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SUMMARY OF RESPONSE TIMES AND FEES 
 

  
What is it? 

Is a request form 
required? Are fees 

required? 

When will the agency respond? 

Standard 
request 

 Seeks one or more 
clearly identified 
documents. 

 The agency 
determines it would 
take less than 8 hours 
of staff time to 
process, including 
redaction of legally 
protected information. 

 A standard request 
should require no or 
minimal clarification 
by the requester. 

 The agency may choose 
whether to require a 
request form. 

 The agency may 
choose whether to 
charge a fee. 

 If the agency charges the 
fee, it must notify the 
requester in advance 
and receive the fees 
before providing the 
documents. 

 The agency will acknowledge 
receipt within 2 business days. 

 The agency will be ready to provide a 
substantive response 15 business days 
later. 

 The agency may extend this time in 
15- business-day increments by giving 
written notice to the requester. 

Time- 
intensive 
request 

 The agency 
determines it would 
take more than 8 
hours of staff time to 
process, including 
redaction of legally 
protected information. 

 A request form is 
required. 

 Fees are required. 
 The agency must notify 

the requester in advance 
of likely fees associated 
with the request. 

 Before providing a 
substantive response, the 
agency must notify the 
requester and receive 
payment from the 
requester. 

 The agency will acknowledge 
receipt within 2 business days. 

 Within 15 business days later, the 
agency will allow the requester to 
submit a new request. 

 Within 45 business days later, the 
agency will be ready to provide a 
substantive response. 

 The agency may extend in 45-
business- day increments by giving 
written notice to the requester. 
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