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records on its World Wide Web page
and by providing access to documents
that affect the public in electronic for-
mat pursuant to 5 USC 552(a)(2). Copy-
right Office records in machine-read-
able form cataloged from January 1,
1978, to the present, including registra-
tion information and recorded docu-
ments, are available on the Internet.
Frequently requested Copyright Office
circulars, announcements, and recently
proposed as well as final regulations
are available on-line. The address for
the Copyright Office’s home page is:
http://www.loc.gov/copyright; informa-
tion may also be accessed by con-
necting to the Library of Congress’
home page on the World Wide Web. The
address is: http://www.loc.gov. Other
Copyright Office documents may be
provided on disk when so requested.

[60 FR 34168, June 30, 1995, as amended at 62
FR 55742, Oct. 28, 1997; 64 FR 36575, July 7,
1999; 65 FR 39819, June 28, 2000; 66 FR 34373,
June 28, 2001]

PROCEDURES

§203.4 Methods of operation.

(@) In accordance with section
552(a)(2) of the Freedom of Information
Act, the Copyright Office makes avail-
able for public inspection and copying
records of copyright registrations and
of final refusals to register claims to
copyright; statements of policy and in-
terpretations which have been adopted
but are not published in the FEDERAL
REGISTER; and administrative staff
manuals and instructions to the staff
that affect a member of the public.

(b) The Copyright Office also main-
tains and makes available for public
inspection and copying current indexes
providing identifying information as to
matters issued, adopted, or promul-
gated after July 4, 1967, that are within
the scope of 5 U.S.C. 552(a)(2). The
Copyright Office has determined that
publication of these indexes is unneces-
sary and impractical. Copies of the in-
dexes will be provided to any member
of the public upon request at the cost
of reproduction.

(c) The material and indexes referred
to in paragraphs (a) and (b) of this sec-
tion are available for public inspection
and copying at the Public Information
Office of the Copyright Office, Room
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LM-401, The James Madison Memorial
Building of the Library of Congress, 1st
and Independence Avenue, SE, Wash-
ington, DC, between the hours of 8:30
a.m. and 5 p.m., Monday through Fri-
day, except legal holidays.

(d) The Supervisory Copyright Infor-
mation Specialist is responsible for re-
sponding to all initial requests sub-
mitted under the Freedom of Informa-
tion Act. Individuals desiring to obtain
access to Copyright Office information
under the Act should make a written
request to that effect either by mail to
the Supervisory Copyright Information
Specialist, Information and Publica-
tions Section, Information and Ref-
erence Division, Copyright Office, Li-
brary of Congress, Washington, DC
20559-6000, or in person between the
hours of 8:30 am. and 5 p.m. on any
working day except legal holidays at
Room LM-401, The James Madison Me-
morial Building, 1st and Independence
Avenue, SE, Washington, DC. If a re-
quest is made by mail, both the request
and the envelope containing it should
be plainly marked Freedom of Informa-
tion Act Request. Failure to so mark a
mailed request may delay the Office re-
sponse.

(e) Records must be reasonably de-
scribed. A request reasonably describes
records if it enables the Office to iden-
tify the records requested by any proc-
ess that is not unreasonably burden-
some or disruptive of Office operations.
The Supervisory Copyright Informa-
tion Specialist will, upon request, aid
members of the public to formulate
their requests in such a manner as to
enable the Office to respond effectively
and reduce search costs for the re-
guester.

(f) The Office will respond to all prop-
erly marked mailed requests and all
personally delivered written requests
for records within twenty (20) working
days of receipt by the Supervisory
Copyright Information Specialist. In-
quiries should be mailed to: Copyright
Office, GC/I&R, P.O. Box 70400 South-
west Station, Washington, DC 20024. If
hand delivered, materials should go to:
Copyright Public Information Office,
LM 401, James Madison Memorial
Building, Library of Congress, 101 Inde-
pendence Avenue, SE, Washington, DC.
Office hours are from 8:30 a.m. to 5:00
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p.m., Monday through Friday, exclud-
ing holidays. If it is determined that an
extension of time greater than ten (10)
working days is necessary to respond
to a request due to unusual cir-
cumstances, as defined in paragraph (i)
of this section, the Supervisory Copy-
right Information Specialist shall so
notify the requester and give the re-
quester the opportunity to:

(1) Limit the scope of the request so
that it may be processed within twenty
(20) working days, or

(2) Arrange with the Office an alter-
native time frame for processing the
request or a modified request. If a re-
quest is denied, the written notifica-
tion will include the basis for the de-
nial, names of all individuals who par-
ticipated in the determination, and
procedures available to appeal the de-
termination. If a requester wishes to
appeal a denial of some or all of his or
her request for information, he or she
must make an appeal in writing within
30 calendar days of the date of the Of-
fice’s denial. The request should be di-
rected to the General Counsel of the
United States Copyright Office at:
Copyright GC/I&R, P.O. Box 70400,
Southwest Station, Washington, DC
20024. The appeal should be clearly la-
beled ‘Freedom of Information Act Ap-
peal’.

(9) The appeal shall include a state-
ment explaining the basis for the ap-
peal. Determinations of appeals will be
set forth in writing and signed by the
General Counsel or his or her delegate
within 20 working days. If, on appeal,
the denial is in whole or in part upheld,
the written determination will include
the basis for the appeal denial and will
also contain a notification of the provi-
sions for judicial review and the names
of the persons who participated in the
determination.

(h) In wunusual circumstances, the
General Counsel may extend the time
limits prescribed in paragraphs (f) and
(g) of this section for not more than 10
working days. The extension period
may be split between the initial re-
quest and the appeal but the total pe-
riod of extension shall not exceed 10
working days. Extensions will be by
written notice to the person making

§203.4

the request. The Copyright Office will
advise the requester of the reasons for
the extension and the date the deter-
mination is expected. As used in this
paragraph “‘unusual circumstances”’
means:

(1) The need to search for and collect
the requested records from establish-
ments that are physically separate
from the office processing the request;

(2) The need to search for, collect,
and examine a voluminous amount of
separate and distinct records which are
demanded in a single request; or

(3) The need for consultation, which
shall be conducted with all practical
speed, with another agency having a
substantial interest in the determina-
tion of the request or among two or
more components of the Copyright Of-
fice which have a substantial subject
matter interest therein.

(i) The Supervisory Copyright Infor-
mation Specialist will consider re-
quests for expedited processing of re-
quests in cases where the requester
demonstrates a compelling need for
such processing. The term ‘“‘compelling
need’’ means:

(1) That a failure to obtain requested
records on an expedited basis could rea-
sonably be expected to pose an immi-
nent threat to the life or physical safe-
ty of an individual; or

(2) With respect to a request made by
a person primarily engaged in dissemi-
nating information, urgency to inform
the public concerning actual or alleged
Federal Government activity. Request-
ers for expedited processing must in-
clude in their requests a statement set-
ting forth the basis for the claim that
a ‘“‘compelling need”” exists for the re-
quested information, certified by the
requester to be true and correct to the
best of his or her knowledge and belief.
The Office will determine whether to
grant a request for expedited proc-
essing and will notify the requester of
such determination within ten (10)
days of receipt of the request. If a re-
quest for expedited processing is ap-
proved, documents responsive to the
request will be processed as soon as is
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practicable. Denials of requests for ex-
pedited processing may be appealed to
the Office of the General Counsel.

[43 FR 774, Jan. 4, 1978, as amended at 47 FR
36820, Aug. 24, 1982; 62 FR 55742, Oct. 28, 1997;
63 FR 1927, Jan 13, 1998; 64 FR 36575, July 7,
1999; 65 FR 39819, June 28, 2000; 66 FR 34373,
June 28, 2001]

AVAILABILITY OF INFORMATION

§203.5 Inspection and copying.

(@) When a request for information
has been approved, the person making
the request may make an appointment
to inspect or copy the materials re-
quested during regular business hours
by writing or telephoning the Super-
visory Copyright Information Spe-
cialist at the address or telephone
number listed in §203.4(d). Such mate-
rial may be copied manually without
charge, and reasonable facilities are
available in the Public Information Of-
fice for that purpose. Also, copies of in-
dividual pages of such materials will be
made available at the price per page
specified in paragraphs (a) and (b) of
§203.6.

CHARGES FOR SEARCH FOR
REPRODUCTION

§203.6 Schedule of fees and methods
of payment for services rendered.

(a) General. The fee schedule of this
section does not apply with respect to
the charging of fees for those records
for which the Copyright Act of 1976,
title 17 of the United States Code (Pub.
L. 94-553) requires a fee to be charged.
The fees required to be charged are
contained in §201.3 of this chapter, or
have been established by the Register
of Copyrights or Library of Congress
pursuant to the requirements of that
section. If the Copyright Office re-
ceives a request for copies or other
services involving the public records or
indexes of the Office or for copies of de-
posited articles for which a fee is re-
quired to be charged, the Office will no-
tify the requester of the procedure es-
tablished to obtain the copies or serv-
ices and the amount of the chargeable
fees. Fees pursuant to title 5 U.S.C,,
section 552 for all other services not in-
volving the public records of the Copy-
right Office will be assessed according
to the schedule in paragraph (b) of this
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section. All fees so assessed shall be
charged to the requester, except where
the charge is limited under paragraph
(c) of this section or where a waiver or
reduction of fees is granted under para-
graph (d) of this section. Requests by
record subjects asking for copies of
records about themseleves shall be
processed under the Privacy Act fee
schedule found in 37 CFR 204.6.

(b) FOIA requests. In responding to re-
quests under this part the following
fees shall be assessed, unless a waiver
or reduction in fees has been granted
pursuant to paragraph (d) of this sec-
tion:

(1) For copies of certificates of copy-
right registration, $25.

(2) For copies of all other Copyright
Office records not otherwise provided
for in this section a minimum fee of
$15.00 for up to 15 pages and $.50 per
page over 15.

(3) For each hour or fraction of an
hour spent in searching for a requested
record, $65, except that no search fee
shall be assessed with respect to re-
quests by educational institutions,
non-commercial scientific institutions,
and representatives of the news media.
Search fees shall be assessed with re-
spect to all other requests, subject to
the limitations of paragraph (c) of this
section. Fees may be assessed for time
spent searching even if the search fails
to locate any responsive records or
where the records located are subse-
quently determined to be entirely ex-
empt from disclosure.

(4) For the issuance of any certifi-
cation, $65 for each hour or fraction of
an hour consumed in respect thereto.

(5) Other costs incurred by the Copy-
right Office in fulfilling a request will
be chargeable at the actual cost of the
Office.

(6) For computer searches of records,
which may be undertaken through the
use of existing programing, the actual
direct costs of conducting the search
including the cost of operating a cen-
tral processing unit for that portion of
operating time that is directly attrib-
utable to searching for records respon-
sive to a request, as well as the direct
costs of operator/programmer salary
apportionable to search (at no less
than $65 per hour or fraction thereof).
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