
29 C.F.R. § 70.21
Responses to requests.

(a) In general. Components should, to the extent practicable, communicate with requesters using the method
that is most likely to increase the speed and efficiency of the communication, including by electronic
means, such as by email.

(b) Acknowledgements of requests. A component will acknowledge each new request and assign it an
individualized tracking number. Components will include in the acknowledgment a brief description of the
records sought to allow the requesters to more easily keep track of their requests.

(c) Granting a request. After a component makes a determination to grant a request in full or in part, the
component will notify the requester in writing. The component will provide the record in the form or
format requested if the record is readily reproducible in that form or format, provided the requester has
agreed to pay and/or has paid any fees required by subpart C of this part. The component will determine on
a case-by-case basis what constitutes a readily reproducible format. Each component should make
reasonable efforts to maintain its records in commonly reproducible forms or formats. The component
must notify the requester of the right to seek assistance from the Department's FOIA Public Liaison.
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