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COMBAT CENTER ORDER 5720.10C

From: Commanding General
To: Distribution List

Subj: FREEDOM OF INFORMATION ACT (FOIA)
Ref: (a) SECNAV 5720.42F

Encl: (1) Exemptions That Apply to ths Governmentc
I2) €C 5720/1 FOIA Request Form
(3) DD Form 2088, Record of FOIA Processing Cost

1. Situation. The principal purpose of the FOIA is to ensure that agencies
of the federal government, including the military departments, provide the
public with rsguested information to the maximum extent possible, The FGIA
applies to disclosure of records held by agencies of the Executive branch of
the federal governmment. It recuires the disclosure of records to the public
unless the information falls within one of nine exemptions under the law.
The reference establishes Department of the Navy procedures for making
general information available to members of the public concerning ite
oparaticns, activities, and administration, unless the infermation is exempt
from disclosure under che FOIA. nclosure (1) lists the exemptions.

2. Cancellation. CCO 5720.10E.

3. Mission. To establish procedures for processing FOIA informaticn
requests, enclosure (2}, made by members of the general public pursuant to
the provisions of the FOIA, & U.5.C, § 552, as amended.

4. Execution

a. Commander’'s Intent and Concept of Cperations

(1) Commander’s Intent, Any Marine Air Ground Task Force Training
Command [MAGTFTC), Marine Corps Alr Ground Combat Center [(MCAGCC)
organization receiving a reguest, which does or can reasonably be consrrued
e £fall under the POIA will immediately record the date of receipt on the
request and the receiving organization will then hand-deliver the regquest to
the FOIA Coordinator.

(2) Concept of Operations

la)} FOIA Coordinatar. The MAGTFTC, MCRGCC Adjutant is designaced
as the FOIA Officer. A member of the Adjutant's staff may be appointed as
the FOIA Coordinator.

(b Initial Denial Authority (IDA). The Commanding General ([CG)
is the IDA for all documancs under the cognizance of the MAGTFTC, MCAGCC, As

DISTRIBUTION STATEMENT A: Approved for public release; distribution is
unlimited.



CCO 5720.10C
JuL €1

the principal assistant to the CG, the Chief of sStaff, MAGTFTC, MCAGIC is
also authorized to act as the IDA in the absence of the CG. Except in
unusisally sensitive cases, the Assigtant Chief of Staff (AC/S) G-1, Deputy
AC/S G-1, or the Adjutant MAGTFTC, MCAGCC will no¥mally aect as tha IDA by
direction in accordance with paragraphs 6e!5) and (&) of the reference.

{e} The most critical aspect of the FOIA is the reguirement that
every reguast receive a respense within twenty working days., This mandate
demande accurate tracking and prompt handling of all FOIA reguests.

b. Subordinate Element Missions

(1) EOIA Coordinater

(a) Coordinace, prepare, and provide cne of the following written
responses to the reguester for all FOIA reguests received by any installation
organization within twenty working days after receipt of the valid reguest:

Ji=

Release of all requesced informavion;

Ik

Partial releage of reguested information:
3. Denial of relasass of reguestad information:

4, Extension ¢f time limit (only the IDA may grant & one-
time extension of ten days).

i) Maintain an electronic logg and hardcopy files of all
correspondence and documente assoclated with the raguesc;

{c] Perform all other duties dsscribed by the reference.

(2) Staff Judge Advocate or Counsel

{a} Ensure that all regquests received for informatcion that fall
under the provigions of the FOIA are date-stamped, marked conspicuously as
required, and immediately hand-delivered to the FOIA Coordinator:

{b) Brovide necessary informaticon and legal assistance to the
FOIA Coordinator on a priority basis so that adeguate responses can be made
within given time censtraints.

13} Ocher Activities

fa) Immadiately fooward FOIA reguasts received to the FRIA
Coordinater for processing. Respond to insuiriss by veferring reguesters to
the FOIA Coordinator or the FOIA information on the Combat Center website at:
http://www . marines. . mil/unit/29%:alms/gi/pages/adi_fola.aspx. Use of enclosure
[2] is encouraged and can be abcainad at:
https: //www.navalforms. documen:services.dla. mil.

{b) Promptly respond tc requests tasked by the FOIA Coordinator
by producing the responsiva doouments or indicating why the documents cannot
be identified or submitted to zhHe Coordinator for review, Enclosuzre (3) will
be used to record costs incurrad for search and duplication.
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(e} If there are ccncerns regarding the release of unclassified
documents, they should be promptly addressed by discussing the issues with
the FOIA Coordinator or FOIA Officer, or by providing addicicnal notes with
the documents. ALl unclassified documentis must be provided ta the FUOIA
Coordinator for review and possible redaction; any redactions of exempt
material will be applied and arproved by the IDA, see pardgraph 4a({2)(b),
before release to the reguestcer,

c. Coordinating Instructicns

{1} Any record can be reqgquested by any person under the FOIA;
however, the determination of what teo release must be done by the designated
IDA.

{2} Reguests for documents received by MASTFTC, MCAGCC, Marine Corps
Wountain Warfara Training Center (MCMWTC), Marine Aviation Weapons and
Tactice Squadron 1 (MAWTS-1), cr Marine Corps Tactics and Cperations Group
{MCTOG) perscnnel may only be tandled directly in the following cases:

(a] Reguests for materdials already published or designated for
public release.

(B! PReguests by inciwiduals for the reguester's own perscnal
information. This will fall urder the Brivacy Act; however, records with co-
mingled personal information méy be processed under both laws and should pe
reviewed and released by tha FOIA 0fficer. BReccrds mandgers should refer te
the applicable system of racords nocice for addirional guidanes.

{3) Wnen in doubt, refesr the request to the FOIA Officer.

{4) Forms. Enclosurs (2] can be obtained from the Naval Forms Gnline
web sige at hteps://navalforms.decumentservices.dla.mil/. Use the forms cab
to access the search page; encer the form number or the ticle name in the
kevword search.

§. Adminiscration and Logisties. Distribution Statement A difectives issued
by the Commanding General are ¢istributed by email ypon request and can be
viewed at http://www.2%palms.usme.mil/dire/manpeower/adi/cootoc asp.

§. Command and Signal

a. Command., This Order iz applicable to active-duty, reserve, and
civilian personnel aboard the Combat Center.

B, Signal. This COrder is effective tlhe

ot G. CT. RUCOIN
Chiaf of Statf
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Exempticns That Apply to the Governmment

In accordance with 5 U.S5.C.5 k2 lbl. the following is a list of ex tiona
which apply to government information subject to the FOIA:

i. (b)(3) EXEMPTION - Protectn Classified Matters of National Defense or
Foreign Policy. This exemption protecte from disclosure national security
information concerning the nat.onal defense or foreign policy, provided that
it hae bhesn properly classified in acecordance with the substantive and
procedural reguirements of an executive order.

2. \{bji(2) EXEMPTICHN - Interna. Perscnnel Rules and Practicas. This
exemptinn provects £rom manduhurr disclosurs records "related solely ro che
internal persomnel rules and practices of an agency." The information muist
be *interpal® to the organizat:eon, such thag the records are kKept within the
organization for its own use. Additicnally, the information must be “related
golely"” - that is, exelusively - to the organization's "perscnnel rules and
praccisen.” Examples might include repords of recenrion and separatcion,
standards of conduct, disciplinary matters; compensation and benefits, policy
fegarding leave and liberty, and other similar records.

3. (b) (3] EXEMPTION - Infcrmation Specifically Exempted by Other Statutes.
This exemption incorporates the disclosure prohibitions that are contalned in
various other federal statutes. RAs originally snacted in 1968, Exemption 3
was broadly phrased 20 as to simply cover infermation "specifigally exempted
from disclosure by 'statute."

d. ib)l4) EREMPTION - Trade Saecrets, Commercial or Financial Information.
Thise axzmptinn protects "trade secrets and commercial or financial
informacion obtained from a person [that is] privileged or confidential .
This exerpticn lg intended to protect the interests of both the gevernment
and submitters of information.

&, Ib)i{5) EXEMPTICN - Privileged Interagency o Intra-agency Memoranda er
Letters, This exemption protects "interagency or intra-agency © memorandums oF
letters which would not be ava.lable by law tc & party ... 4in litigation with
the agency." #As such, it haes been construed to "exempt those documents and
only those documents that are normally privileged in the civil discovery
context.*”

€. [(bli(6) EXEMPTION - Parsona. Informatien Affecting an Individual's
Privacy. This exemption pezmits the government bo: withheld all information
about individuale in "personne’. and medical files and similar files" when the
digclosure of such information 'would consticute a cleaarly unwarranted
invasion of perscral privacy." This exemption cannot be inwveked to withheld
from a requester information pertaining to the reguester,

F. (bl (7) EXEMPTION - Investigatory Records Compiled for Law Enforcement
Furposes. As amended, this exemption protects from disclesurs "records or
information compiled for law enforcement purposes ...."

Enclosure (1)
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B. EXSMPTION 7 Categories

a. EXEMBTION 7(&) Records or information the Disclosure of Which Could
Reasonably Be Expected to Inte:fere with Enforcement Procsedings. This
exemption autherizes the withholding of "records or information compiled for
law enforcement purposes, but unly to the extent that production of such law
enforcement records or information ... could reascnably be expected to
interfiere with enforcement proceedings.”

b. EXEMPTION 7iB) Records the Disclosure of Which Would Deprive a
Person of a Right to a Fair Trial or an Impartial Adjudication. This
exempticon is aimed at preventing prejudicial pretrial publicity that could
impair a court proceeding, protects “records or informacion complled for law
enforcement purposes [the disciosure of which] would deprive a person of a
right to & fair trial or an impartial adjudicarion."”

€. EXEMPTION 7(C)] Persena. Information in Law Enforcement Recorde. This
axempticon provides protaction for personal information in law anforcement
records. This exemption is the law enforcement counterpart to Exemption &,
providing protection for law anforcement information, the disclosure of
which, "eceuld reagonably be expected to constitute an unwarranted invasgiom of

persomal privacy.”

d. EXEMPTION 7(D] Identitwv of a Confidential Source. This exemption
provides protection for “recorrds or information compiled for law enforcemant
purposes [which] could reasonably be expected to discleose the identity of a
confidential scurce -- including & state, local, or foreign agency oz
authority or any private instituticn which furnishad information on a
ganfidential basis--and, in the case of a vecord or information compiled by a
eriminal law enforcemeant authowicy in the course of a criminal investigatien,
or by an agency conducting a lawful natienal securlty intelligence
investigation, information furnished by a confidential mource.”

e. EXEMPTION 7(E] Circumvention of thea Law. This exempcion affards
pretection to all law enforcement information whick "would disclose
tachniques and précedures for law enforcament investigations or prosecutions,
ar would disclsse guidelines for law enforcement investigations or
prosecuticns if such discleosurs could reascnably be expected to zigk
circumvention of the law."

£. EXEMETION 7(F) To Protect the Physical Safecy of a Wide Rangs of
Individuals. This exemption permits the withliclding of Information necessary
to protect cthe phyeical safsty of a wide range of individuals. Wheresas
Exemption 7(F) previously protected racords that "woild ... sndanger the 1ife
or physical safery of law enforcement personnal," the amended exemption
provides protecticn bto "any individual" when disclosure of information about
him or her "could reasonably be expected to endanger [his/her] life or

phyeical safety."

%. (blie) EXEMPTION - Regulation of Finanmcial Institutions. This exemption
protects matters that are “contained in or related to examination, operating,
or conditisn reports prepared by, on behalf of, or for the use of an agency
responsible for the regulation eor supsrvisien of finaneial institutiens."

10. (k] (8] EXEMPTION - Geological and Geophysical Information Concexning
Wells. This exempticn covers ‘geclogical and geophysical information and
data, irneluding maps, concerning wells.”

Enciosurs (1)
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FREEDOM OF INFORMATION ACT/PRIVACY ACT REQUEST

PRIVACY ACT STATEMENT
Under the AUTHORITY of S U.5.C 552 Fraedom of information Act (FOLA), § US.C 552(a) Privacy Act (PA). CCO 5720.10C, and E.O. B3ET (S5N),
this form 3 FOR QFFICIAL USE ONLY for the PURPOSE ol processing individual raquests for access and amendment of personal records.
processing requests made under the provisions of the FOIA. and ensuring timely response 1o requestans. in addifion fo those DISCLOSURES
generally permitied under section (b) of the PA_ the informalion may specifically be disciosed oulside the Dol a5 8 ROUTINE USE pursuant io 5 US
. 552a(0)(3) to indhiduals wha file FOIA requests for Bcoess 1o information on who has made FOUA reguests andior what (s being requested under
FOM. Providing the requested infoomation & voluntary, but faliune to adequately describe tha requesiad records of provide complate contact
informiation will prevent of deiay the processing of [he requent

FOIAPA®

Daie of Requast (DD MMM YY) (for oifice usa anly)

I 'would it fo submit B request undar he Fresdom of Information Act/Privacy Act andior Routine Usa Tha fo

1 am willing 10 pay the fiées assoctaied with processing my raquesi up o 25000 or
Type of information requested.| | Accident Repart [] Incident Repont

Subject or Ingured Indiiguals
Name
tfor accadentinaident rapan)

Date of incidani (MMM YY) Location of Incigient

OTHER INFORMATION TO (BENTIFY THE REGUESTED RECORDS: 4

REQUESTER CONTACT INFCRMATION (Typ

How do you wiah 3 récetve yous responsa?
['] PICKUP [ | MAILED

undar the laws of the Unded Stales of Amarica that the foregoing ts true and
correct, and that | am the persgn nemed gbave.

Printed rame of llqmw Signature of Regquaster |
PLEASE NOTE: This office has twenty (20) working days it which 12 provide you @ responss Emmnﬁuunumumwmﬂmﬁmmkmmwnn
raquesiad, locabion of racorda, elc. Ihe MESpoOnSe Hme may vary
“FOR OFFICLAL USE ONLY - PRIVACY ACT SENSITIVE™
Any msuss of unButhorized reigase of persona information coukd result in both chil and criminal penattiss
Requests for documents containing personal informatian must be signed by the raguestar. Digital signatures accepted ealy from CAC users
You may return this request by faxing it back at (780) B30-1130, o-mail to: smbpimsiola@usme.mil, or mail 1o
Commanging General
Aan: Adjutant (FOIA coordinator)
Box 7E3101
MAGTFTC, MCAGCC
Tweniynirig Paims, CA B2278

CC 5720/1 (DRAFT REV)  PRIOR EDITIONS USABLE Li ER

Enclosure (2]
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REPORT CONTROL
RECORD OF FREEDOM OF INFOFMATION (FOI) PROCESSING COST SYIRBOL
Plagse read ingtructions on back bafore complpling form. DD-DA&M(A)1365
1. REQUEST NUMBER 2. TYPE OF REQUEST /X one! | 2. DATE COMPLETED rrvyvituDD) | & ACTION OFFICE
8. INITIAL b, AFPEAL
5. CLERICAL HOURS /E-9/GS 8 and below) cone| 1M TOTAL HouRs 2} HOURLY RATE 31 COST
a. SEARCH 1 0
b, REVIEW/EXCISING F X 820.00 i
& OTHER ADMINISTRATIVE COSTS 3 ]
6. PROFESSIONAL HOURS (0.1 - O-8/G5-5-G5-TSNCONTRACTOR 171 TOTAL HOURS 131 HOUALY _RATE 13 COST
8. SEARCH 1
b. REVIEVW/EXCISING 2 X
c. OTHER/COORDINATION/DENIAL 3
7. EXECUTIVE HOURS (0-7 - ES ! and adovel 111 TOTAL HOURS
n SEARCH 1 |
b. REVIEW/ENCISING 2 x
£, DTHER/CCODRDINATION/DENIAL 3
8. COMPUTER SEARCH i1 £ 131 BAT i3 cost
8. MACHINE TIME (Nor PC, deskiop, laorop] 4 0
b, PROGRAMMER/OPERATOR TIME [Mumany
. % -
(11 Clarigal Hours 1 | 20,00 ]
i2) Protessional Hours ' $44.00/Mr 0
8. OFFICE MACHINE COPY REPRODUCTION 11 NUMBE 27 RATE 10osT |
o PAGES REPRODUCED FOR FILE COPY | 16 o
Fox = =
b, PAGES RELEASED | A5 0
10. PRE-PRINTED PUBLICATIONS i1i TOFAL PAGES i2t AATE i3 COsT
i. PAGES PRINTED x | 02 - 0
11. COMPUTER PRODUCT DU AL COST CHAR 1} NUMBER 21 ACTUAL COST £3 COST
5 TAPE/DISC/CO ]
" X "
b. PAPER PRINTOUT | 3 0
11 NUMBER i3 ACTUAL COST I3 205
B AStrLE oY) 3 X = |
111 HUMBER 2y ACTUAL COBT 13 COST
1
& x | = 1]
14. SPECIAL SERVICES I8 NUMBER | 7 ACTUAL COST N COEY
a. ALLSPECIAL 5 _ tructions) & | = l' - 0
15. MICROFICHE REPRODHU 5 | X | 25 - 1]
FEE CODES 16. FOR FOI OFFICE USE ONLY
1 Chargeabls to "commaercial” raguesters. Chargesble to "othar” 2. TOTAL COLLECTABLE FEES
requasters atuar deducting 2 hours.
2 Chargeable o "commercial™ roguestars anly. B, TOTAL PROCESSING FEES ]
3 Moi chargeable to any fen category.
4 Chergeable 1o “commercisl”. Chargeable to "other” sfrer o TOTAL'CHARGED |
doduction of the sguivalent of 2 howrs. [Exampie: deduct d. FEES WAIVED/REQUCED /¥ ane/ Yes Me
#88.00 professional rate.) .
5 Chargeable to all fee categones after deduction of 100 oceges g, FEES NOT APPLICABLE 7Y ansl [ Y | Mo
{DOES NOT include “commarncinl”)
8§ Chargeabie to all fee cetegories. No deductions. See Chaprer 5, Few Scheduie, Dol 5400, 7.8, fo deferming approprite
azsaszment of feps.
DD FORM 2088, JAN 2003 PREVIDUS EDITION 1S OBSOLETE.

ENCLOSURE (3)
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INSTRUCTIONS FOR COMPLETING DD FORM 2086
Thea fomm 8 paed (o record COXIS sasIcuied with Ihe processing af 8 Fraedom of Infarmalion (egirsr.

1. REQUEST NUMBER - First two digits will
axprass Calandar Year followsed by dash (-} and
Component's request number, |.a., 03-:001.

2. TYPE OF REQUEST - Mark tha sppropriate
ock to indicate initial reguest or appeal of a demal,

3. DATE COMPLETED - Enter year. manth and
day. l.e,, 200371001,

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

5. CLERICAL HOURS - For each appicable activity
category, enter time expended to the nearest 15
minutes in the total hours column, The activity
colagorios ara:

Search - Time spent in locating from tha files
tha requestod information.

Raview/Excising - Time spent in reviewing the
document content and determining if the entire
document must retain ity classification or segmen’s
could be axcised thereby permitting the remainder
af tha document to be declassified. In reviews fo
other than classification, FOI exemptions 2 through
9 should be considered.

Other Adminigtrative - Time spent in activity
pther than above, such as hand carrying documents
to othar locations, restoring files, eis.

= Multiply the time i the total hours column o
egch category by the hourly rate and enter the cost
figures for each category,

6. PROFESSIOMNAL HOURS - Faor aach applicable
adtivity category, enter tima expendead to the
nearast 15 minutes in the total hours column, Tha
agtivity categories are;

Search/Raview/ Excising/Other - See explanstion
alove,

« Multiply the time m the total hours column o
each ¢category by the heurly rale and enter the cost
figures for each category.

7. EXECUTIVE HOURS - For each applicable
activity category, anter tha time expanded to the
nearest 15 minutes in the total houes column, Tha
asctvily categories are:

Search/Review/Exciging/Other - See explanatian
abova.

Muitiply the time in the towel hours columin o
gach eategory by the houtly rale and enter the ool
figuras for esch category.

8. COMPUTER SEARCH - When the amount of government-owned
inot leased) computer processing machine time reguired to complete
@ search is knewn, and accurate cost information fer operation is
available, enter the time used and the rate. Then, calculate the tetal
cost which is fully chargesble to the reguester.

- Programmer and operator costs are cafculated using ths same
method as In items 5 and 6. This cast is aiso fully chargaable w
réquastars as computer search time,

8. OFFICE COPY REPRODUCTION - Enter the numbear ol pages
reproeduced and/or released

= Multiply by the rate par copy and enter cosi figures
10. PRE-PRINTED PUBLICATIONS - Enter total pages.

- Multiply the total number of pages by the rate per page and
emier cost figures,

11. COMPUTER COPY -
printouts.

Enter the total number of tapes andfer

- Muttiply by the aciusi cost per tepe or prinigut and
entér cost figures,

12. OTHER ADMINISTRATIVE FEES - Covars postoge |whan
knownl, correspandence preparation; other non-bilable charges not
coverad under llems 5 « 7, mic

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

14, SPECIAL SERVICES - Covers [tems outside of the FOIA such as
euthenticating records st $5.20 per seal, ovamight mail a1 cost, and
other services for which the requestar sgrees 1o reimburse the
Bgency.

16, MICROFICHE REPRODUCED - Enter the number of copies and
multiply by the rate per copy.

18. FOR FO! OFFICE LISE ONLY -

Total Collectabls Feas - Add tha blocks In thé cost column and
enter tolel in the total collactoble feas biock, Apply the appropriate
waiver for the category of ragquester prics 10 inseriing tha final
figure. Further discussion of chargeable {ees is containgd n Chaprer
Vi of Dol Regulation 5400,7-R.

Total Procassing Fees - Add all blocks in the cost column ang
enter total in the total procassing fees bipck. The total processing
feas in most cases Wil exceed the total coflectabla fees.

Tatal Charged - Enter the total amount that the requester was
charged, taking nto account the faa waiver threshoid and fee waiver
palicy,

Fees Walved/Raduced - Indicate if the cost of processing the
request was waived or reduced by placing an "X" in the “Yes” block
or the “No™ black.

Feas Not Applicabla - |ndicate if the cost of processing the
réquest was not applicable by placing an "X" in the “Yes” block or
the "MNo" block.

DD FORM 2088 [BACK], JAN 2003
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