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FOIA REQUEST FOR DOCUMENTS 
ACTION OFFICE SEARCH/REVIEW INFORMATION SHEET
6. SEARCH PROCESS (Check all that apply):
10. REASONS FOR SEARCHING RECORD AREAS MARKED IN ITEM 6 (Check all that apply):
11.a. RESPONSIVE RECORDS WERE
11.b. IF NOT FOUND, WHY NOT
12. RECOMMEND WITHOLDING
13. EXEMPTION(S) CLAIMED (If unsure of exemption number, leave blank and provide basis for withholding in block 16)
17. FOR CONTRACTS
d. SOLICITATION (RFP/RFQ) PROVIDED
e. CONTRACT POSTED ONLINE (i.e., DIBBS)
INSTRUCTIONS FOR COMPLETING DLA FORM 1917
A form should be completed by each action officer performing search and/or review.
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REQUEST NUMBER - Assigned by FOIA Office.DATE OF SEARCH - Provide the date of the search. If multiple days provide the start and finish dates.
ACTION OFFICE – Office(s) tasked to search for and review records.ACTION OFFICER– The name of the individual that searched for and reviewed the records.DESCRIPTION OF RECORDS SOUGHT - Taken from FOIA Request.SEARCH PROCESS – Mark all the types of files that were searched, whether or not records were found.PROVIDE DETAILS ABOUT RECORD AREAS SEARCHED IN ITEM 6. – Specifically describe the files searched, i.e., jane.smith@dla.mil; 810.01 Contracting and Production Program/Project Files; DCIRS, etc.HOURS SPENT SEARCHING - Provide the hours spent searching for records. 
PROVIDE KEY WORDS, PHRASES, QUERY USED FOR ELECTRONIC SEARCHES – This is based on the FOIA request and expert knowledge of the records.REASONS FOR SEARCHING RECORD AREAS MARKED IN ITEM 6 – Mark all that support where and why you searched these areas.
RESPONSIVE RECORDS WERE:  Found/Not Found. If not found, check the box that explains why or explain in item 16.WITHHOLDING RECOMMENDED – State whether or not you recommend withholding information from the records.  Highlight the information in yellow on the record.Exemptions claimed – State the FOIA exemption you believe applies to the withheld information.  If you are unsure of the proper exemption number, leave this section blank and provide the basis for withholding in item 16.
 
•
 
•
•
 
•
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•
 
 
 
HOURS SPENT REVIEWING - Provide the hours spent reviewing records.
OTHER RECOMMENDED AREAS TO SEARCH - Based on your knowledge of the subject, are there other areas where records may potentially be located? If so, provide the agency, office, and POC information if known.
EXPLANATION/COMMENTS: - Provide reasons for withholding information so the FOIA Office can determine the applicable exemption.  Also, use this section to provide any other useful information concerning your search, review, or the records.
FOR CONTRACTS – This area is used to capture information that will assist in the review of contracts.
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Exemption 1 protects national security information concerning the national defense or foreign policy that has been properly classified.Exemption 3 incorporates the various nondisclosure provisions that are contained in other federal statutes.Exemption 4 protects trade secrets and commercial or financial information obtained from a person which is privileged or confidential.Exemption 5 protects inter- or intra-agency memorandums or letters which would not be available by law to a party other than an agency in litigation with the agency.  Three privileges: (1) deliberative process; (2) Attorney Work-Product; and (3) Attorney-Client.Exemption 6 protects information about individuals in personnel and medical files and similar files when the disclosure of such information would constitute a clearly unwarranted invasion of personal privacy.Exemption 7 protects records or information compiled for law enforcement purposes, but only to the extent that the production of such law enforcement records or information could be expected to cause one of the harms outlined in one of the subparts. 
 
 
 
 
 
 
 
 
TYPE OF AWARD – This information is helpful in determining if information is releasable, especially if the submitter poses objections.
NAME OF CURRENT CONTRACTING OFFICER - Self-explanatory
SOLICITATION (RFP/RFQ) number – The solicitation number helps to determine the type of contracting method used.
IS SOLICITATION (RFP/RFQ) PROVIDED? – Whether the solicitation is requested in the FOIA, providing the solicitation is helpful in determining whether information in the contract is already in the public domain.
CONTRACT POSTED ONLINE (i.e., DIBBS) - a contract posted online has already been placed in the public domain.
OPTION YEARS EXERCISED – List the option years exercised.
CURRENT VENDOR CONTACT – A current contact at the vendor is needed in order to complete submitter notice if required.  Provide name, telephone, email, and address.
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