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Both the envelope and the request
itself should be clearly marked: ‘‘Free-
dom of Information Act Request.’’

(b) Identify the desired record by
name, title, author, a brief description,
or number, and date, as applicable. The
identification should be specific
enough so that a record can be identi-
fied and found without unreasonably
burdening or disrupting the operations
of the Foundation. Blanket requests or
requests for ‘‘the entire file of’’ or ‘‘all
matters relating to’’ a specified subject
will not be accepted. If the Foundation
determines that a request does not rea-
sonably describe the records sought,
the requestor shall be advised what ad-
ditional information is needed or in-
formed why the request is insufficient.

(c) Include a check or money order to
the order of the ‘‘African Development
Foundation’’ covering the appropriate
search and copying fees, or a request
for determination of the fee and a
promise to pay any amount over $3.00
in connection with the FOIA request.

§ 1502.5 Records available at the Foun-
dation.

The Administration and Finance Di-
vision will make available for public
inspection and copying, to the extent
not authorized to be withheld, the fol-
lowing works or classes of information:

(a) A copy of Foundation regulations,
including those published in title 22 of
the Code of Federal Regulations or of
any other title of the Code.

(b) Statements of policy and inter-
pretations which have been adopted by
the Foundation and which are not pub-
lished in the FEDERAL REGISTER.

(c) Administrative staff manuals and
instructions to staff that affect a mem-
ber of the public;

(d) Any indexes providing identifying
information regarding any record de-
scribed in paragraphs (b) and (c) of this
section.

(e) Brochures and other printed ma-
terials describing the Foundation’s ac-
tivities.

§ 1502.6 Records of other departments
and agencies.

Requests for records which have been
originated by, or are primarily the con-
cerns of, another U.S. Department or
Agency will be forwarded to the par-

ticular department or agency involved,
and the petitioner so notified. In re-
sponse to requests for records or publi-
cations published by the Government
Printing Office or other government
printing activity, the Foundation will
refer the petitioner to the appropriate
sales office and refund any fee pay-
ments which accompanied the request.

§ 1502.7 Fees.
(a) When charged. Fees shall be

charged in accordance with the sched-
ules contained in paragraph (b) of this
section for services rendered in re-
sponding to requests for Foundation
records under this sub-part unless the
Director of A&F determines that such
charges, or a portion thereof, are not in
the public interest because furnishing
the information primarily benefits the
general public. Fees shall also not be
charged where they would amount, in
the aggregate, for a request or series of
related requests, to less than $3. Ordi-
narily, fees shall not be charged if the
records requested are not found, or if
located, are withheld as exempt.

(b) Services charged for and amount
charged. For the services listed below
expended in locating or making avail-
able records or copies thereof, the fol-
lowing charges shall be assessed:

(1) Copies. For copies $.10 per copy of
each page.

(2) Clerical searches. For each one
quarter hour spent by clerical per-
sonnel in excess of the first quarter
hour in searching for and producing re-
quested records, $2.30.

(3) Non-routine, non-clerical searches.
Where the task of determining which
records fall within a request and col-
lecting them requires the time of pro-
fessional or managerial personnel, and
where the time required is substantial,
for each one quarter hour spent in ex-
cess of the first quarter hour, $5.40. No
charge shall be made for the time spent
in resolving legal or policy issues af-
fecting access to records of known con-
tents.

(4) Other charges. When a response to
a request requires services or materials
other than those described in para-
graphs (b) (1) through (3) of this sec-
tion, the direct cost of such services to
the Foundation may be charged, pro-
viding the requestor has been given an
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