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FOIA Request Form Instructions
The Department of Education FOIA Service Center (FSC) is committed to assisting you in your request for information. Before getting started, don't forget to check out our FOIA Library and the ED.gov website for information and documents that are available to the public. Weproactively released hundreds of documents free of charge online. 
Please note that the federal FOIA does not provide access to records held by state or local government agencies, private businesses or individuals. If you are seeking these records, such as student transcripts or non-federal school records, please contact your school or State Education agency.
 
Requests for Personal Records: 
Under certain circumstances you may be entitled to receive more information under the Privacy Act of 1974 than under the FOIA. Privacy Act requests can be made only by U.S. citizens or aliens lawfully admitted for permanent U.S. residence who are seeking information about themselves in a system of records maintained under their names or other personal identifiers.
If you seek personal records for yourself or with the signed consent of another individual, please complete the Privacy Act Request Form.
 
Additional Questions
FSC FOIA Hotline: (202) 401-8365
FSC Fax: 202-401-0920
FSC E-mail: EDFOIAManager@ed.gov 
Visit FSC Website: http://www2.ed.gov/policy/gen/leg/foia/foiatoc.html
 
Use this form to request U.S. Department of Education records/information. Submit completed form and documentation via email: EDFOIAManager@ed.gov; fax 202-401-0920; or mail to U.S. Department of Education, Office of Management, Office of the Chief Privacy Officer, 400 Maryland Avenue, SW, LBJ 2E321, Washington, DC 20202-4536, Attn: FOIA Public Liaison. 
REQUESTER INFORMATION
Requester Description
Provide a description of the scholarly purpose the requested documents support.  If the scholarly purpose is currently funded by the Department of Education, provide funding numbers and award name.  If the documents requested are to increase the possibility of receiving a grant or contract to conduct a scholarly purpose, then the purpose of the request is commercial. 
Description of documents that are being requested.  Be as specific as possible with regard to names, dates, places, events, subjects, etc.  If known, you should include any file designations or descriptions for the records that you are requesting.  
FEES AND FEE WAIVERS
FEE WAIVER CRITERIA INFORMATION
The FOIA authorizes agencies to recover from requesters certain costs associated with processing requests made under the Act. 5 U.S.C. § 552 (a)(4)(A)(i) and (ii). The statute further provides for such fees to be waived in whole or in part where “disclosure of the information [requested] is in the public interest because it is likely to contribute significantly to public understanding of the operations or activities of the government and is not primarily in the commercial interest of the requester.” 5 U.S.C. § 552(a)(4)(A)(iii)(2000); 34 C.F.R. § 5.64.
To qualify for a fee waiver, requesters must meet two statutory requirements. First, the requester must support the request with evidence that establishes that disclosure of the information sought is in the public interest. In order to determine this, the Department must consider the following four factors in order:
The subject matter of the requested records themselves must specifically concern identifiable “operations or activities of the government”;In order for the disclosure to “likely contribute” to an understanding of specific government operations or activities, the disclosable portions of the requested information must be meaningfully informative in relation to the subject matter of the request;The disclosure must contribute to the “understanding of the public at large,” as opposed to that of the individual requester or a narrow segment of interested persons. With regard to this element, requesters should address with particularity and in detail the requester's subject matter expertise and intentions, ability, and methods of disseminating information to the public; andThe disclosure must “contribute significantly” to public understanding of government operations or activities.Requesters must meet all four elements of the public interest test outlined above to satisfy this first statutory requirement for a fee waiver. See Judicial Watch, Inc. v. Department of Justice, No. 03-5093, 2004 WL 980826 (D.C. Cir. May 7, 2004).
If the first statutory requirement is met, the Department will then also determine whether the “disclosure of the information…is not primarily in the commercial interest of the requester.” 5 U.S.C. § 552(a)(4)(A)(iii). To determine whether this second requirement has been satisfied, the Department must consider the following two factors in order:
Does the request involve any “commercial interest of the requester” (if not, the requester satisfies the second prong of the statutory fee waiver test); andIf so, the agency must balance the requester's commercial interest against the identified public interest in disclosure for the purpose of ascertaining which is the “primary interest;” a fee waiver or reduction may granted only where the public interest in disclosure is greater in magnitude than the requester's commercial interest. 
EXPEDITED PROCESSING
If you are requesting expedited processing, choose the appropriate rationale for your request below. 
ADDITIONAL COMMENTS
  Privacy Act Statement: 
 
AUTHORITY: 5 U.S.C. 301, Departmental Regulations and 5 U.S.C. 552, Freedom of Information Act (FOIA).   
 
PURPOSE: to allow individuals to file electronic FOIA requests; to track all FOIA requests from receipt to response to compile statistics for the Annual FOIA Report; to research and respond to FOIA requests; to maintain case files to comply with records disposal requirements; and to maintain an administrative record to support any litigation. 
 
ROUTINE USE: Requests are received, assigned a case number, routed to the appropriate office or organization for research and response, and filed in a case file.  Requests that are transferred, receive a no records response, or granted in full are retained for 2 years and then destroyed.  Requests that are denied in whole or in part are retained for 6 years then destroyed. 
 
DISCLOSURE: Voluntary.  We seek your full name and postal mailing address so we may mail a response to you.  Failure to provide this information may result in your request not being processed (this page does not capture email addresses).  
 
Information collected by this form is also used for trend analysis and may be shared with law enforcement personnel.  Information submitted may be retained indefinitely.  
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