U.S. Department of Transportation
United States Coast Guard
[image: image1.png]



Commander
4000 Coast Guard Blvd.

U. S. Coast Guard
Portsmouth VA 23703-2199

Integrated Support
Staff Symbol: (pa)

Command
Phone: (804) 686-4071

INTSUPRTCOM PORTSVA INST 5260.1B
19 December 1996
USCG INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5260.1B

Subj:  GUIDELINES CONCERNING FREEDOM OF INFORMATION ACT REQUESTS
Ref:   (a)  The Coast Guard Freedom of Information and Privacy Acts Manual, COMDTINST M5260.3 

(b)  Tab K to Appendix 2 to Annex E to MLCLANT SOP

1.  PURPOSE.  To establish guidelines for handling Freedom of Information Act (FOIA) requests made to the ISC Portsmouth.

2.  ACTION.
a.  All requests for ISC Portsmouth records shall be considered and a determination made if the information contained in the records falls into any of the restricted categories listed in paragraph 4.d. below.  If so, refer the request to the Personnel Services Division Officer. If not, the information, not the records or copies thereof, may be released.  In all cases, requests for actual ISC Portsmouth records (or copies thereof) shall be referred to the Personnel Services Division Officer for disposition.

b.  An initial determination as to whether to release or withhold a record request under the FOIA shall be made within 10 days (excluding Saturday, Sunday and legal holidays) after the request is received.  The actual records are not required to be released within 10 days, but access to the records should be granted promptly thereafter.

c.  Refer to reference (a). Chapter 5 for additional handling of FOIA request.  Reference (a), is located at the Personnel Services Division Office.

d.  Chiefs of Divisions and Branches shall ensure their personnel are familiar with the contents of this Instruction and comply with its contents.

3. DIRECTIVES AFFECTED.  Support Center Portsmouth Instruction 5260.1A is hereby cancelled.

4.  DISCUSSION.
a.  The concept underlying the Freedom of Information Act is the public's right to know what goes on in Government. All  government records, except those specifically exempted, are declared to be available for public inspection and copying.  A record is defined as any existing writing, drawing, map, recording, tape, film, photograph, or other documentary material by which information is preserved.  A record may not be withheld solely because its release might suggest administrative error or embarrass a Coast Guard official.  Bear in mind, however, that requests for information are not FOIA requests.  Only requests for records should be regarded as being FOIA requests.                       •;
b.  Authority to make ISC Portsmouth records available to the public has been delegated to the ISC Commander. The authority to deny requests, including partial denials, is delegated to the Commander, MLCLANT by reference (a) and (b).  No further redelegations of this denial authority are permitted.

INTSUPRTCOM PORTSVA INST 5260.1B
19 December 1996
c.  All FOIA requests must be in writing and must reasonably describe the records sought. 

d.  The following categories of records may not be released to the public:

(1)
Certain secret records classified by Executive Order;

(2)
Internal personnel rules and practices;

(3)
Records exempted by specific statues;

(4)
Trade secrets and business records requests to be kept confidential;

(5)
Intragovernmental exchanges;

(6)
Personnel or medical records if disclosure would be a clearly unwarranted invasion of personal privacy;

(7) Investigatory records compiled for law enforcement purposes to a certain extent;

(8) Financial institution records; and 

(9) Geological and geophysical records.

e.  Fee Assessments:  Guidelines for search, review, duplication, special handling, collection and payment of FOIA request fees are contained in reference (a). Chapter 11.
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