June 8, 2006
[Corrected 07/ 17/ 06]

O fice of Governnent Ethics (OGE)
Executive Order 13392 | nprovenent Review Pl an/ Report
Freedom of Information Act & Privacy Act Requests/Appeal s

A Overall nature of OGE's Freedom of Infornmation Act
(FO A) operations:

OGE is a small separate executive branch agency with one
office location, its Washington, DC headquarters, which receives
a |limted nunber of FOA and Privacy Act (PA) requests and
adm nistrative appeals each year. OGE's FOA function is
primarily handled by one attorney who works part of the tinme on
FOA matters, wth the assistance of others in the GCeneral
Counsel’s O fice and other OCGE units. There is no contracting
out of OGE' s FA A functions. Moreover, OCGE does not have a
FO A/ PA backlog and for fiscal year 2006 to date has responded
to all requests within the statutorily prescribed 20 working
days of receipt. OCGE does not enploy multi-track processing of
its FO A/ PA requests. This Agency receives few requests for
expedi ted processing (none so far this fiscal year); when such
requests are received, OGE acts quickly on them (within the
statutory 10 cal endar day period) to determ ne whether or not to
grant expedited processing. Wth such a snall overal |
operation, OGE considered all areas of its FAQA activities for
revi ew for possible inprovenents.

B. Areas selected for review

As noted above, OGE reviewed all pertinent areas of its
relatively small FO A/ PA program for any possible inprovenents.

C. Summary of results of review

OGE's review of its FO A operations revealed a program that
is basically sound, with all requests for the current fiscal
year so far having been answered within the statutory time franme
and no FO A backlog at present. Gven the limted nunber of
FO Al PA requests OGE receives each fiscal year (an average of
sonme 40-60), its part-tine staffing of the FOA function is

deened appropriate. OGE nonetheless identified a nunber of
areas for nodest inprovenent, both procedural and substantive,
as enunerated bel ow In the years ahead, OGE wll strive to
maintain the overall integrity of its FOA operations, wth

enhanced efficiency that the inprovenents anticipated wll
bri ng.



D.-F. Areas chosen as inprovenent areas for OGE pl an:

Areas anticipated to be compl eted by Decenber 31, 2006:

First Ar ea: 1. Nane: E. O 13392 Desi gnati ons;
2. CGoal s/ Obj ectives: Designation of OGE Chief FOA Oficer, FOA
Requester Service Center Tel ephone Nunber and Public Liaison as
soon as possi bl e; 3. St eps: Make designations, E- mai |
notification to the Departnment of Justice and Ofice of
Managenent and Budget, post to OGE Wbsite; 4. Tine MI estones:

Conpl ete by md-January 2006; 5. Success Measurenent: Conpleted
all goals on tine.

Second Area: 1. Nanme: Formal Separation of Functions;
2. Goal s/ hjectives: Fornalize separation of FO A/ PA request and
adm ni strative appeal functions; 3. Steps: Institute internal
procedure for full separation of processing of requests and
admnistrative appeals; 4. Tine Ml estones: Conplete by the end
of February 2006; 5. Success Measurenent: Conpleted on tine.

Third Area: 1. Nane: Politeness and Courtesy to All
Request ers; 2. Goal s/ Obj ecti ves: Maintain high |evel of
politeness and courtesy due to FO A/ PA requesters as persons who
seek Government services from OGE in the record request and
retrieval field; 3. Steps: Ensure politeness and courtesy in all
dealings with requesters from initial contact to conpletion of
the OCGE FO A/PA response; 4. Tinme Mlestones: Continue high
| evel of politeness and courtesy throughout the remainder of
2006, with ongoing nonitoring to ensure low rate of any
conplaints; 5. Success Measurenent: Hi gh level of requester
satisfaction with request processing, with no nore than five
conplaints during the year about treatnment received by OGE s
FO A Requester Service Center and Public Liaison (no such
conplaints received to date in FY 2006), also with OGE pronptly
resolving any conplaints to the satisfaction of the requesters
to the extent possible.

Fourth Ar ea. 1. Nane: Ti nel i ness of Responses;
2. Goal s/Onjectives: Miintain at least 85% tinely OGE FO A/ PA
request response rate; 3. Steps: Devote sufficient staff and
resources to ensure that an 85%+ tinely response rate 1is
mai ntained; 4. Tine Mlestones: Already achieved (100% tinely
response rate so far in FY 2006), continue to nonitor on an
ongoi ng basis for the remainder of year to ensure that at | east
an 85% tinely rate is being nmaintained; 5. Success Measurenent:
Timely response rate remains at |east 85% throughout cal endar
year 2006.

Fifth Area: 1. Nane: Backl og Avoi dance (Pronpt Resol ution);
2. Coal s/njectives: Continue to avoid any backlog of FO A/ PA
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requests submtted to OGE (or the pronpt resolution of any that
do develop fromtinme-to-tine); 3. Steps: Devote sufficient staff
and resources to assure that no FO A backl og develops (or any
that does is pronptly resolved); 4. Tine MIlestones: Already
achi eved (no backlog to date in FY 2006), continue to nonitor on
ongoing basis for remainder of year to ensure that no backl og
devel ops (or pronpt resolution thereof); 5. Success Measurenent:
No backl og devel ops (or pronpt resolution) for the rest of 2006.

Sixth Area: 1. Nane: Authority  Del egation Update;
2. Goal s/ hjectives: Update OGE FAO A/ PA authority delegation
docunent; 3. Steps: Commence project as soon as possible;
4. Tinme Ml estones: Conplete authority update by Septenber 30,
2006; 5. Success Measurenent: Conpletion of update on tine.

Areas anticipated to be conpl eted by Decenber 31, 2007:

First Ar ea: 1. Nane: FO A Website Revi ew,
2. Goal s/ (hjectives: Review to determne if any update or
improvenent is needed in presentation of information on OGE s
FO A Wbsite section; 3. Steps: Design update/inprovenent of the
FOA Wbsite mterials and presentation, post to the OGE
Website; 4. Tinme Ml estones: Conplete review to determne if any
areas need updating/inprovenent by end of March 2007, if so,
prepare updated/inproved naterials/presentation by the end of
June 2007, then post to OGEs FOA Wbsite by the end of
Sept enber 2007; 5. Success Measurenent: Conpletion of all goals
on tinme.

Second Ar ea: 1. Nane: FO A Regul ati on Updat e;
2. Goal s/ Objectives: Update OGE's FOA regulation at 5 CFR
part 2604 to incorporate the designation of the OGE Chief FOA
Oficer, FOA Requester Service Center Telephone Nunber and
Public Liaison, as well as other needed updates such as general
office contact telephone nunbers, FAX nunbers, etc.; 3. Steps:
Review regulation for all possible update/inprovenent areas,
obtain appropriate clearances, publish in the Federal Register;
4. Tinme Mlestones: Conplete regulation review by end of March
2007, obtain clearances by the end of June 2007, publish in
Federal Register by the end of Septenber 2007; 5. Success
Measurenent: Conpletion of all goals on tine.

Third Area: 1. Nane: Politeness and Courtesy to All
Request ers; 2. CGoal s/ Obj ecti ves: Mai ntain  high |evel of
politeness and courtesy due to FO A/ PA requesters as persons who
seek Government services from OGE in the record request and
retrieval field; 3. Steps: Ensure politeness and courtesy in all
dealings with requesters from initial contact to conpletion of
the OGE FO A PA response; 4. Tinme Mlestones: Continue high
| evel of politeness and courtesy throughout cal endar year 2007,
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with ongoing nonitoring to ensure low rate of any conplaints;
5. Success Measurenent: High Ilevel of requester satisfaction
wth request processing, wth no nore than five conplaints
during 2007 about treatnent received by OGE' s FO A Requester
Service Center and Public Liaison, also with OGE pronptly
resolving any conplaints to the satisfaction of the requesters
to the extent possible.

Fourth Ar ea: 1. Nane: Ti mel i ness of Responses;
2. Goal s/ Objectives: Maintain at least a 90% tinmely OGE FO A/ PA
request response rate; 3. Steps: Devote sufficient staff and
resources to ensure that a 90%t tinely response rate is being
mai ntained; 4. Tine Ml estones: Mnitor on an ongoing basis to
ensure that the 90% tinely rate is being mintained; 5. Success
Measurenent: Tinely response rate remains at least 90% for
cal endar year 2007.

Fifth Area: 1. Nane: Backl og Avoi dance (Pronpt Resol ution);
2. Goal s/ hjectives: Continue to avoid any backlog of FO A/ PA
requests submtted to OGE (or the pronpt resolution of any that
do develop fromtine-to-tine); 3. Steps: Devote sufficient staff
and resources to assure that no FO A backl og develops (or any
that does is pronptly resolved); 4. Tinme MIlestones: Continue
ongoi ng nmonitoring to assure that no backl og devel ops (or pronpt
resolution thereof); 5. Success Measurenent: No backl og devel ops
(or pronpt resolution) during cal endar year 2007.

Sixth Area: 1. Nane: FO A/PA Training;, 2. Goals/Qbjectives:
Institute annual general FO A/PA orientation training for all
OGE program staff, stressing need for cooperation of program
staff in FOA searches and responses; 3. Steps: Design
orientation training for general OGE staff, inplement annual
training for whole agency; 4. Tine M| estones: Conplete training
outline by end of March 2007, check quarterly to ensure that

orientation for all staff will be provided by the end of 2007;
5. Success Measurenent: Conpletion of training review update by
March 2007 and provision of orientation training to all OGE

staff by the end of cal endar year 2007.

Areas anticipated to be conpleted after Decenber 31, 2007:

First Area: 1. Nane: Online Request Fornf Subm ssion;
2. Goal s/ Obj ecti ves: Maki ng onl i ne FO Al PA  request form
avai l able and considering possibility of online submn ssion of
requests (OGE already allows E-mail requests); 3. Steps: Prepare
online form post to OCE Wbsite, consider allowing online
submi ssion; 4. Tine Mlestones: Online request form conpleted
and posted by the end of March 2008, decision on possible online
subm ssion by the end of June 2008, if so, inplenent by end of




Sept enber 2008; 5. Success Measurenent: Conpletion of goals on
tinme.

Second  Area: 1. Nane: Review Proactive/ Affirmtive
Disclosures for OGE's Wbsite; 2. Goals/Objectives: Review to
determine if any additional records should be disclosed/Ilinked
on the OGE Wbsite; 3. Steps: Conplete consideration/review,
make decision, and upload/link any additional docunents deened
suitable for posting (also continue to nonitor in the future to
ensure that any additional records subject to required
affirmative disclosure under FO A subsection (a)(2) are posted);
4. Time Ml estones: Conplete review and decide if any additional
docunents should be proactively disclosed by end of June 2008,
if so, prepare additional docunents for uploading/linking and
post to OGE' s Wbsite by the end of Septenber 2008, with ongoing
noni toring/ posting for any addi ti onal subsecti on (a)(2)
docunents; 5. Success Measurenent: Conpletion of all goals on
tine.

Third Area: 1. Nane: Politeness and Courtesy to All
Request er s; 2. CGoal s/ Obj ecti ves: Mai ntain  high |evel of
politeness and courtesy due to FO A/ PA requesters as persons who
seek Government services from OGE in the record request and
retrieval field; 3. Steps: Ensure politeness and courtesy in all
dealings with requesters from initial contact to conpletion of
the OGE FO A/PA response; 4. Tinme Mlestones: Continue high
| evel of politeness and courtesy during 2008 and future years,
with ongoing nonitoring to ensure |low rate of any conplaints;
5. Success Measurenent: Hi gh Ilevel of requester satisfaction
Wi th request processing, with no nore than five conplaints
during each year about treatnent received by OGE's FOA
Requester Service Center and Public Liaison, also with OGE
pronmptly resolving any conplaints to the satisfaction of the
requesters to the extent possible.

Fourth Ar ea: 1. Nane: Ti mel i ness of Responses;
2. Goals/hjectives: Miintain at least 90% tinely OGE FO A/ PA
request response rate; 3. Steps: Devote sufficient staff and
resources to assure that a 90% tinely response rate is
mai ntained; 4. Tine Ml estones: Mnitor on an ongoing basis to
ensure that the 90% tinely rate is being maintained; 5. Success
Measurenent: Tinely response rate remains at least 90% for
cal endar year 2008 and future years.

Fifth Area: 1. Nane: Backlog Avoi dance (Pronpt Resol ution);
2. CGoals/Qnjectives: Continue to avoid any backlog of FO A/ PA
requests subnmitted to OGE (or the pronpt resolution of any that
do develop fromtine-to-tine); 3. Steps: Devote sufficient staff
and resources to assure that no FO A backl og devel ops (or any
that does is pronptly resolved); 4. Tine Mlestones: Ongoing
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monitoring to assure that no backlog develops (or pronpt
resolution thereof); 5. Success Measurenent: No backl og devel ops
(or pronpt resolution) during calendar year 2008 or future
years.

Sixth Area: 1. Nane: FO A/ PA Training;, 2. Goal s/ Qbjectives:
Conti nue/ update annual general FO A/PA orientation training for
all OGE program staff, stressing need for cooperation of program
staff in FO A searches and responses; 3. Steps: Review update
orientation training for general OGE staff, inplenent the annua
training each year for whole agency; 4. Tinme M]lestones:
Conpl ete review and any update of orientation training outline
by the end of Mrch of calendar year 2008 and future years,
check quarterly to ensure that orientation for all staff wll be
provided the end of each vyear; 5. Success Measurenent:
Conmpl etion of training review update by March of each year and
provi sion of wupdated orientation training to all OGE staff by
the end of cal endar year 2008 and future years.




