§261.12

these public reports should be ad-
dressed to: Sales Office, National Tech-
nical Information Service, U.S. Depart-
ment of Commerce, 5285 Port Royal
Road, Springfield, Virginia 22161, (703)
487-4650.

(3) Privacy protection. The Board may
delete identifying details from any
record to prevent a clearly unwar-
ranted invasion of personal privacy.

§261.12 Records available to public
upon request.

(a) Types of records made available. All
records of the Board that are not avail-
able under 8§§261.10 and 261.11 shall be
made available upon request, pursuant
to the procedures and exceptions in
this Subpart B.

(b) Procedures for requesting records.
(1) A request for identifiable records
shall reasonably describe the records in
a way that enables the Board’s staff to
identify and produce the records with
reasonable effort and without unduly
burdening or significantly interfering
with any of the Board’s operations.

(2) The request shall be submitted in
writing to the Freedom of Information
Office, Board of Governors of the Fed-
eral Reserve System, 20th & C Street,
N.W., Washington, D.C. 20551; or sent
by facsimile to the Freedom of Infor-
mation Office, (202) 872-7562 or 7565. The
request shall be clearly marked FREE-
DOM OF INFORMATION ACT RE-
QUEST.

(3) A request may not be combined
with any other request to the Board ex-
cept for a request under 12 CFR
26la.3(a) (Rules Regarding Access to
and Review of Personal Information
under the Privacy Act of 1974) and a re-
quest made under §261.22(b).

(c) Contents of request. The request
shall contain the following informa-
tion:

(1) The name and address of the re-
quester, and the telephone number at
which the requester can be reached
during normal business hours;

(2) Whether the requested informa-
tion is intended for commercial use,
and whether the requester is an edu-
cational or noncommercial scientific
institution, or news media representa-
tive;

(3) A statement agreeing to pay the
applicable fees, or a statement identi-
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fying any desired fee limitation, or a
request for a waiver or reduction of
fees that satisfies §261.17(f); and

(4) If the request is being made in
connection with on-going litigation, a
statement indicating whether the re-
quester will seek discretionary release
of exempt information from the Gen-
eral Counsel upon denial of the request
by the Secretary. A requester who in-
tends to make such a request to the
General Counsel may also address the
factors set forth in §261.22(b).

(d) Defective requests. The Board need
not accept or process a request that
does not reasonably describe the
records requested or that does not oth-
erwise comply with the requirements
of this section. The Board may return a
defective request, specifying the defi-
ciency. The requester may submit a
corrected request, which will be treat-
ed as a new request.

(e) Oral requests. The Freedom of In-
formation Office may honor an oral re-
quest for records, but if the requester
is dissatisfied with the Board’s re-
sponse and wishes to seek review, the
requester must submit a written re-
quest, which shall be treated as an ini-
tial request.
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§261.13 Processing requests.

(a) Receipt of requests. Upon receipt of
any request that satisfies §261.12(b),
the Freedom of Information Office
shall assign the request to the appro-
priate processing schedule, pursuant to
paragraph (b) of this section. The date
of receipt for any request, including
one that is addressed incorrectly or
that is referred to the Board by an-
other agency or by a Federal Reserve
Bank, is the date the Freedom of Infor-
mation Office actually receives the re-
quest.

(b) Multitrack processing. (1) The
Board provides different levels of proc-
essing for categories of requests under
this section. Requests for records that
are readily identifiable by the Freedom
of Information Office and that have al-
ready been cleared for public release
may qualify for fast-track processing.
All other requests shall be handled
under normal processing procedures,
unless expedited processing has been
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