v•ble 1nd you mev not nac:e1ve 

ful conslderlltlon or may not be c:ol'llldenld ellglble. Allo, If you do not pravide '" email 
ac:tdr81a, you Wiii not be notified ol the autmme of your appllcatlon. 

All agency employw .,. rwqund to partlCfpatm In Dtrfld Deposlt/Electronlc Funt.II Trlnsf9r f'or 
salary pmymentw. 

Equal l!mployment Opportunity: Thi IOllK!Y II M Equ.a Opportunity !mployer. AU c:andfdllta 
wlll be co ....... rwgard ... of their ... , color, rwllglon, .., natlonel origin, ........ 
orl•nbltlon, protllcbld geMt1c lnftmnltlon, ltlbM • a perent, lawful polllcal lfftlldon, rnar1111l 
~.~IJmenttl dublllly (ltMt•JGlt.ftldllr), ............. .., « non-membe11f'llp 1n ..-·-·-"'· 

·---···-9n.,1oyee Ol'pl'llatto11, arany atflmt nontne•lt fldDf: · ··· ----- - ·····-~-··----· ··--- ·· · 

AppllCllnta requiring f'9MOnable ilCCOmmodlltlons tor any pllrt of the eppbtlan end hlrtnl 
pracw should contact the HUl'.Mn Rmaun. OtftCI Repl......-Uvtt llslled on thll 
announmnent. Deblrmlnat:IOnl on n1qu.ata fbr rellOINlble accommodation wlll be made on a 
C811-.,,-case ...... 

ImPof"l:llntl All the lnrann.tlon you provide m~ be verified by a l'9Ytew of the work experienat 
•nd/or education a lhown on your apPRcatlon romw, by c:hllcklng ref8rencm and through 
other meaN, such a the lnblrvlew pt"OClm. Arrv exllllPf'ltJon of your experlenal, tafse 
mtements, or attempts to concul Information nHIY be grounds for not hlrfng you, or for nnng 
you an.r you betln work. 

... -·---. 
-- --·--· 

How Ta Apply: 

You must complete en appllcatlon package that lndud• an usearnant questionnaire, 1111Ume, 
and any apptlcable supporting document8tlon. 

To apply f'or this Polftion, YoU must creatlt an AppffGltlon M1neger acmunt Ind provtde 1 
complete Appllcatlon Package, which lndudtl 111111 of the following perts: 
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1. Vour responses to the ~ QuestlonnelA!, and 

2. Your resume and any otl'Htr dacumentll speelftff In the Required Documents section of this 
Job annourament. 

Appllc:at/on ,,,.,,.,.,. wlH tnlCk your progress to • Comp/eta Appltc:atlOn Plclalte ustng the Hy 
Appllaltlon P11C1a1fJeS ct\eddllt Ind !!ltatus dlsplaya In Application Manager. Your Applk:Btlon 
Plcklga mtua mUlt bl Complete by Monday, September 24, 2007. 

To .,....., choole one of tMle optloftl: 

tf your reaume • gOlng t:D came frolll the USAJOBS R9Sume lulklel', yiou begin the pt'ODl9I by 
dleklng the Apply Onllne button ne11r th• bottom of th• page. Your .._.me wlll be attached 
only to thtl AppHc11tlon Paclr.ag9 you complete and Submit lmlftldtlltely after you dlek thl Apply 
Online bUttan far thll Job ~ not to 111y Appbtlon PacUges vou mey alrelldy 
have aaMld. 

If you ...ume ii going to be one you prepanllCt Ollllllde ol USAJOBS -.ume Bu/Ider, dldc thll 
11n1c to tMlgln the procw; QnllM Gf"""aMlna. 

To return to_..,.._.. ......... at ~me"'~~lc:htvW'.~~lbt ltnkl Yl)Jl uald_tlL. 
baglrr s d., IDEd lllOYI, or ilriipfi go ""1i lil.ta;lllAPUAttooManwr.cn. 

To flX a rwame or Olll• tlocu .. nt 

Olck on the llnk below to obtain the special .,..etcat1on cover peg41 
btQl;/lRmng.opm.gov/pdf/m sttrm&. Mlkll sure that you Include the 8-cbenlc:blr vacanc.y 
ldentft'lcltlon number MU53843, your NllM, Ind SSN In the bladcl provided or we wtU not be 
able to lllOdal9 your raume with the rllt of your appllcatlon. 

TIMI tax numbm' II 1·478-757·3144. 

In eddltlon to completing an on·llne qutltlonnalrt and IUbmtttlng an on-tine r..ume, 
addltklMI supporting dOalmenta rnUlt be recelYtd by the doting da ot thll announcement. 

11'-IO, Noltftatlon., ......... Adi-. or .. UJWlent dOCulMllt tUt lllpporta your 
••• ,... .... .._ - • - Cll ....... 

SF-IO, llGllftc:atlon of PwllonMI Action or..,..,. ... tloc81Mnt tllllt ... ..,.... .,.... 
c:latm fOr ....... ..,.-. 

Your 1ppHa1tlon •nd aH supporting daa.nntntlltlon must IMI rec:elvad by 12:00 midnight 
(!llltam Time) on the dollng d•. Nor. that you wfll be allowed to apply men than once but 
ttYt lut applfcatton Is the only one that wdl be used. 

Appllcatlona ind supporting documtntlltaon wlll not be KC11pted by matl. If you are unable to · 
apply on-llne, contact the Human RelOun:m omcc reprmnt1t1v1 llltld on this announcement 
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at least one day prior to the dosing dlte far further lnstruc:tlons. 

Contact Information: 
HR Asllstlnt 
Phone: (949)360-3055 
Email: HralltfplOdhs.gov 

Or wvrlte: 
Laguna Service Centllr 
24000 Avila Road 5th Flaor 
Laguna Nigl.Mii, CA 92677 
USA 

What To IJQMCot Natl 

' -·· ·---

949 360 3233 P.511'83 
·-·· V V4 I 

The United Sta• Government doet not dllc:rlmlnlltlt tn employment on the basll Of l'IC9, 
color, l'llllglon, sa, natlOnal ortglft, poffttml lfllbltlon, IUlNll ortent:aaon, m•rttll Dtul, 
dlublllty, age, membl.rshtp In an employff ol'Qlnlmtlon, or ou.r non-mant fld.Dr. 

·-·----· ..... '"-·-. 

---·------~··---·----~-~~--· -· . 

· - ir.t•11 ISllDICM.lftUllli'IMiii~ IUiOmmciidaiOR·• •PPilGIAtiWift d11111111t1e1 wheN 
eppraprlate. Applcanta nlQUlrlng ....onablil aemrnmCMMtlon l'or •ny pert of the •ppllciltton •nd 
hiring praca• should cantac:t tM hiring mgenc.y dlnlc:tly. Detennlnattonl on nlQUlltS far 
,....,... eccornmo8tl0n wtl be madll on a C'Ue-bV-clll baslL 

CWiii11iiO(ji!V<.i,aE) 

if) Ir'"" ........... 
Lllgurtl SWYlm Center 
24000 AYI .. Road 5th Floor 
LIQUdll NlgUll, CA 92877 
USA 

(fl gs ,,.,., 
,., ........ llllloUt .... .le* 
HkAalltant 



(-jrwr) 

949 360 3233 

Phone: (M1)3e0-3055 
f!m11l: HnmtfJNIOdhl.gov 

USA.JO• Control Nu•a.rt 1011389 

_____ ,_,__ -··---··-·· ---·-·----·-· 

P.52/83 -
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lmmigradon And Customs 
Enforcement 
D1urt!Mllt: D•11• .. •GfH••1llnllll•-
AleflCYI IMMI• ..... lllllll CUtH• .......... 

•A-"8t .,.1:........, 
LM-llOl·l.I- ....... 

PWLIG.AL IPICIAI l8T (POIA/PA) 

.... ,, ...... H,10l.aa • N,I01.00 UID ... yw Open Periods........,, Mlln:tl Zll. Z001 
ID Frtdly, Mlfcll .. 'lll07 

..,._ • Gr11d91 •-Gt•11112 POllltlon lnfonnlll:lon: .wnw.au.r/CllW 
t:Dndllollll 

-· P10llletlon POte11lllil1 ir---~-----··-~ · lJlitY· llOCllOOMI 1 ~:-w.iiii_.-Dc:-~···· 

Who MllY .. COMldMlda 
- ~ Oi9rlt ""-Dllft Elg) 

Job 8Unllftll"a 
Thll POiit.ian supportl our mission to prwent acts of t8rrorllm by targeting the peopte, money, 
and rneterlllls ttllt tupport t9rrDrllt and Q1rnNI 1CtMtll9. Our VlllOn II to be the Altlon'• 
preeminent law •nfDrClement ..,.cy, dedlaad tD detlctlng W1Ml'lbihtlM Ind pnaventint 
vlDlatlonl that ttr.• natlOl'lml -=urtty. Immlgl'ltlOn Ind CUllDnw Enlof'Ollnltlt (ICI) was 
establllhld ID camblt th• crtmlNll llld natlDMl 11a1r1ty thNlllll emergent In 1 pcllt 9/11 
erwtronmn. 

·~-· ~- ··- -----~----·:._ Wi.0-M.T A;Pi)i·~-~ .=:.:-:..::.::=~--- . ------·-

Cammt Pedcnl cmpJoyeel ~cm a_._ Cl' ClftlCMIOllditi tppCriD1m1at. 

Cammi and tonw Pedm.l cmploJNI wlM> melt 11.w tltablilbed c:Dt.na ta a Oflicc of PellDDDel. 
Ml!Upmmt bdm:lllap Aan--L 

Vda'W who m: prefezear;e eUaftdel Cll' wllo ba'YC bee lapll.'lkld uada' bononble canditinnl afta 
3 ycm or more of coadlmaul .,;.co will receive comidcnrion under the Vet&nna Employment 
Opportunity At:t (VBOA). 

Orpmllldollal IAM:atloa: Tbil politioa ii .loc.acd ia dae POIA Unit, uadCI' tho Oflk:e or Allistn 
Secnay, fmmiandoa ml CulfOml ~ WMhinafoa. D.C. 

llllocaCloa Kspewe: Relocadca ..,_..Will not be paid. 

Note:Ono or mon: politiol.ll may be filled uina dlil VIClllOy llUlOUDCmntDC. 

Q9adollulnrf89PP011ias DoCll-tl: Tbc Quadomdrc IDd all supporting docummta mmt be 
submitted and mceivcd by 12:00 Midnight EDT on dJI Cloein& date of tbil IDDOWemmt Friday, 
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March 30, 2007. 

Applleadem .... ..,,_.., doa .. taatoa will NOT be aceepted by mail or ...o.ne 
..... llltld below .. for ........... ...,. 

Kerlblqulremant91 
• U.S. Cltlzeftlhlp 
• Blclcground Security lnvestiptlan 
• Drug sereentng 

-

MajOrDullMI 
You wll ,.....a. •nd •Mlyn lepl luues that m1le In conjunction With handling compta 
1n1t1al reQUillllll for agency remrdl. You wll perform tegal admlnlltnltlVI dutlll cancemlng 
hetll'lllQI, appeals, lltJQltlan and advisory .w:.. You wlll pr11p1119 nect••rv COf'NIPO"denCe 
tD subltllnt!Ua the re11om1 for denying n1qUlllt lnlormlldon. You wm praca1 dllllfted 
doannents In acmnllnce wlltt Poller and dllfllrent i..- of goyemment ..aJrlty c:11mi11c1t1on 
reguletlorw. You wlll ad a a Hallan tD pragram ornc:., both within the Department of 
HomelW S.Urtty (DHS) 8ftd other aovwnmtnt •"Clll pedalnlng tD POIA ....... fNlttlera: -

- 'YDITWS liilWiil' FOIA rt1qtlilt0ii questlOM that .,. In tM ca111nt of procwlng their 
ntquetlt. 

Qua•lficmaoM •'"' .. ~---L. . --·-·· . 
Qualflmtlou: 

OS-11: You qUllify It Ill OS-ll lmrl lf:yaa. pa11111 OD1 (I) ycaz of lpCICilJimd aperiem:c tblt 
equippld you wida .... tldlla ..... to peatorm .. ~~·.!his nprioppmp!lt bnobom 

·-.~111atm.1111"QS;f"iiiifiljij[Jiiiiliifac11Mll..-aa.,.....of_.,..mt---· 
eYllulldve IDldloctl in Oldll' ID~ Jnta1411, llMl 1PP1y a VIit number ofPOWIA ltlllall llld 
,...,. ... wbm cleayina WW llO iufi•owdon al ID deWmhMi lhe Unpacc ofdle relel..a 
infonmticm oa aam:y opndom. 

GS-12: You qaalif;r lit die QS.12 Jmll if ,au pc111111 one (1) ,_.of sponiahed expmicmce tblt 
equipped YDll with 0. lld.1JI needed tD pdxm *'job datim. Tbit experim D'1Ull baft .. 
equivalent to at leut the GS-11 &ride Jevel • ....,la include expadence rescm:biD& leai*iw 
hiltory/precedmt c...tdeciaka applicable to POWP A C1111 for informltiaa ml IUbstlntiating 
die nmoulo for llCtima taten in tvmt of mppeal; amlyzing and onJuaDna evidcace or qtSiom 
re1*d to POIAJPA pmanmia; IDd. in'Rltipdna the dltaill involved in a FOJ.A/P A matter, 
dllenniniDa dlta necdl and eva""rina tbe llUfllcimoy of th.II data. 

l!cluclltloml ............... 

GS-11: You may substitute • dodorll dearee or three l'ull years of prognaalvely hlgher·level 
graduate educ.tlon IMdlng to IUch a d419rH In • quelffYlng field for experience at the GS-11 
grlde tevel. Such educ:lltlon mu.tt have been obtained In •n aa:redltad college or unlVel'SftV and 
demonsbate the knowledge, sldlla, and abilities necaaery to do the work or thlS pasitlon. 
Check with your school tD determine how many uedlt hours comprtR three years of graduata 
study. It that lnforrnltlon 11 not avallabte, use 54 Semeltlr or 11 qUlrllr hOUl'I. 
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Appropriate camblnatlonl of suCC811fiulty completed past-high school education and expertence 
also may be used ta nmt the total quallftelltlan requirements for the GS-9 Md 11 grade 
levels. (W. m the u.s. CustDml and Border Protection web slbl at www.c:bp.gov for 
tnlGrm•tlon on how to combine experience and edUClltion. 

Dn1 Testtaa: You mutt submit•• draa •ad receive a neptiw drua tell Nmlt bdbl9 you om 
be appointed into dU potddoa. Afts appobdment, )Vil will be subject to rmdom. tllliDa ... illepl 
drqUll. 

Haw You WAI .. IVllllAltlldl 
llvllluatloM 

------~-~_,,.""~-~~~ -~...,....-~_,..---_,.~~~--~~·--=-·-·--~-~~~....,---------·--·--~·..-~---·· 

· - '"-V'GU" Wll be_..,... .,..... upon .. flllPCM 1111 you pnwldll on 111JabIPllClftCquMllannllfre1'111 Ila 
....,_ • l*t of lie....,. praa111 b' thll poellan. You Wll be nilld blled on 'if'A' NIPOflW end ....,. • _..,.....tom 70lg100 paia. o..dldlf9I wl be ...,.,ed far Hllcflon In liCCOftWm wlll\ 
the tllrml ol lie ...... nwlt ptClrHOGon plln. 

All lie lnformalan yau pnMde mtly be verllld br • l'l'fllw"' f\e wortl ....... nf/ar eclUmaan • 
lhown on ya1.r ~ bma, by~••- Ind"'°""" Ollll' ~ IUCh • ._ flilllfllW 
plOClll lbll .....wlcltklrl could oaat.I' It q lllgl ol lie appllcldon prGClll. Nf/ ............. cl yaJI ...--. fllle......, « ....... 8 ...... lnfolnlllllbt may be gn:xn:ll far ndlng )IOU lnlllgllle. nat 
hlrfng ~ Oil far ftrlng you.,., YIU ,._. watc. 

.. 
......... •'OmlrlnflMlffD_T_ - .. 

.,.. Fedlrlf gc»>411111•d.,.,.... numblrol-.epllal ......... tg ..... ,... ""'-' blnlfla lndudll. 
bUt .. nal llmlllld IO: helllll--. Ill lnuwlcl9. ......... - ---11c:m'9 ........ 11"11.181 ll'ld **--.....,...en-..... and ,.,..,.It lllvlnGI plw. Ind hr'lll IUblkllel. For men 
111brmllal1 about'*' blnenta. ....... vfal btt,p:ttwww.111110bl.qpm.9py/tlfi1 aa 
Otlw lnfonnlltlon: 

Otl'Mlr Informlltlon 

Individuals who l'ulve spedal prlOrtty lelectJon rtghll under the Agency career Transition 
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AlslStanca Program (C'l'AP) or the lntaragency Clreer Transition Aulll'.anc. Program (lCTAP) 
must be well qualified for the position to....,...,. consideration for specl•I priority selection. To 
be wetl-qumln.d and exara• •lllctton prtortty fOr thll VICanCY, dJsplllcld Federal nplaynl 
must be r'lltecl •t 85 or above on the rating crltll'tl for thla posltlon. For those llWt.8"'81 Where 
ttw b8lt qumHfted llstl Include appflclntl With ..,._ less thin 85, th• well-quallfled 1COre 
becomes the lowest score on the belt quaOfted list. CTAP 1nd ICTAP ellglbles must submit one 
of the following u proof of elitlbllity for t:M special selectton priority: •separation notice; • 
•Not1c1 or Personnel Action• (SF-50) or equlYallnt that documents separation; 1n agency 
oertlftclltlon that you cannot bl placed af'tlr Injury compenutlan hu been tarmlnltad: en OPM 
natlfkatlon thltt your dlUblllty annuity hll been tarmlneted; OR • Miiitary Depllrtment or 
Natlo1111I Guard lul'lllU noclftcatlon thlt you are retired under 5 U.$,C. 8337(h) or 8456. 

If you •re 1 OJrrent aner or c:erwr-condltloMI Peder8I emptoyee or fonMr Federal amploye9 
wno hM relnlt:etmnent ellglblllty, you may bl reqund, 1t •later date, to submit fMld1t1onll 
docUm.ntatlOn tJ'llt supports your dlllm •nd reflldl career or career--condltlanel tenure If you 
era un11ble to provide the required dOOJrnentatlon, you wtl nGt be given further mnsldMll:lon 
under thll annaunc:.ment. 

"you .... ftlng Under the VEOA (Vete111n1 Employment Opportunity Act) or the YR.A (Vetenl• 
Racrultmtlnt Authority), you mua Include In your appllaltlon packe(le • copy of your DD-214 or 
oth• ~ af eltalbntty. If you '"' d aa. aclft- dlA\I, "/W ....,. lliltlMlt • --Miit id ... Vltli ----~ 

-- _,_-woiif your unit which ...._ the da you ent111.cl ec:tMI duty, the date you are sepmnang, Md 
the campaign meet.Ill you have l"llCllYlld. For more Information on the VEOA and YR.A, C:Of'llUlt 
the Vets Gulde at: htgl;J/www.QQM.p/yttwllns/btmllvcf;ufde.btm 

Promotion Potent.1111: When promatlan pcantllll II shown, the .,.ncy fl not making a 
mmmltmlnt and II not abllgated to provide future promottons to you If you 1ra sea.ctect. 
Future promotlone wtl be dependent on your 1blllty tD perform the dutle9 at a hlghlr level, the 
continuing need fDr • employee lalgMd tD the higher levll, and admlnlll:rallve approV11l. 

If thll ls a supervlllDry PQlltlan, under pravllloM of the CMI Sel'Yk::a Reform Ad,, nnt ttme 
· ··· ~1.:': :=~::='au':.~':.; =:=.:=irJ:'in.""'\'OU'""'yea'"""'mllY'=,=°':--_. -. --· ·--- _, __ _ 

lllllgnment tD thll PQlltlon. 

You must submit al required lntbrmltlon t¥ the clollnQ da. If rmartall are not f8Clllved, 
your •pplialtlon wlU be tmtluated IOllllV on the lnftmnlltlon llWllabla and you may not reclllVe 
ful c:amtderatlon or may not be coNIClered ellglble. Allo, If you do not provide an emtll 
llddnlll, you Wiii not be nottftlld af the outmnw of yaur 1ppllcatlon. 

All IQMCY employees ant required to plrtlciplte In Direct Deposlt/Electronlc Funds Tranll'er rar 
salay payments. 

eaual EmrMoyment Opportunity: The agency ii an Equal Opportunity Employer. All candldllt8S 
will be mnatdentd regardlel8 of their nlC9, color, nlflOlon, smc, 1111t1onal origin, age, 111XUal 
orientation, Pl ol:lleted gmwtlc Information, mu as a perent, lewful polltlall •fftliltlon, marital 
status, phylal/mentlll dlllblllty (If not 1 Job factor), nmbershlp or non-nmberlhlp In an 
employee orgMIDtk>n, or 1ny other nonmerlt l'Ktor. 

Appllcants n1qu1rtng reaoneble .a::ommodatloN for mny part of the appllcatron •nd hiring 
pracess should contact the Human Relounm otnce Representa\1Ye fisted on thil 
announcement. Determinations on requests l'or reasonable eccommodltlon wtn be made on a 
case·by--c:aae basis. 
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Impormntl All the Information you P'VVlde may be verlftec:t bV • review ol the work experience 
and/or education .. shown on yaur 1ppfleatlon rorms, by checking ""9renc:as and through 
other muna, IUCh • the lntwvlew procw. Any exegg•ratlan ol your mcpertenc:e, tar. 
statements, or attamptll to conceal Information may be grounds far not hlrtng you, or fDr ftrlng 
you attar you begin work. 

How to /tftflAY 

1. Ywr •91PQf 111 to N A11111mant au.IDMlllN. std 
2. VC411 llllUfM _,my olW doa.lftlnta tpllClllM In ht Rllq'*9d DoQl'mnllt MGllOn of 1111 jab 
~ 

• If )QI' l'll\IM II Q01r11IDcome._1119 UMIQ8S ,_,_ l!lulldllt, yau bllQlr\ IM pnaa
cll*lng tM ""4" onrn. bulan ,_. h balam of 1111 P'lllt· Yt:Nr rwne wl be al8Ghed anlJ D 
1-. AppliClltlaft PllGbgt ya.I OCIH1Jlllll Ind Submit lmrMdilllllly .... ~ dldt .. App¥ Onlfne bulOn 
for lti8j0b ........... not ID 11\Y Applcllbt PllCklloN ~ f'l'll¥ ... ftaYt Gl'Mllld. 

• If yoAlf,... II going ID bl one ytxa ~.,..,.al USAJOIJS Rew..,.,, allele thlt llnk ID 
.,... lhe PIW9: Onl!n1 OyMtlgnrwn 

To ............. ...... 

fn adcltlon to cample .. 11'1 on-Ina quealannllnt n ...... an orHlne rnume. Che fallawfng suppartJno 
documenlll mutt be rea1rv.d by tM ac.tng Ull al HI ll'll"IOUnC9fMnt. 

Vettrll'le'doounWllltlon W~ undlrVEOA. VftAordalrnq vete111w'pndnlioe (e.g., 00.214 m 
atatlment of ...... VA ....... 111). If~• tllng under hi VEOA (V.,._ Emplayment Opportunity 
Act) ar.,.. VRA (V._ R8crullrMnt Au#lotttyi yau mUlt Include in YfNI IPPbtlon pmct.age I oopy fl 
your DD-214 ar Oller proa1 of tlllglblly. If )IOU .. tW on IQNI duty, yc&J lftly stbmit • statiennt a1 seNtcl 
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frQM ytNt unit whtClh ... "8 datl you ..... ICtve duty, the dlll9 YQll ft liP*dng. and I'll cwnplign 
mldlll you hlMI !9C41Md. Few mOM lnfanndan an 9" V!OA nt VRA, cand tt. Vita Ouldlt at 
http://WWft.opm.gpy/yWrlN/btmVyet;u1d1.•• 

nan.a1ptl f ~ )QI" quallftclllcn on educ:mlan. 1NI ldua8tlon I'll.lit be flam an lnltllution ao:;tedltad 
bf 11'1 ICGHidltlng ~ ....... by .. U.S. Dlpalmlnt d lidUCltlan. 

Proor d Ellgl:lllly,, ~ng fOr .......... "*a prforl.y Hll=tlan ~ (•.g., CTAPllCTAI') or • 
..... appolliDiQ IUlhortlJ. lndvldulla Who hllv9 ... pltotty llllallon right. under e. Afllltta1 C... 
TlwliAM A11 l1lllm Progrwn (CTAP) or the ~ltllllflY'llPJ C.--~ Aullllnce Pragrwn (ICTAP) 
RUii be Wiii qualllld far lie pollllan ID r9CllYe aanlldll'lltlon far apeclll prtarttv 1111cton. To be Wlll
quellllld and wa.e llflellln prbty far II* vecmnoy. dlapleeed F .... llT!plafW l'llJlt be nlllld ll 88 or 
-.. on lie~ crllltll rar NI poeltlan. f'Gr hm ....,_ whn hi blllt qualll'ed 1111 lncU:le 
appbntl .ah IOOIW 11111 that a&. e.WIJl.qimtllllcl _,..,......the low9lt IGON on lhe belltqulllllld 
llll CTN' and ICTAP _..mull.-.. .. ti .. falaw'1g • pnd d lllglbllly fat .. iplclll 11l111llon 
prtortty: a ...,..aan nalCI; •"Malm ti PtnlOlwlll~ ~ l"IM docunln\l lflPll•llo11; 
·~-•~aweyou ... bepllclldllllr~ hmbllnllllniltllld:1110PM 
~ MycU' lllllblly llnllly Im IMrt t1111• •II: OR I MllmyDlpnneld or Nllllor'lll Gusd a.-. nollllaadon t'lt you .. nl&lld l.l'ldlr' 5 U.S.C.1387(11) or 8411. 

Praar ,.._.., ,,_,..,.. t'orOOlllldnllon ......... Ollloe dPenlannll Mwigarnent ....... 
~ ~ ......... canllldlllllan &l'ldll'lhl Offlolt dPtll1IOI•• ~· lntln:hlngl ~mult IUbmltpnaGr~ tilgl39/ _,.•a NOiiet d ....... .Adk!1· I...,....,. nnRpt • otw 

----- __ .... , ...... dOGtilMl'8•1& ····-· -

YaurapplcllllDn and al 1UPPC1llll9d0cu'lwdllllon nut be realMNf bf 12:00 mJclnW't <E••m T1me)on ttw 
ctoerno -.. Natil M V'Ol' w9 be allowed to apply men than once bUt n.111t •1ca1on fl Che only one 
thlt wll be Ulld. 

Appllcallol• a'ld ll.IPPfdiQ doculMttlllon Wll not be llCCllPtlct bf !Nil If you .. Ul'llbl9 ID apply CllMlne, 
com.ath ...._.. ~ OMllll A1P'111 ltlllVa llllldon 1111 MnOUl'10lmlntlll .... one daf prlar IDttw 
dollnadalefar .... ~ 

.~lnloraudloa:-- -----------. _-... -.----=----=-----.--. -_:::--__ . 
Htt Alllltant - . ---
Phone; (Ml)M0-3051 
Emal: H..._..roocttw.goy 

Or wrlllt; 
lJlgu,. 5ervfca C8ntw 
2«>00 Avlll RMd 5ltl f1aar 
Llgune NIQuel, CA 926n 
USA 

What To bpect Natl 

We expect to make a stlectlon WllNn 90 dayl of the cloafng date of that announcement. 
You wRI be notin.d of 1he outcome. If fwther evalulltlon or fntarvlewl are required you wat 
be contacted. 

'·-
The United Statel Govemment dG11 not dilcrlmfllltl In employment on the bast. ot race, 
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color, rellglOn, sex, national origin, polltlcal afftll1t1on, sexual orientation, rnarltll status, 
dlsablllty, IQI, membership In an employee orpnlzltlon, or other nan-rnertt flctor. 

··- -- . --- ··---
Rettson.blll Ac:ccnHllodMIOft Polley Stltalnlat I --
Fed•l'll •gencleS mult provide reaoneble acmmmodlltlon m apptlamts with dllabllltlel Where 
approprllta. Appllmntl requiring l"9fll0119ble 1c:r:ommodlltlan for 1ny part of tM 1ppltcatlon 1nd 
hiring pracae lhOuld contact the hlnng aoency directly. Detannlnetlons on requests for 
reaaonable accommodation wUI b9 rMde on 1 eate-by-C111• belts. 

C!iiiii:y1.iDC!iii!)Cii!!) 

tl:Jlr"N-._.. ....... 
....... 5lrvlcl en. 
24000 AYllll Rolld 5th floor 
Lagurm Nlgulll, CA 92177 

. -·-------~--··--··UM.. .... -·•·-----· 

(fl. Slrprtnl 
,.. .. £ .............. ..... 
HR Amllltllnt 
Phone: (149)380-3058 
Emili: H,.....,roOdhl.gov 

UUJOU Control Number: 866868 



lrnmisration And Customs 
Enforcement 
.,..,_,_.nt: D1,1•11t Of N••nkn• ,....., 
AteftcYt 1•1111 llllR ... Cl Ill• I f I nsnt 
Joll AftMU .. IMltt Nu ..... 
LM-fm. 139119 m~w 

.. ..., .. ~ 11,JOl.OO • ll,IOl.00 UID I* YW' OWi l'a'lodl Mcllld9f, Mll'Cll H. 20DJ 
• Mlly, ..... JO, m7 

p,6J.183 -

Serl• • 8radtu os..o1so-1uu Pollltlon Information: Ful Time ca,..,/Clr9 
CClndllalllt 

--~ ··P1w11otlutl PuWidliili ~-···---~--·.~ --DutY LOCiiii• 1 ~ _-;;.;;;;;;.·~--· --Wllo.., .. CGnlldeNd: 
w c:.idldllllll (Miit ......... Elf) 
Job 9utnlMl'fl 
Thll posltton supports our m111111on to prevent acts of tllrrortlm by targeting the people, money, 
and matertala that support blrron.t and crtmlnal 1c:ttv1tl9. Our VlllOn II to be the nation'• 
preeminent lllW llnfarclrnent 119anc.y, dedlclt:9d to deWdlng vulnerabllltlM end preventing 
vtolatlo,. that thruten net1oM1 MCUrfty. Immllll'ltlan and customs Enfon:llment (ICE) w• 
este.,.hed to combat thl crtmtnll and NltlOnll llCUlttV thratl emergent In 1 past 9/11 
environment. 

-------------------- -- ---------- -

Cammi md br.olr Peden.I tmp~ wllD meet lbe llllblilhed criteria m • Oftlce of Pcnonml 
Mlaaaw• ... tatnhlnp Apmlml. 

V ctenma wbD ~ pntlrlence .Uaibltl er who have bem 1ep11ated under honorable coaditiom aftl:r 
3 )Wit er man of 00iilinUOU1 B'Yioo will nicaiw comidcntion uadtl' tbo Veterma Bmploymcml 
Opportanity Act (VBOA). 

OrpmllaUaalll Loci.._: Thia politioa ii locltld iD the POIA Unit, UDdtl' the Office of AM...,, 
Secretary, lmmismtion and CUllDIDI Balncmeat, Wllhinpn, O.C. 

lleloadR lxjlm• Relocation~ will not be paid. 

Noee:One or moro poli1.ioGI may be Alled 1llina dlil vacwy announocment. 

Qweldnll•.....,..,...,.. ...... n. Queatiomume IDd .u aupportms docunuatl IDUll be 
submitted md received by 12:00 MidDigbt BDT an lbe closiq date of this annouacemcm Priday, 
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Mud& 30, 2007. 

Applleadom .... npporda1 ......... wlll NOT be HC•pted"' mal or e..O.ne 
......._ llltad below II for laqalrlel oalf. 

Key Requlnunentc 
• u.s. Cltlmnlhlp 
• lllekground Security InvestlptlOn 
• Drua ScNenlnt 

--···-·--· ·-

QS.11: You quality ma. OS-11 Jnel If you pow one (1) yell' of mpeci11ized cxpsi.eDce tbal 
oquipped you witb tbe lkilll ~to pmbm dlljab tm._ Thia..,._,.1m11tlur¥9 lt1• 

········•qiiiiliifi& .... ~ ... level. Bumplel iul:flldl apllt buwkidp ofllll1ydeil •... 
evaluative Dllllbodl in ordll'1D re1anh. intll..., IDll 1PPb' a Vlll number of POWPA - -
precedmtl wbm dmyini.,.. to Wmnedcm IDll 10clltsmine1llD implCI oftbe-.... 
infonudon • ...., opndam. 

GS-12: You~ Ii the OS.12 lmd ltyaa po11• OM (1) ,_of apeci1tized apaience tblt 
equipped you with dll lkilll wcled 1D pMbm tbD job dutial. Thia apcr:iml:e must have bem 
eqaivllml to. Jeut the GS-11 ... t.ml. Bumpltl include..,.._ ...mna leplative 
biltor)'lprecedmt c:atWdocilioal mpplialble to POWPA cues for iafmmadon IDCI mbatlntieting 
the ndioaUI tar ICti.on 1llml in w• of ippeal; IDllyzina md cnhtatin1 cvidlnce or quelliom 
re,_.. to POIA/PA propama; md ilrnltipdJll tbe detlill involved in a FOWPA matter, 
dctmninin& c1aa. ftDCda llld cwalaadaa the autlciflJoy ottblt da1L 

EdUcatloftall ........... ta: 

GS-11: You may tubetltute a doctoral degree or thAMI ruu yeera ot progn191ively higher-level 
graduate education IUdlng to tuc:h a degtW In a quaUfytnf fteld t'or experience at the GS-11 
gntd• levet. Sud\ education must hive been Obtained In an accredited college or university and 
demonatrate the knowledge, sldlls, and 1blllti11 neo11t1ry to do the work ot this position. 
Check With vour school to dtlbtrmlne how rn1ny credit hours c:ampriM three yut"I of 9radU1te 
study. If thet 1nrormaaon II not av.Habt9, UM 54 Slmtlltlr or 11 Quartlr hour1. 
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Appraprtet8 combinations of successfully complebld past-high school education and expertence 
alsO may bl used to meet the total quallftcltlon n1qulrements for the GS-9 and 11 grade 
levels. (Refer to the U.S. Cuab:lml and Border PratKtlon web lftW at WWW .cbp.gov far 
1nrormat1on on how to combine expirlanat and edUC11t1on. 

Req'llreallltli 

U.S. C"da!lalpt Cmtid••• UlUlt be Unitld St1te1 oitizml and. prwm.t proof of citizeuhip, if 
ae1ected. 

Time la Gl'ldM nm. in arade mmictiom mmt bc m8t by tho cloling dale of tbil lllD01lllCC'IDC 
Applicmtl DlWlt have at lout 52 weeb of ICrvice equi'lllmt 1D die oat low• pade level in the 
normal line of'prof,l'Clllim S. tbl pOlidall 1D be tn1m. 

Qllallfleatlolll bJ Clollll& om: ~ otblrwill noted. )"Oii mDlt meet all quali&lda:m and 
eligDriUty requimDlllCI by cm oJoMa dlllm oftbe IDDO'llDCCIDent Pdday, Maid& 30, 2007 • 

.......... Seeu1tJ .......,...: YDa will DICld 1D mccmfblly compldo a blCkpound 
aecurity invtttiptlon Wore you am be appointal i_nlo ~~ -----~----~~~-~-~-----~-

Dn1 Tllllat: You Dl1llt submit to a cb'Ul • IDd receive a noptiYc drua • nllUlt befo.re you cm 
be appointed int.o au potiticm. Aft. tpp0illtment, you will bo subject to random teltiDs i.w illepl 
qua 

HoW You Wiii .. lvlllu.-cl: 
EValuatlon• 

' ·--·--

The Fedlni gowmment aft'tra a ni.mblr rJf exceptlOnll banilftll to II~ ,,,_ blnelb lndlJde. 
but Mt not lmlled IO: t.-. .... Me ........ ...,..~ .... dlpnlent C8'1 llCCXU1tl. annual nt 
tick i.v..1ang4mt _.. ......_ n rwllmlnt ..mg. pill1I. nl hnll IUblldlll. For more 
lnfmnlliilllon llbcM INN bentlllll. --Wilt ht1p;//www,MM101".o.pm.gov/1!61.asp 

Other lnformlltlon: 
Other Infonnatton 

IndlYlduals who have spedml pr1ortty •**Ion rfghCI Under thl AOtncv Career Transition 
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Assistance Program (crAP) or the Inte1'119entY Cll'HI' Transition Alllstanal Program (ICTAP) 
must be well qualtflecl for the pc)lll1on to receive con1ldef'ltlon far sped.II pnortty saldOn. To 
be weJl-q&1111lfted and exerme telectlon prlOrlty for thll v1a1ncv, dllPlaced Fedenal employaes 
must be nated at 85 or ebc:MI on tM natlng crlwrta for thll polltlon. For thole lrwtaras where 
the best quattfted lists Inch.• appllalnD with scora lels thin 85, the welt-quallfted seont 
becomes the low.st ICON an the belt Q\Mlllfted fllt. CTAP and ICTAP ellglbles must submit one 
of the follawtng as proof rl ellglblllty far the apedal stlectlon prlortty: 11 1ep11rat1on notlee; • 
•Notice of Personnel Actlofl• (Sl'-50) or equivalent that documents separation; an agency 
certlftcatlon that yvu caMOt be plllCtld after lnJUry compenutlOn Ml bHn tennlnet:ed; an OPM 
notlftaltlon that your dlMblHty annuity haa been tllrmlnated; OR I Hffbly ~t or 
National Guard 9urHu notlftcaUon ttrlt you are 111tlntd under S u.s.c. 8337(h) or 8456. 

If you are 1 current c:aNer or can11r-condltlonel Fedeftll employ9e or farmer Fttderll emplayee 
who ,_ relnltat8m•nt llialbillty, you may bl required, at I later d•, to iubmlt lddltlonei 
docurmntaaon ttmt SllJDQl'ta your dalm llftd ntfhlcts can11r or ca,..-condltlonel tenure If you 
are un11ble to provide the requlrtld dacumentatlan, you wtll not be gtven further conlldendlan 
under thll announcement. 

1r YoU are ftllne n• Ola VEOA (Vetantns Employment Opportunttv Act) or the VRA (Ve11111ns 
Rllcrultment AUthartt.y), you mUlt lnelude In your applkatlon pKlcage a copy ~ your 00-214 or 
other proof' of ellglbllty. If you .,. ltll on ldtYe duty, you may submit• statement~ ll[Ylct 

-'"-yvt;r untt whkh .._.-..-vau 1nw ll.tlve autY; tfii diti you are......,... llnd 
the campaign medell you have recelwd. For more lnfbrrnatton on the V!OA and VAA, contUft: 
the Yeti Gulde et: btQl:l/www.opm.gpv/Dl'lrlOl/bgnllw1guld•·btm 

Promotion Potential: When promotlOn polltntlel ii shown, the agency Ill not making a 
commitment and II not obllgMed to provide future promotlon9 ta you It YoU •re 18141cted. 
Future Promottonl WIR be dependMt on your 1bfllty ta perform the duties et a higher level, the 
wnt1nu1ng l"MMICI ror mn employee aallgrlecl ta the higher IWlll, and admlniltnltMI approval. 

If tins ts a supervl9Dry POllUDn, under provlllonl Of the CMt Service Refarm Act, nnit time 
supervisors arrd/or m1....,. wlll be n.q~~-~ ~ ~. i·YMC probltioM1Y period. You may 
.-m.mquhitm c:rJlllPW•~ supervllery tralnlftl caurM Within thtoneyarat-· 
asstgnmant to thll poeltlan. 

Yau mult aabmlt aR niqulrtld lnfonnlt:lon b¥' tfte dollng dabl. If l'Nlt8rt8'I .,.. not l'IOIMld, 
your appllcatlon wll be evllluatld IOlalV on tM lnf'ormetlon aval•ble and you may not....,. 
tun con.lderaaon or m., not be considered ellQlble. Alto, I you do not pnwlde an emll 
addND, you wlll not be notified rl the outcome ti your appllaltlon. 

Alf agency employees ant requlnad tD partldpnt tn Dlrac:t Deposlt/Elec:tronlc Funds Transfer l'or 
salary~ts. 

!qual Employment Oppartuntty: 1be agency i. en Equal Opportuntty Employer. AH candldlltel 
Wiii be CDn11C1eNc1 rag1rc:t• of their reca, calar, rellglon, sax, natton111 origin, age, sexu.I 
ortentatton, pnttKtad genetic Information, stltUS • a parent, laWful palltlall aftlllatton, marttll 
statt.m, Ph'fslcaVmental dlNblllly (If not a Job factor), membership or non-nwnbershlp In an 
employee organtutlon, or any other nonmerlt ractor. 

Appltcents requiring ,.._,nable eccommodatlOnl ror any Plrt rl the 1pplleltton 1nd hlr1ng 
procau should contact ttMt Human Resources <>trim Repralentatlve llstad on this 
ennounmment. Detennlnatlorw on requats far reasonable accammodlltlon will be made on • 
casll-bv-case bells. 
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lmpoctantl AH the Information you provide m.y be verified by 1 review tit the wortc experience 
and/or educatlOn u shown on your appllc:ltlon f'orms, by c:hedclng referenca and through 
othtr mans, such as the lntarvlew proce11. Any aaggen1t1on of your experience, fella 
statements, or attempl:I to c:oncul Information may be ground• for not hlrtng you, or ror nr1no 
you after you begin work. 

--··-- -· .. ---·--

1. Vour ,..._.....to the Mllltmd CMatlolli'ltlb. and 
2. YtNI,...... Md q ._dDGurnenll .,_...In .. ......,. Docunentll wtlen of 111t jab 
~ 

Tofaa,_or .... dllcl.IMnt 

a. on .. b below to obllln IW "*'81 appllcmlcll Cll'tW' Plll-
bttp;lllllllnp.gpm.gpyldzsa , Mllre ... M you Include Ole 8-Gtllnlclilr vsmq ldlrdlk:alloi'I 
m.mblr ML 13lllO. )1IOll' name. ;J In the b1ac11a pnMded orM w9 not be ... to •Wlill9 your 
,...,. will .. ,... fJI YGU' 11111111D11on. 
'The,. runber 111 .... 71-717-314'. 

In addlllan IO oompl1ll111., CllHlne qualtlat"i'llh n ....,._.,, on-line ,..,ma. the ~ euppart1ng 
docwMrd9 MUllt be,.. .... "' .. cloM'lg ~ fAthllll'lnCU"ICll'M 

Vetm' dcx'umlntlltlan If,.,.. under V'&OA. VRA or dllimng veinnt' prar.r.,.. (e.g., 00-214 « 
ltlltemn cl llMcl. VA lllllr, SF-11). If you n tlq undlr the VEOA (V..,_,.1!111Pfc¥ntnt Opportunttr 
Aot) «the VRA (V...,_ ~ AulhorftY). you nut lnduele in 'f04ll appllalb p .. a Wf1 of 
your oo..z14 or olMI' rnd o1 ellglllly. If you n .. on IGll¥I duty. yau mav IUbml 1 .....,,..,. fA ~ 

. "'' "'""""" 
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from 'Pl unit whlah ......... you tnllnd ... duly, lhl - J'GU .. ...,.,.ang. ..... G8ft'IPll9\ 
meca. you naw recelYld. For men lnfannlllon on tw V!OA and VRA. camul tw Viti Oufde et 
b~p;/fwww.apm.AOy/ylblrlOl/htmV'flfauldl·•8 

TraillCltptl If bM1r11 yu qUlllllaallonl on eduodan. lhll eduG8llan mutt be from Ill lntlltution ICClldlld 
by _.. .-redldng 1Q11'1CY "9CIDQnllld by lhl U.S. Departmn ~ Eduollon. 

Praof of lillgl»llly If 1PP1Y1n8 far OClftlldlllllkl'l l.l\Cllf' a priority Mll:ctian P''9•11 (e.g., CTAPllCTAP) « • 
ap.ml llPPC*l'llQ .ulhcldly. lndMdullll Wl'IO hM 11*111 priorly llllctltln rid:* under' .. AottltO/ c.rw 
Trwllllon Mllltllioe Progi•n (CTAP) or tt. Ir...,.._, C....Trmllllort Alll1•m PrQIPlft (ICTAP) 
nut be Wll qUllllld rar tHt palillart ID .......... CD1lilllcllllilllkl'l for tp1c1111 pr1ortt;t 1111oaan. To.,. Wiii-
_... • ..,.. 1111c11an PFkllW rar ... .._. <lllPlnd Ftdlrll •~midi be ndld at ee ar 
8boW an Im nlllr'O Clllrta b" '* polllon. For.._.._. wMr8 the belt qutlllfted 111111 lneludlt 
__..., 1Ca1W '- ltimn •· ._ ........... ..,.beoarMI IW lowtllt_.. on twbellqulllllld 
lltt. CTAP md ICTAP .......... nW IUbml one crl .. lallawlng M proaf GI..__ for Im ..... 11l1cllon 
Pf'lOllV: a ...--.. not1ae: a "Nolla9 GI Penloftml lrd/Jd' (lll-80) or tlqLIMllWlt ._ dOoU"** llPlldan: 
an l8ll'ICY OilllfleilllDn l'llt wat.1 _,,.bit plrlDld.,... "*°" ~ tm ,,_... tMmllllftdt., CPM ..-1111on IWI ,our- ••llblllllr ...... Ml ei.t lllrmilll1d; OR a ....., DeDM11•tt er Nallonll Gu8ld 
.... "69illol1 MJ011 .. ,.... "*' u.a.c. 8317(h) or Ma 

Proof C'I El~.,.. W CIOl'llldlillllOn WM:lll' .. Ollae rl Pwlof• Mar11g111•1l lrMc:ft9'IOI 
~ l'llql!!'!'I COl'llldlll&IDn "*" .. Ollol rl,..,... .......... it bdln:ftlngl ,._,....nut UJmlt PRWlf rlallglbllV Ulh • • NollatrlPeNCll•1'1 Miian. a~ nab. or°"*" .... ...,.....,. ....... m..,.~.... ·----~---~· ~---~-··· .. ~-~""""' __ -!!!!!!!' - ~----·---~---,-~---- --·- ·- -·· 

Yru llpplk:lllon .a 111 tuppartlng daGLmnlllan mull be recelwld by 12:00 mfdnlGht (E8lfllm Time) on tte 
doling dlllll. Naf8 lhlt J'GU wl M llawlld to apply men fain ara but .. _. appllcallol'l 11 ltw only one 
lt'8twlbeu.M. 

Applcdonl Ind suppol1lng doaumlntlllon wl not be IGa.plild by 1'1'11111. If )liO'a ......... tD Wr Oftob. 
mnt1ct a. HuNn ....,_ Ofllol "'Pl'IH ttlllwt tlltld on thla ~ m lwt ane dllr print to lhe 
olollng- far"""* lnllrucllonl. 

Cont.Ht lntVMUltlon1 
-- HA:tullllllint --------- .... ----- ---

.... Pfi0"9: (M9)~3a5i·- .. -· 
!mid: Hl'Blltdr09dhl.gov 

Orwrtbl; 
Lagune Servka c.ar 
24000 Avllll 9'old 5th F1Dor 
LllguM Niguel, CA 92t77 
USA 

Whllt To llJQMICt Natr 

We expect m make a 1ll1Cllon within 90 dlya of the closing date of tl'tll announcamant. 
You wll be noafted of the outcome. If furths 9Vllluatlon or lmarvlewl are 19qUirec:t you will 
be conmcted. 

EIO lllolcY St.._ 

The United Stam Govamment doll not dllcrimlnlte In employment on ttMa bufs of r'8Ce, 



Papol, Catherine 

From: 
Sent: 
To: 
Cc: 
Subject: 

Attachments: 

19 CFR 103 
(2006).pdf (1 MB) 

Catherine, 

Suzuki, Shari~ 
Thursday, Au~ 

~ 
CBP FOIA Guidance 

19 CFR 103 (2006).pdf 

It was nice meeting you this week at the FOIA Officers meeting. 

You asked all components to submit any FOIA/PA guidance they may have in place. Attached please find a copy of 
Customs & Border Protection's regulations relating to the FOIA/PAwhich may be found at 19 CFR 103. 

(See attached file: 19 CFR 103 (2006).pdf) 

Best regards, 
Shari Suzuki, Chief 
FOIA&Yt' ,, & Litigation Branch Office of Regulations & Rulings Customs and Border Protection mpi I 1rDJ 
This document may contain confidential data, attorney work-product, and/or information Intended for U.S. Government use 
only. The information contained in this document is not for release, review, further transmission, dissemination, or use by 
anyone other than the intended 
reciplent(s) absent the express consent of the originator. Further, this document is not intended to serve as legal 
precedent unless specifically stated. If you are not the intended recipient of this transmission, please notify the sender 
immediately and then delete this document from your flies. 
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Lockett, Vania 

From: Lockett, Vania 

Sent: Saturday, September 29, 2007 6:55 AM 

To: Kuehn, Stephanie L <CTR>; Odom, Erin <CTR>; McMullen, Emily <CTR>; Byrd, Pauline 
<CTR>; Guha, Songeeta; Curley, Carol <CTR>; Lee, David <CTR> 

Subject: *"**" New CBP FOIA Office, New FOIA Director••••• 

All, 

Please see the memorandum below from Commissioner Basham announcing the new centralized CBP FOlA office! 
This is excellent news for CBP. This also means that, effective October I, 2007, we should direct any FOIA 
requests for CDP reeords to the new CBP FOIA Direetor. Mark Hanson. The contact information for CBP's 
new centralized FOlA office is listed in the memorandum below. Thanks. 

TO: CBP Employees 

FROM: Commissioner 

SUBJECT: New CBP FOlA Office 

Effective October I, 2007, CBP will open a new Freedom oflnformation Act (FOlA) office under the Office of 
International Trade. This new office supports the President's Executive Order ( 13392) to improve agency disclosure 
of information, and the Government-wide initiative to improve FOlA processing and reduce backlog. 

The new office will centralize CBP FOlA functions and provide overall management and support to the program. 

Mr. Mark Hanson will serve as the Acting FOlA Director, and a staff of experienced employees will process FOlA 
requests. The new FOlA office will also prepare statistical reports for CBP management, the Department of 
Homeland Security and Department of Justice. 

FOlA requests for records that are maintained in national computer systems, and are accessible to the FOlA staff, 
will be processed from start to finish by the new FOlA office to include receiving and logging the request, 
querying and identifying responsive records and exemptions, redacting, and submitting the final response to the 
requestor. FOlA requests for records that are not maintained in national computer systems, will be received and 
logged-in by the FOlA office and processing will be coordinated directly with the appropriate office. 

Beginning October I, 2007, please forward all new FOlA requests to the following address: 

U.S. Customs and Border Protection 

1300 Pennsylvania Ave., NW, 

Attn: Mint Annex Building, FOlA Division 

Washington, D.C. 20229 

The phone number for the FOlA Division is 202-572-0640. 

11/20/2007 



Fw: CBP - New FOIA Office 

CBP websites, cbpnet and cbp.gov, will be updated to reflect these changes. 

W. Ralph Basham 

Commissioner 

t 11201200? 

Page 2 of2 



To: Assistant Commissioners 
Office Directors 

From: Deputy Chief of Staff 

Subject: Freedom of Information Act (FOIA) Responsibilities and Duties 

The President issued Executive Order 13392, entitled "Improving Agency 
Disclosure of Information," which requires CBP to increase its reporting 
requirements and place a higher level of focus on FOIA matters. 

As a result, and to ensure we have the most updated information, please submit 
the name, office, location and telephone number of the FOIA representative and 
alternate from your Office, to the FOIA Appeals, Policy and Litigation Branch 
("FOIA Branch"), OR&R, via the intra-agency FOIA e-mail address -
FOIAHELPMAILBOX, no later than October 31, 2006. Please use "FOIA 
Contact Information" in the subject line of the e-mail message. 

The responsibilities of the FOIA representative include processing FOIA requests 
and compiling FOIA data for the weekly, monthly and annual reports. Attached is 
more detailed information on FOIA responsibilities along with other pertinent 
information. 

After FOIA representatives and alternates from each Office are confirmed, a 
meeting for Headquarters FOIA representatives will be scheduled to educate 
them on: 

• the President's Executive Order: 
• creating a citizen-centered & results-oriented approach to FOIA 

processing; 
• the CBP FOIA Improvement Plan; and 
• the weekly, monthly, and annual FOIA reporting requirements. 

Thank you in advance for your cooperation and commitment to improving CBP's 
FOIA processing and reporting. 

Attachment 

cc: Deputy Commissioner 
Chief of Staff 



FOIA Responsibilities & Other Pertinent Information 

ResponsibUitles 
The designated FOIA representative in each Office serves as the principal. 
contact for all FOIA matters involVing that office. The FOIA representa\IV• s 

responsibilities include: 

• Ensuring FOIA requests are properly and timely processed. 
• Collecting and compiling FOIA data from its office (including field 

offices/ports) for the weekly, monthly and annual reports. 

Reports 
Weekly Significant FOIA Requests - OHS requires weekly summaries of 
significant FOIA requests received by CBP. Each Office FOIA representative 
must compile this weekly summary for their office (including field offices/ports). 
and submtt the report to the FOIA e-mail address- FOIAHELPMAILBOX, by 12 
noon each Friday. The weekly summaries of signif\cant FOIA requeij\~ ~hould be 
based on and.follo~ the guidelines and examples set forth in the attached OHS 
docu~e~t ent1tl~d .FOi~ Section ~f th~ OHS Cabinet Report to the White House 
Sub'!l.1ss1on Gu~elines. The SUOjecl line of \he e-mail ~11ou1d indicate 'Wee'rJy 
S1gnif1cant FOIA Requests" u . . , 1 for all of CBP for submissio~ top~~~e~•Pt.. OR&R will consolidate the summarlA~ m a single weekly report. 

Monthly FOIA Reports - OHS re . the nu!"ber of open FOIA reques~u;~esl monthly FOIA reports lo include data on 
open, m addition to the total numb~ ~ Fength of time each request has been 
att~c~ed OHS document entitled "~o~th OIA requests received to date (see 
office s consolidated monthly report h lrd Component Data Requested"). Your 
address - FOIAHELPMAILBOX b :h ou be forwarded to the FOIA e-mail 

~~~~~~~i~~~: ~~~~:~hi~JF~1Et~ ~~~ s:a"~~1;:~~-~a~~=nth. 
FOIA1n a single monthly report. Below areat~ ~all of CBP for submission to 

reports: e ue dates for upcoming monthly 

November 17, 2006 
December 15, 2006 
January 19, 2007 
February 16, 2007 
March 16, 2007 
April 13, 2007 
May 18, 2007 
June 15, 2007 
July 13, 2007 

2 



Annual FOIA Report - This report is required annually by FOIA. A memo was 
sent to each Office from OR&R (see attached memo dated September 18, 2006), 
requesting your office's Annual FOIA Report. Please ensure the Annual FOIA 

(b)(6) Report for your office is submitted timely via e-mail to 
by October 31, 2006. Upon receipt, OR&R will consolidate the FOIA data for all 
of CBP for submission to DHS in a single annual report. 

Training 

All FOIA representatives and alternates in your office should be properly trained 
in FOIA matters. If your FOIA representatives have not received FOIA training 
within the last year, they should attend FOIA training in Fiscal Year 2007. 
Information on future FOIA training sessions will be announced as classes are 
scheduled. 

Help/Assistance 

All FOIA representatives may forward any FOIA questions they have to the FOIA 
help e-mail address - FOIAHELPMAILBOX, or call the OR&R FOIA Appeals, 
Policy and Litigation Branch at 202-572-8720. 

3 
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