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Subject:  Interim Procedures for Records Management and Freedom of Information Act Processing

Until the Records Administrator position is filled, please follow the interim procedures below for
processing Freedom of Information Act (FOIA) requests and records management processing.

FOIA Requests
- Mail room to deliver to HR-250.
- HR-250 will log in the request and forward to the responsible office.
- Questions concerning FOIA’s can be directed to Kathy Terenzi, FOIA Coordinator at the

Colorado State Office (303) 239-3688.
- Program to draft response and mail within 20 working days.
- Forward the official file copy with enclosures to HR-250 Records.  Should an office receive a

FOIA request directly, hand carry the request to HR-250, NC Help Desk, Salina Mather for
logging in and proceed to process the request within the 20 working day time frame. 

Records Management Assistance
- Route SF-135, Records Transmittal and Receipt to HR-250 Records for processing.
- Pat Day, National Archives, will process transmittal paperwork between BLM and National

Archives.
- Questions concerning records management issues can be directed to Pat Day, Senior Records

Analyst, National Archives (303) 236-0868, Ext. 279.
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Directives Management 
- Log in IM’s and IB’s as usual in the “U” directory.
- Send official file copies and the e-mail transmittal record to HR-250 Records.
- HR-250 will post the IM’s & IB’s to the appropriate web sites.

Questions concerning this process should be directed to Dave Shaffer, Acting Branch Chief, at 
303-236-6514.  Questions concerning Freedom of Information Act processing should be addressed to
Kathy Terenzi at (303) 239-3688.  Records Management questions should be directed to Pat Day,
Senior Records Analyst, National Archives at (303) 236-0868, Ext. 279.  The HR-250 Records
temporary e-mail address is NCS_Records_Admin@blm.gov.

We appreciate your cooperation and anticipate to have the Records Administrator position filled within
the next 60 days.
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