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(NTIS), to set and collect fees. Compo-
nents should ensure that when docu-
ments that would be responsive to a re-
quest are maintained for distribution
by agencies operating statutory-based
fee schedule programs such as the GPO
or NTIS, they inform requesters of the
steps necessary to obtain records from
those sources.

(b) The term ‘‘direct costs’’ means
those expenditures a Component actu-
ally makes in searching for, reviewing
(in the case of commercial requesters),
and duplicating documents to respond
to an FOIA request. Direct costs in-
clude, or example, the salary of the em-
ployee performing the work (the basic
rate of pay for the employee plus 16
percent of that rate to cover benefits),
and the costs of operating duplicating
machinery. These factors have been in-
cluded in the fee rates prescribed in the
Collection of Fees and Fee Rates por-
tions of this subpart. Not included in
direct costs are overhead expenses such
as costs of space, heating or lighting
the facility in which the records are
stored.

(c) The term ‘‘search’’ includes all
time spent looking for material that is
responsive to a request. Search also in-
cludes a page-by-page or line-by-line
identification (if necessary) of material
in the document to determine if it, or
portions thereof are responsive to the
request. Components should ensure
that searches are done in the most effi-
cient and least expensive manner so as
to minimize costs for both the Compo-
nent and the requester. For example,
Components should not engage in line-
by-line searches when duplicating an
entire document known to contain re-
sponsive information would prove to be
the less expensive and quicker method
of complying with the request. Time
spent reviewing documents in order to
determine whether to apply one or
more of the statutory exemptions is
not search time, but review time. See
§ 518.82(e), for the definition of review,
and § 518.90(b), for information per-
taining to computer searches.

(d) The term ‘‘duplication’’ refers to
the process of making a copy of a docu-
ment in response to an FOIA request.
Such copies can take the form of paper
copy, microfiche, audiovisual, or ma-
chine readable documentation (e.g.,

magnetic tape or disc), among others.
Every effort will be made to ensure
that the copy provided is in a form
that is reasonably usable by request-
ers. If it is not possible to provide cop-
ies which are clearly usable, the re-
quester shall be notified that their
copy is the best available and that the
agency’s master copy shall be made
available for review upon appointment.
For duplication of computer tapes and
audiovisual, the actual cost, including
the operator’s time, shall be charged.
In practice, if a Component estimates
that assessable duplication charges are
likely to exceed $25.00, it shall notify
the requester of the estimate, unless
the requester has indicated in advance
his or her willingness to pay fees as
high as those anticipated. Such a no-
tice shall offer a requester the oppor-
tunity to confer with Component per-
sonnel with the object of reformulating
the request to meet his or her needs at
a lower cost.

(e) The term ‘‘review’’ refers to the
process of examining documents lo-
cated in response to an FOIA request
to determine whether one or more of
the statutory exemptions permit with-
holding. It also includes processing the
documents for disclosure, such as ex-
cising them for release. Review does
not include the time spent resolving
general legal or policy issues regarding
the application of exemptions. It
should be noted that charges for com-
mercial requesters may be assessed
only for the initial review. Components
may not charge for reviews required at
the administrative appeal level of an
exemption already applied. However,
records or portions of records withheld
in full under an exemption which is
subsequently determined not to apply
may be reviewed again to determine
the applicability of other exemptions
not previously considered. The costs
for such a subsequent review would be
properly assessable.

§ 518.83 Fee restrictions.
(a) No fees may be charged by any

DoD Component if the costs of routine
collection and processing of the fee are
likely to equal or exceed the amount of
the fee. With the exception of request-
ers seeking documents for a commer-
cial use, Components shall provide the
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first two hours of search time, and the
first one hundred pages of duplication
without charge. For example, for a re-
quest (other than one from a commer-
cial requester) that involved two hours
and ten minutes of search time, and re-
sulted in one hundred and five pages of
documents, a Component would deter-
mine the cost of only ten minutes of
search time, and only five pages of re-
production. If this processing cost was
equal to, or less than the cost to the
Component for billing the requester
and processing the fee collected, no
charges would result.

(b) Requesters receiving the first two
hours of search and the first one hun-
dred pages of duplication without
charge are entitled to such only once
per request. Consequently, if a Compo-
nent, after completing its portion of a
request, finds it necessary to refer the
request to a subordinate office, another
DoD Component, or another Federal
Agency to action their portion of the
request, the referring Component shall
inform the recipient of the referral of
the expended amount of search time
and duplication cost to date.

(c) The elements to be considered in
determining the ‘‘cost of collecting a
fee’’ are the administrative costs to the
Component of receiving and recording
a remittance, and processing the fee for
deposit in the Department of Treas-
ury’s special account. The cost to the
Department of Treasury to handle such
remittance is negligible and shall not
be considered in Components’ deter-
minations.

(d) For the purposes of these restric-
tions, the word ‘‘pages’’ refers to paper
copies of a standard size, which will
normally be ‘‘81⁄2 × 11’’ or ‘‘11 × 14’’.
Thus, requesters would not be entitled
to 100 microfiche or 100 computer disks,
for example. A microfiche containing
the equivalent of 100 pages or 100 pages
of computer printout, however, might
meet the terms of the restriction.

(e) In the case of computer searches,
the first two free hours will be deter-
mined against the salary scale of the
individual operating the computer for
the purposes of the search. As an exam-
ple, when the direct costs of the com-
puter central processing unit, input-
output devices, and memory capacity
equal $24.00 (two hours of equivalent

search at the clerical level), amounts
of computer costs in excess of that
amount are chargeable as computer
search time.

§ 518.84 Fee waivers.

(a) Documents shall be furnished
without charge, or at a charge reduced
below fees assessed to the categories of
requesters in § 518.81 when the Compo-
nent determines that waiver or reduc-
tion of the fees is in the public interest
because furnishing the information is
likely to contribute significantly to
public understanding of the operations
or activities of the Department of De-
fense and is not primarily in the com-
mercial interest of the requester.

(b) When assessable costs for an FOIA
request total $15.00 or less, fees shall be
waived automatically for all request-
ers, regardless of category.

(c) Decisions to waive or reduce fees
that exceed the automatic waiver
threshold shall be made on a case-by-
case basis, consistent with the fol-
lowing factors:

(1) Disclosure of the information ‘‘is
in the public interest because it is like-
ly to contribute significantly to public
understanding of the operations or ac-
tivities of the government.’’

(i) The subject of the request. Compo-
nents should analyze whether the sub-
ject matter of the request involves
issues which will significantly con-
tribute to the public understanding of
the operations or activities of the De-
partment of Defense. Requests for
records in the possession of the Depart-
ment of Defense which were originated
by non-government organizations and
are sought for their intrinsic content,
rather than informative value will
likely not contribute to public under-
standing of the operations or activities
of the Department of Defense. An ex-
ample of such records might be press
clippings, magazine articles, or records
forwarding a particular opinion or con-
cern from a member of the public re-
garding a DoD activity. Similarly, dis-
closures of records of considerable age
may or may not bear directly on the
current activities of the Department of
Defense; however, the age of a par-
ticular record shall not be the sole cri-
teria for denying relative significance
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