UNITED STATES MARINE CORPS
MARINE CORPS BASE

PSC BOX 20004

CAMP LEJEUNE, NORTH CAROLINA 28542-0004
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BASE ORDER 57Z20.1A

From: Commanding Qfficer
To: Distribution List

Subd: FREEDOM OF INFORMATION ACT (FOIA) PROCEDURES FOR HANDLING
REQUESTE FOR PUBLIC DISCLOSURE OF RECORDS HELD BY MARINE
CORPS BASE, CAMP LEJEUNE

Ref: {a) 5 U.8.C., Sectiocn 552
() SECNAVINST 5720.4ZF

Encl: (1) Freedom of Information Act/Privacy Act and Routine
Use Raguest Form, MCBCL/MPWER/ADI/5720.1/2
{2} Record of Freedom of Information (FOI) Processing
Cogt, DD 20868

Feports Recuired: aAnnual Freedom of Information Act Report
{Report Symbol DD-5720-25)

1. Situation. This Order establishes procedures for handling
FOIA reqguegts for locally held records as defined by references
fa) and (b)), and outlines procedures for the submission of
reports as reguired by reference (b).

2. <Cancellation. BO 5720.1.

3. Mission

a. To ensure activities act promptly on all reguests for
federal records and process such reguests pursuant to the
references. Reference (b)) provides amplifving instructions for
compliance and implementation when processing such reguests and
outlines fee procedures (Enclogure (2)) which will be followsd
te cover expense(s) incurred in providing such records to
requesters under the FOIA., EReference (b)) gives specific denial
authority o the Commanding Officer (C0O), Marine (orps Base

(MCBY, Camp Lejeune (CamLedj}.

v of Revision.

paragraph 4da{l) ie).




4. Execution. The CO, MCR, CamLej has designated the Director,
Manpower with the responsibility for advising and managing FOIA
procedures along with being the authorized denial authority.

a. Tasks

(1) Director, Manpower. Appoint a FOIA Coordinator to
perform the duties as outlined for MCB, CamLe].

(a) Act as the Responsible Officer and principal
point of contact on FOIA matters.

(b) Establish and maintain a database/control log of
raegquests received under the FOIA.

(c) Consolidate cost data {enclosure (2)) provided
by the action agencies after acting upon each FOIA reguest and
prepare the reguired annual report as directed by reference (b).
The annual report is due by 25 Octeober of sach vyear to
Headguarters Marine Corps {HOMC) .

(d) Coordinate FOIA requests received by
organizations located aboard MCB, CanmlLej. The Staff Judge
Advocate (8JA) MCRB, CambLed and Counsel, Eastern Area Counsel
Office (EACO), will provide legal guidance in thelr respective
areas of cognizance for all cases in which guestions arise
pertaining to the legality of providing or denying a record.
Respective areas of cognizance for providing FOIA advice are:

1. For SJA: Military law, general standards of
conduct matters and standards of conduct matters related to
military personnel and all other matters except those falling
under the cognizance of Counsel.

2. For Counsel: All appropriated and
nonappropriated contract and procuraement law matters; civilian
personnel law cases; businessz and commercial law aspects of
patent, copvright, royalty, trademark and other intellectual
property matters; envirommental and land use law matiers;
procurement integrity and other sitandards of conduct matters
affecting civilian emplovees; all commercial and business law
litigation involving the command and all commercial and business
law aspects of acguisgition, custedy, disposal. management, and
raxation of real and personal property.
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{e} The FOIA Office will ensure that within five

i

working days from the date of receipt, all FOIA reguestors wili

be mailed an acknowledgement receipt letter that acknowledges,
at a minimum, receipt of his/her FOIA request and provides
contact information of the FOIA Qffice.

(£} Reply in writing to the reguester within 20
working days after receipt of a request. If an extension is
deemad necessary in which to respond, the action officer will
request an extension with a completion date to the FOIA
Cocrdinator. The FOIA Coordinator will reply to the requestor
with an extension letter priocr to 20 working davs from the
receipt of the original FOIA reguest.

{g} Fees. Fees are assessed and calculated per
enclosure (3} of reference {(b).

1. Applicable fees for commercial requesters,
educational or noncommercial sclentific institutlion or news
media are outlined in enclosure (3) of reference (b). The
action activity will prepare enclosure (2) and forward it to the
FOIA Coordinator.

2. For all other requesters, the FOIA
Coordinator will recover the full direct cost of searching for
and duplicating records, except that the first two hours of
search time and the first 100 pages of duplication shall be
furnished without charge. The action activity will prepare
enclosure {2) and forward it to the FCOIA Coordinator.
Requesters must reasonably describe the records scought.
Reguesters should indicate a willingness to pay assessable
search and duplication costs if more than twe hoursg of search
effort or 100 pages of records are desired,

3. Fees may not be used to discourage
requesters. FOIA fees are limited to standard charges for direct
document search, review {in the case of commercial regquesters)
and duplication.

4. The acrion activity will forward an estimate
of assegsable fees to fhe FOIA Coordinator if desired by the
reqgquestar.
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Coordinator may charge for time
ords, even if that search fails to
1ve to the reguest. If the action
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$25.00, it will notify the requester of the estimated amcunt of
feeg, unless the requester has indicated in advance his or her
willingness to pay [ees as high ag those anticipated.

6. Fees may be waived or reduced 1f furnishing
the information is likely to contribute gignificantly to public
understanding of the operations or activities of the DoN/DoD and
is not primarily in the commercial interest of the reguester.
The action activity must make a written analysis whether to
walve or reduce fees based on the criteris found in paragraph 7,
enclogure (3) of reference {(b}. Questionsg regarding fee walvers
or reductionsg should be addresszed to elither the SJA or EACO
depending on their respective areas of cognizance.

{2} Commanding Officers/Department Heads

{a) Ensure that personnel are fully aware of the
necegsity to be responsive to FOIA reguests.

(b) Notify the FOIA Coordinator by telephone {(451-
8503) or email if an extension ig needed and provide a date the
FOIA will be completed.

(c) Asgssign an action officer to coordinate all
regulirements regarding FOIA requests with the FOIA Ccoordinator.

{3) SJA and Counsel. Provide legal guidance on FOIA
reguests as reguired.

b. Coordinating Instructions. The following disposition
ingtructions are provided for records required to be maintained
on FOIA matters:

(1) Correspondence relating to implementation of the FOIA
will be maintained for two vears.

{2) Responses to FOIA reguests granting access, referrals
a3 other locationg, lack of adeguate description of records, and
notification of fees will be maintained for two vears.

(3} Responses on denials ©o accass {(in part or whole)
rhat are not appealed will be maintained for six years.

{47 Records created in responsge
will bhe maintained six vears afier final
vears after adiudication by the court.

to administrative appeals
detrerminations or tLhree
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{5) Amnual reports will be maintained two vearg after the
reporting period.

5. Administration and Logistics

a. Reguesters can fax enclosure (1) to the FOIA Coordinator
at {(910) 451-3£688/1265% or mail the reguest to the following

COMMANDING QOFFICER

{ATTN: FOIA COORDINATCR)
MARINE CORPS BASE

PSC BOX 20004

CAMP LEJEUNE, NC 28542-0004

. Enclosure (1) ig also located on the following website:
http://www.lejeune.usne.mil/meb/index. asp

¢. Under no circumstances will the action activity respond
directly to the reguester. The FCOIA Coordinator will provide

all responses to the reguester.

6. Command and Signal

a. Command. This Order is applicable to the Marine Corps
Bage, Camp Lejeune and all tenant organizations.

i

L. Signal. This Order is effective the date signed.

By direction

DISTRIBUTION: A

DISTRIBUTION STATEMENT: Approved for public release;
distribution is unlimited.
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BO 5/20.1A
REPORTING REQUIREMENT DD-5720-25 ARAD

FREEDOM OF INFORMATION ACT/PRIVACY ACT AND ROUTINE USE REQUEST FORM

PRIVACY ACT STATEMENT
Under the AUTHORITY 5 U.S.C. 552(a) and E.O. 9397 (SSN), this form is FOR OFFICIAL USE ONLY for the PURPOSE to track, process, and
coordinate individual requests for access and amendment of personal records; to process appeals on denials of requests for access or amendment to
personal records; to compile information for reports, and to ensure timely response to requesters. In addition to those disclosures generally permitted
under 5 U.S.C. 552a(b) of the Privacy Act, these records or information contained therein may specifically be disclosed outside DoD as a ROUTINE
USE pursuant to 5 U.S.C. 552a(b)(3) to individuals who file FOIA requests for access to information on who has made FOIA requests and/or what is
being requested under FOIA. DISCLOSURE is MANDATORY.

Date Requester completed the form (DD MMM YY):

Commanding Officer
Marine Corps Base Camp Lejeune (O Foa O rPA (O ROUTINE

Attn: S-1 (FOIA Coordinator)

Date Request Received:

PSC Box 20004
Camp Lejeune, NC 28542-0004

(Please Check) Type of Request

D FREEDOM OF INFORMATION ACT (FOIA)
(Attorney/Environmental/Investigations)

I:' PRIVACY ACT (PA)
(Personal information directly about the individual, SRB, OPM)
ROUTINE USE

|:| (OFFICIAL USE, Federal, State and local agency for civil or criminal or for hiring,
retention, insurance company, accident reports, security clearance and contract)

NOTICE: ‘Military Police Incident Reports pertaining to'but not limited to: - assault,- breaking and entering, drugs, domestic assault,
burglary will -be forwarded-to Naval Criminal Investigative Service: (NCIS) Headquarters for processing. - Please-ask the FOIA
Coordinator for more information.

| am willing to pay the fees above $25.00 for the processing my request in the amount of:

Information requested: (Describe information requested and where to locate the information)

Requester or Client's Name: SSN

Names of all persons involved:

Date of incident (DD MMM YY) : Location of Incident:

Please provide your address: (Print or type clearly)

Name

Address

City State Zip Code Country
Do you want to pick up the report or have it mailed to you? [] Pickup [] MAILED [] E-MAIED

E-MAIL: If you provide your e-mail address you authorize a response via e-mail

(Requester's Name (PRINT)) (Phone Number)

AGENCY STAMP

(Signature of requester or agent)
(Signature required for PA/ROUTINE USE Requests)

"l declare under penalty of perjury under the laws of the United
States of America that the foregoing is true and correct”.

PLEASE NOTE: There is no processing time limits when processing PA Requests, but we will process as expeditiously as possible. This office has
twenty (20) working days in which to provide a response to a FOIA Request. Depending on current workloads, information requested, dates and/or
accidents etc...the response time may vary.

"FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE"
Any misuse or unauthorized release of personal information could result in both civil and criminal penalties.
You may return this request by faxing it back at {910) 451-3688 or e-mail to FOIA.MCBLejeune@usmec.mil

MCBCL/MPWR/ADJ/P5720.1/2 (REV 7/09) PREVIOUS EDITIONS ARE OBSOLETE ADOBE 8.0

1 Enclosure (1)
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RKRECORD OF FREEDOM OF INFORMATION (FOI) PROCESSING COST

Flease read ingtructions on back before completing form.

REPORT CONTROL
SYMBOL

DD-DAKM{A1365

1. REQUEST NUMBER 2. TYPE OF REGQUEST (X ons} 3. DATE COMPLETED fyyyvasusbo | 4. ACTION OFFICE
a. INITIAL b. APPEAL
5. CLERICAL HOURS (£-9/GS-8 and below) debel 1) TOTAL HOURS {71 HOURLY RATE (3 COST
a. SEARCH 1 0
b, BREVIEW/EXCISING 2 X $20.00 {
. QTHER ADMINISTRATIVE COSTS 3 ]
§. PROFESSIONAL HOURS /-7 - G-5/35-9-G5-15HCONTRACTOR {1 TOTAL HOURS (21 HOURLY RATE (3} COBT
a. BEARCH 1
b REVIEW/EXCISING 2 X 54400 =
c. OTHER/COORDINATION/DENIAL 3 ¢
7. EXECUTIVE HOURS (0-7 - ES | and above} {1} TOTAL HOURS {21 HOURLY RATE (31 COBT
a. SEARCH 1 0
b. REVIEW/EXCISING 2 X $75.00 =
¢. OTHER/COORDINATION/DENIAL 3
8. COMPUTER SEARCH (1) TOTAL TIME {2} RATE 13 COST
a. MACHINE TIME /Mot P, deskrop, laptop}
b. PROGRAMMER/OPERATOR THME Humanj
X =
{1) Clerical Hours $20. 00/
(21 Protessional Hours 1 $44.00/hr 0
9. OFFICE MACHINE COPY REPRODUCTION (1] NUMBER 2} RATE {3) COST
a. PAGES REPRODUCED FOR FILE COPY R .18
b4 a
b. PAGES RELEASED 5 16
10. PRE-PRINTED PUBLICATIONS 11} TOTAL PAGES {7} RATE {3 COST
a. PAGES PRINTED 5 X .02 = 4
11. COMPUTER PRODUCT QUTPUT/ACTUAL COST CHARGES {1} NUMBER {2) ACTUAL COST 3 COST
a. TAPE/DISCKD 6
X =
b. PAPER PRINTOQUT 3
12. OTHER ADMINISTRATIVE FEES (1} NUMBER {2} ACTUAL COST {33 COST
a. ALL POSTAGE/ADMINISTRATIVE fSee instructions) 3 b4 = o
3. AUDIOVISUAL MATERIALS 1) NUMBER {2} ACTUAL COST (3 COBT
a. MATERIALS REPRODUCED 4 X ‘! = 8
14, SPECIAL SERVICES {1} NUMBER 12} ACTUAL COST i3} COST
a. ALL SPECIAL SERVICES {See instructions} & X = (
16. MICROFICHE REPRODUCED 5 X 28 = it
FEE CODES 18, FOR FOI OFFICE USE ONLY
1 Chargsable to "commarcial” requestars, Chargeable to "other™ a. TOTAL COLILECTABLE BEES
requesters after deducting 2 hours.
2 Chargeshls 1o "commarcial” requesterss only. b TOTAL PROCESSING FEES i
3 Mot chargesble o any fee category. -
4 {hargeshle w “comenercial”. Chargesble 1o "other” afigr ¢. TUTAL CHARGED .
deduction of the equivalent of £ howrs. (Example: deduct 4. FEES WAIVEDMEDUCED 7Y onel Yeg R
$88.00 professional rate.} ‘
5 Chargeable w all fes categories after deduction of 100 pages 2. FEES MOT APFLICABLE (X one/ Yes No
{DOES NOT include "commercis!®},
§ Chargeabis to o fee categories, Ne deductions. Bee Chapter &, Fes Schedule, Dol 8400, 7-R, ic determine approprisie

assegsrhent of fess.

B FORM 2086, JAN 2003

FREVIOUS EDITION IS OBSOLETE.
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INSTRUCTIONS FOR COMPLETING DD FORM 2086

This form is used to record cosis assoriated with the processing of a Fresdom of Information request.

. REQUEST NUMBER - First two digits wili
express Calendar Year followed by dash -} and
Component's request number, i.e., 03-001.

2. TYPE OF REQUEST - Mark the appropriate
block to indicate initial request or appeal of a denial.

3. DATE COMPLETED - Enter year, month and
day, i.e., 20031001,

4. ACTION OFFICE - Enter the office processing
this reguest.

5. CLERICAL HOURS - For each applicable activity
category, enter time expended to the nearest 15
minuies in the total hours column. The activity
categories are;

Search - Time spent in locating from the files
the requested information.

Review/Excising - Time spent in reviewing the
document content and determining if the entire
document must retain Hs classification or segments
could be excised thereby permitting the remainder
of the document to be declassified. In reviews for
other than classification, FOI exemptions 2 through
9 should be considered.

Other Administrative - Time spent in agtivity
other than abeove, such as hand carrying documents
to other locations, restoring files, etc.

- Multiply the time in the total hours column of
sach category by the hourly rate and enter the cost
tigures for each category.

6. PROFESSIONAL HOURS - For each applicable
activity category, enter time expended {o the
naarest 15 minutes in the total hours column. The
aciivity categories are:

Search/Review/Excising/Other - See explanation
above.

- Multiply the time in the total hours column of
gach category by the hourly rate and enter the cost
figures for gach category.

7. EXECUTIVE HOURS - For each applicable
activity categosy, enter the fime expended to the
nearest 15 minutes in the total hours columne, The
activity categories are:

Search/Review/Excising/Uther - Sse explanation
abwove.

- Multiply the time In the total hows solumn of
sach category by the hourly rale and snter the cost
figures for sach category.

8. COMPUTER SEARCH - When the amount of government-ownad
{not leased! computer processing maching time required to complete
a search is known, and accurate cost information for operation is
available, enter the tims used and the rate. Then, caloulate the total
cost which is fully chargeable to the requester,

- Prograimmer and operator costs are calculated using the same
method as In lems & and 6. This eost is also fully chargeable to
requesters as computer search time,

8.  OFFICE COPY REPRODUCTION - Enter the number of pages
reproduced and/or released,

- Multiply by the rate per copy and enter cost figures.
10. PRE-PRINTED PUBLICATIONS - Enter total pages.

- Multiply the total number of peges by the rate per page and
enter cost figures.

11. COMPUTER COPY -
printouts.

Enter the total number of tapes and/or

- Mutltiply by the actual cost per tape or printout and
anter cost figures.

12. OTHER ADMINISTRATIVE FEES - Covers postage {when
known}, correspondence preparation, other non-hillable charges not
covered under lams b - 7 e,

13. AUDIOVISUAL MATERIALS - Duplication cost is the actual cost
of reproducing the material, including the wages of the person doing
the work,

14, SPECIAL SERVICES - Covers items cuiside of the FOIA such as
authenticating records at §5.20 per seal, overnight mail at cost, and
other services for which the requester agrees to reimburse the
agency.

15. MICROFICHE REPRODUCED - Enter the number of copies and
muitiply by the rate per copy.

16. FOR FOI OFFICE USE ONLY -

Total Coliectable Fees - Add the blocks in the cost column and
enter total in the tolal coliectable feas block. Apply the appropriate
walver for the category of requester prior t¢ inserting the final
figure. Further discussion of chargeable fees is contained in Chapter
Y1 of Dob Begulation 5400.7-R.

Total Processing Fees - Add all blocks in the cost column and
eritar toial in the total processing fees block. The total processing
feas in most cases will sxcsed the total collectable fees.

Total Charged - Enter the tetal amoury that the requestsr was
charged, taking o scoount the fee waiver threshold and fae wabver
palcy.

Foey Walved/Redused - Indicats if the cost of processing the
ragguest was waived or regduced by placing an X" in the "Yae” biock
ar the "Mo” block.

Fesz Not Applicabie - Indicafs if the cost of processing the
renuest was not applicable by placing en "X7 in the "Yes” block or
the "No® block.

DB FORM 2086 (BACK), JAN 20032
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