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SCREEN # SCREEN DEVELOPMENT 
INSTRUCTIONS 

3-0010 
Welcome 
 

Narration:  Welcome to the Public Access to Federal Records module.  For 

navigational guidance, you may access the Help menu.  Select the Next button to 

begin this module. 

 

OST:  Welcome to the Public Access to Federal Records module. 

 

GRAPHICS:  Use standard Flag background with series of images pulled from 

remainder of lesson.  

GA will bring in 
bullets as the 
narrator 
mentions them 

3-0014 
Objectives 

Narration:  The terminal learning objective for the Public Access to Federal 

Records module is to identify the methods by which the public can gain access to 

federal records in a manner consistent with the Freedom of Information Act and 

directives and legal instruments that affect access to classified information. 

In support of this terminal learning objective there are four topics in this module, 

each with its own enabling learning objective.  Take a moment to review each 

topic's enabling learning objective; consider your ability to perform each topic's 

enabling learning objective as a step towards your mastery of the module's 

terminal learning objective 

 
OST:   
TOPIC 1 of 4: The Automatic Process of Declassification 
Enabling Learning Objective:  Identify the Automatic Declassification Process  

TOPIC 2: Mandatory and Systematic Declassification Review Provisions 

Enabling Learning Objective: Identify the relevant features of the mandatory review 

process and the systematic process of declassification. 

TOPIC 3: The Freedom of Information Act (FOIA) and Other Classified Information 

Directives 

Enabling Learning Objective:  Identify relevant features of the Freedom of Information Act 

(FOIA) and other directives that affect access to classified information. 

TOPIC 4: Legal Instruments Governing Access to Presidential Records and Donated 
Collections 
Enabling Learning Objective:  Identify legal instruments that govern access to presidential 
records and donated collections. 
 
GRAPHICS: Use standard 3 graphics pulled from the lesson on the right side.  
 

Model OST for 

Topics and 

Enabling 

Learning 

Objectives from 

previous 

lessons.  

3-0018 
About This 

Narration:  As a result of completing the Public Access to Federal Records 

module, you will be able to answer the following questions: what is the process 
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Module of Automatic Declassification; what is the Mandatory Declassification Review 

process; what are the exemptions to Systematic Review; what are the 

declassification procedures regarding Presidential Documents? 

OST:  You will be able to answer:  

 What is the process of Automatic Declassification? 

 What is the Mandatory Declassification Review Process? 

 What are the exemptions to Systematic Review? 

 What are the declassification procedures regarding Presidential 
Documents? 

 
GRAPHIC: Standard page 3 –Archives building w Roman Columns 
 

3-2000 

Mandatory 

Declassification 

Review Process 

 

Narration:  In the second topic, Mandatory Declassification Review Process, we 

will discuss the relevant features of the Mandatory Declassification Review 

process and the systematic process of declassification. 

OST:  This topic discusses: 

 Mandatory Declassification Review Process 

 Systematic process of declassification. 
 

 
GRAPHIC: Standard Snap Man 
 

 

3-2010 

Originating 

Agency 

 

Narration:  All information classified under this order or predecessor orders shall 

be subject to a review for declassification by the originating agency if: the request 

for a review describes the document or material containing the information with 

sufficient specificity to enable the agency to locate it with a reasonable amount 

of effort, the information is not exempted from search and review under sections  

USC 552 in accordance with law, and the information has not been reviewed for 

declassification within the past 2 years.  

 

If the agency has reviewed the information within the past 2 years, or the 

information is the subject of pending litigation, the agency shall inform the 

requester of this fact and of the requester’s appeal rights. 

Information exempted from automatic declassification under this section shall 

remain subject to the mandatory and systematic declassification review 

provisions of this order. 

 
OST:   
Originating agency may review information if: 

 The review request enables the agency to locate it with reasonable effort 

 It is not exempt from search and review by the National Security Act of 

Did You Know… 
 

The National 

Archives at 

College Park 

was completed 

in 1993 and 

dedicated in 

May 1994. 

Archivist John 

Carlin shelved 

the last box to 

signal the end of 

the move to the 

National 

Archives at 

College Park, 

November 1, 
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1947 

 It was not reviewed for declassification within the past 2 years 
 
 

 

 
 

1996. 

 

3-2020 

Exemptions 

 

Narration:  

The Archivist shall have the authority to review, downgrade, and declassify 

papers or records of former Presidents under the control of the Archivist 

pursuant to 44 U.S.C 2107, 2111, 2111 note, or 2203.  

 

Review procedures developed by the Archivist shall provide for consultation with 

agencies having primary subject matter interest and shall be consistent with the 

provisions of applicable laws or lawful agreements that pertain to the respective 

Presidential papers or records.  

 

Agencies with primary subject matter interest shall be notified promptly of the 

Archivist’s decision. Any final decision by the Archivist may be appealed by the 

requester or an agency to the Panel. The information shall remain classified 

pending a prompt decision on the appeal. 

OST: 

The Archivist shall: 

 Have authority to review, downgrade, and declassify Presidential papers 

Did You Know… 
 
The 8th Archivist 
of the United 
States was John 
W. Carlin? In 
this photo, he 
cuts the ribbon 
formally opening 
the Public Vaults 
on November 
12, 2004. 
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and records 

 Make review procedures consistent with laws pertaining to Presidential 

papers or records 

 Make agencies aware of decisions, but may be appealed by a requester 

or agency 

 

 

3-2030 

Agencies 

Conducting 

Mandatory 

Review 

 

Narration:  Agencies conducting a mandatory review for declassification shall 

declassify information that no longer meets the standards for classification. They 

shall release this information unless withholding is otherwise authorized and 

warranted under applicable law. 

Agency heads shall develop procedures to process requests for the mandatory 

review of classified information. They also shall provide a means for 

administratively appealing a denial of a mandatory review request and for 

notifying the requester of the right to appeal a final agency decision to the Panel. 

 
OST:   
Agency heads shall: 

 Process requests for mandatory reviews 

 Provide a means for appealing review denials 

 Notify requesters of the right to appeal 
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3-2040 

Systematic 

Declassification 

Process 

 

Narration:  Each agency that has originated classified information under this 

order or its predecessors shall establish and conduct a program for systematic 

declassification review.  

 

This program shall apply to records of permanent historical value exempted from 

automatic declassification under section 3.3 of this order.  

GRAPHIC: 

Show the seals of several agencies (provided, the agencies are not 

important, just need to show some/ so bunch them together to show 

they are just a mass of agencies) – then link them down to the words 

“Each Establishes a Program for Systematic Declassification Review”  

2001.31 of the 
Directive 
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3-2050 

Types of 

Exempt 

Information 

 

Narration:  Certain types of information are exempt from automatic 

declassification.  An agency head may exempt specific information from 

automatic declassification if the release of such information would reveal any of 

the following items shown here.  

OST: 

Specific information may be exempted from automatic declassification if it’s 

expected to:  

1. Reveal the identity of a confidential human source, intelligence source, a 
relationship with an intelligence or security service of a foreign government or 
organization; or impair the effectiveness of an intelligence method 
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2. Reveal information that would assist in the development, production, or use of 
weapons of mass destruction 

 

3. Reveal information that would impair U.S. cryptologic systems or activities  

 

4. Reveal information that would impair the application of state-of-the-art 
technology within a U.S. weapon system  
 
5. Reveal formally named or numbered U.S. military war plans that remain in 
effect, or reveal operational or tactical elements of prior plans 
 
6. Reveal information that would seriously harm diplomatic activities or foreign 
relations 
 

7. Reveal information that would impair the current ability of government 
officials to protect the President, Vice President, and other protectees for whom 
protection services, in the interest of the national security, are authorized 
 
8. Reveal information that would seriously impair national security emergency 
preparedness plans or reveal vulnerabilities of systems, installations, or 
infrastructures; or violate a statute, treaty, or international agreement that does 
not permit the automatic or unilateral declassification of information at 25 years.  

 

GRAPHIC: This is a lot of text, but that’s what the client requested so let’s use 
an American flag or Archives with the columns as a watermark. BUT make it 
VERY light. READABILTY IS KEY. 

 

 

3-2060 

Expired 

Organizations 

 

Narration: 
 

Each agency that has originated classified information under this order or its 
predecessors shall establish and conduct a program for systematic 
declassification review for records of permanent historical value exempted from 
automatic declassification under section 3.3 of this order.  
 
Agencies shall prioritize their review of such records in accordance with priorities 
established by the Center.  
 
The Archivist shall conduct a systematic declassification review program for 
classified records that are: admitted into the National Archives; transferred to the 
Archivist pursuant to 44 U.S.C. 2203; and for which the National Archives serves 
as the custodian for an agency or organization that has gone out of existence. 
 
OST:   
Records from defunct organizations shall be reviewed in accordance with: 

Did You Know… 
 
The Director of 
the Information 
Security 
Oversight 
Office shall 
ensure that 
agencies 
provide the 
Archivist with 
adequate and 
current 
declassification 
guides. 
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 The standards of this order 

 Implementing directives 

 Declassification guides 
 

 

 

 

3-2070 
Systematic 

Review 

 

Narration:  Agencies shall establish systematic review programs for those records 

containing information exempt from automatic declassification. Agencies may 

also conduct systematic review of information contained in permanently valuable 

records that is less than 25 years.  

OST 

Agencies shall: 

 Establish systematic review programs for records containing exempt 

automatic declassification material 

 Conduct systematic review of information that is less than 25 years old 
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3-2080 
Knowledge 

Check 

 
 
 
 

KNOWLEDGE CHECK: 

Select all that apply.  

What types of information are exempt from automatic declassification? 

Choice 1: Information that would expose a crime committed by the President 

while still in office 

Choice 2: Information that would assist in the development of nuclear weapons 

Choice 3: Information that would reveal formally named military plans that 

remain in effect 

Choice 4: Information that may reflect negatively on a U.S. organization 

Correct Answers: 2, and 3.  (info taken from screen - 3-2050  Types of Exempt 

Information) 

 

Correct Feedback: You have constructed a 100% correct response. Recall from 
the topic that information is exempt from automatic declassification if it would 
assist in the development, production, or use of weapons of mass destruction or 
reveal formally named or numbered U.S. military war plans that remain in effect, 
or reveal operational or tactical elements of prior plans. 
 

1st Incorrect Feedback: You have not constructed a 100% correct response.  

Recall that information that would threaten national security is exempt from 

automatic declassification.  
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2nd Incorrect Feedback: Again, you have not constructed a 100% correct 

response. The correct answers are now showing on your screen. Recall from the 

topic that information is exempt from automatic declassification if it would assist 

in the development, production, or use of weapons of mass destruction or reveal 

formally named or numbered U.S. military war plans that remain in effect, or 

reveal operational or tactical elements of prior plans. 

3-3000 

Freedom of 

Information 

Act 

 

Narration:  In the third topic, the Freedom of Information Act (FOIA), we will 

discuss the relevant features of the act and other directives that affect access to 

classified information.  

OST:  This topic discusses: 

 The Freedom of Information Act 

 Other directives that affect access to classified information 
 

GRAPHIC: Standard Snap Man 
 

 

3-3010 

FOIA 

Requirements 

 

Narration:  All federal agencies are generally required under the Freedom of 

Information Act (FOIA) to disclose records requested in writing by any person. 

However, agencies may withhold information pursuant to nine exemptions and 

three exclusions contained in the statute.  

 

The FOIA applies only to federal agencies and does not create a right of access to 

records held by Congress, the courts, or by state or local government agencies. 

Each state has its own public access laws that should be consulted for access to 

state and local records.  

OST:   
All federal agencies are required to disclose requested records under the 
Freedom of Information Act (FOIA). 
 
Graphic: 
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3-3020 
Information 

Available to 

the Public 

 

Narration:   

Each agency shall make the information shown here available to the public. 

OST: 

Each agency shall make available information regarding: 

 

1. Its central and field organization and places where requests can be made. 

2. The methods the public may access information, make requests, or obtain 

decisions.  

3. The course and method by which the agency functions, including all formal and 

informal procedures. 

4. The rules of procedure, descriptions of forms available, and/or the places at 

which forms may be obtained. 

5. General rules of applicability adopted as authorized by law.  

6. Statements of general policy or interpretations adopted by the agency and 

their amendments, revisions, or repeals. 
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GRAPHIC: This OST will take up a lot of room. Please make it big and readable and 

put a small FOIA seal in there. 

 

3-3030 

Public 

Inspection and 

Copying 

 

Narration:  Each agency shall make available for public inspection and copying— 

final opinions, including concurring and dissenting opinions, as well as orders, 

made in the adjudication of cases.   

OST:  Each agency shall make public 

 Final opinions 

 Orders 
 

 
GRAPHIC: REPEAT agencies grouped together 
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3-3040 
Nine 

Exemptions 

 

Narration:  Nine Exemptions and Three Exclusions are stated in the Statute 

regarding requests for information. The nine exemptions include those 

concerning classified documents, internal personnel rules and practices, 

information exempt under other laws, confidential business information, internal 

government communications, personal privacy, law enforcement, financial 

institutions, and geological information. 

OST:   
Nine Exemptions: 

 Classified Documents 

 Internal Personnel Rules and Practices 

 Information Exempt Under Other Laws 

 Confidential Business Information  

 Internal Government Communications 

 Personal Privacy  

 Law Enforcement 

 Financial Institutions  

 Geological Information 
 

GRAPHIC: This OST will take up a lot of room. Please make it big and readable and 

put a small FOIA seal in there. 

 

3-3050 
Three 
Exclusions 

Narration:  In some narrow circumstances, acknowledgement of the existence of 

a record can produce consequences similar to those resulting from disclosure of 

the record itself. In order to avoid this type of problem, the 1986 amendments 

established three "record exclusions." 

The exclusions allow an agency to treat certain exempt records as if the records 

were not subject to the FOIA and they are not required to confirm their 

existence.  
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If these records are requested, the agency may respond that there are no 

dissoluble records responsive to the request. However, these exclusions do not 

broaden the authority of any agency to withhold documents from the public. The 

exclusions are only applicable to information that is otherwise exempt from 

disclosure. 

 

OST: 

Acknowledgement of the existence of a record can produce consequences similar 

to those resulting from disclosure of the record itself. 

GRAPHIC: 

1. Start with the NARA seal 

2. Fade in a Document/Record next to the seal 

3. Fade it back out when the narrator says (there are no dissoluble records…) 

 

 

3-3060 
First Exclusion 

Narration:  The first exclusion may be used when a request seeks information 

that is exempt because disclosure could reasonably be expected to interfere with 

a current law enforcement investigation.  

There are three specific prerequisites for the application of this exclusion. First, 

the investigation in question must involve a possible violation of criminal law. 

Second, there must be reason to believe that the subject of the investigation is 

not already aware that the investigation is underway. Third, disclosure of the 

existence of the records could reasonably be expected to interfere with 

enforcement proceedings. 

When all of these conditions exist, the records are not subject to FOIA and the 

agency's response does not have to reveal that it is conducting an investigation. 

 
OST:   
The first exclusion prevents disclosure that could interfere with a current law 
enforcement investigation and must: 

 Involve a violation of criminal law 

 Have reason to believe the subject of the investigation is not aware of it 
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 Be expected to interfere with enforcement proceedings 
 

 

 
 

3-3070 
Second 
Exclusion 

Narration:  The second exclusion applies to informant records maintained by a 

criminal law enforcement agency under the informant's name or personal 

identifier. The agency is not required to confirm the existence of these records 

unless the informant's status has been officially confirmed.  

 

This exclusion helps agencies to protect the identity of confidential informants. 

Information that might identify informants has always been exempt under the 

FOIA. 

 
OST:  The second exclusion prevents disclosing information that will reveal the 
identity of informants. 
 
GRAPHIC: COMPLETELY BLACK OUT THE Picture of a PERSON ON THE STAND in a 
courtroom.  (To show they are anonymous. 
 
 

 

3-3080 
Third Exclusion 

Narration:  The third exclusion only applies to records maintained by the FBI 

which pertain to foreign intelligence, counterintelligence, or international 

terrorism. When the existence of these types of records is classified, the FBI may 

treat the records as not subject to the requirements of FOIA. 

This exclusion does not apply to all classified records on the specific subjects. It 

only applies when the records are classified and when the existence of the 
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records is also classified. Since the underlying records must be classified before 

the exclusion is relevant, agencies have no new substantive withholding 

authority. 

 
OST:   
The third exclusion only applies to records maintained by the FBI which pertain to 
foreign intelligence, counterintelligence, or international terrorism.  
 
GRAPHIC:  Insert a picture of a globe and show a connection line between the 
U.S. across the Atlantic to Britain. 
 

3-3090 
Knowledge 
Check 
 
 
 

KNOWLEDGE CHECK: 

Select only the best answer.  

What information is each agency required to make available? 

Choice 1: Place where defunct files go, formal procedures, method for making 

requests, description of forms available 

Choice 2: Place where requests can be made, informal procedures, method of 

appointing the information decision-maker, description of forms available 

Choice 3: Place where defunct files go, formal procedures, method of appointing 

the information decision-maker, percentage of requests that are approved 

Choice 4: Place where requests can be made, informal procedures, method for 

making requests, description of forms available 

Correct Answer: 4 (info taken from screen -3020 Information Available to the 
Public) 
 

Correct Feedback: You have constructed a 100% correct response. Recall from 

the topic that each agency must make available its central and field organization 

and places where requests can be made; the methods the public may access 

information, make requests, or obtain decisions; the course and method by which 

the agency functions, including all formal and informal procedures; and the rules 

of procedure, descriptions of forms available, and/or the places at which forms 

may be obtained. 

 
 

1st Incorrect Feedback: You have not constructed a 100% correct response.  

Recall that an agency shall make available the course and method by which the 

agency functions, including all formal and informal procedures. 

2nd Incorrect Feedback: Again, you have not constructed a 100% correct 
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response. The correct answers are now showing on your screen. Recall from the 

topic that each agency must make available its central and field organization and 

places where requests can be made; the methods the public may access 

information, make requests, or obtain decisions; the course and method by which 

the agency functions, including all formal and informal procedures; and the rules 

of procedure, descriptions of forms available, and/or the places at which forms 

may be obtained. 

3-3100 
Judicial Review 

Narration:  In enacting these exclusions, congressional sponsors stated that it 

was their intent that agencies must inform FOIA requesters that these exclusions 

are available for agency use. Requesters who believe that records were 

improperly withheld because of the exclusions can seek judicial review. 

Any reasonably segregable portion of a record shall be provided to any person 

requesting such record after deletion of the portions which are exempt under this 

subsection. 

 

LINK! 

LINK1 TEXT: Click to view the sources of this information.  

LINK1 Content:  

 

Source: A Citizen's Guide on Using the Freedom of Information Act and the Privacy 

Act of 1974 to Request Government Records, First Report by The House 

Committee on Government Operations, Subcommittee on Information, Justice, 

Transportation, and Agriculture, 1993 Edition, House Report 103-104, 103rd 

Congress, 1st Session, Union Calendar No. 53. 
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3-3110 
Processing 

Requests and 

Reviews 

 

Narration:   

Except with respect to the records made available under paragraphs (1) and (2) of 

this subsection, each agency, upon any request for records which reasonably 

describes such records and is made in accordance with published rules stating the 

time, place, fees (if any), and procedures to be followed, shall make the records 

promptly available to any person. 

 
OST:  An agency shall make records available if the request: 

 Reasonably describes said records 

 Is made in accordance with published rules stating the time, place, fee, 
and procedures 
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3-3120 
Record 

Requests 

Decision 

 

Narration:  Upon request for records made under paragraphs (1), (2), or (3) of 

this subsection, an agency shall determine within ten business days whether or 

not the request will be granted.  

The agency must immediately notify the requester of the decision, the reasons 

for the decision, and their right of the requester to appeal to the head of the 

agency if desired. 

Furthermore, the agency must make an appeals determination within twenty 

business days after the receipt of such appeal. 

 
OST:  Once a request is made, the agency must: 

 Notify the requestor of the decision within 10 days 

 Site the reasons for the decisions 

 Explain the right to appeal 
 

GRAPHIC:  Any stock picture of an office person on the phone. 
 

 

Did You Know… 
 
If the appeal of 
the denial of 
the request for 
records is in 
whole or in part 
upheld, the 
agency shall 
notify the 
person making 
such request of 
the provisions 
for judicial 
review of that 
determination. 

3-3130 
Extension 

Narration:  In unusual circumstances, the time limits may be extended by written 

notice to the person making a request setting forth the reasons for such 

extension and the date on which a determination is expected to be dispatched.  

No such notice shall specify a date that would result in an extension for more 

Did You Know… 
 
“Unusual 
circumstances” 
also means the 
need to search 
for, collect, and 
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than ten working days.  

"Unusual circumstances" means the need to search for and collect the requested 

records from field facilities or other establishments that are separate from the 

office processing the request.  

 
OST:  Unusual circumstances can mean any of the following: 

 The need to search and collect records from separate facilities 

 The need to examine voluminous records 

 The need to consult with another agency  
 
 
GRAPHIC: Picture of an hour glass next to a calendar. 

appropriately 
examine a 
voluminous 
amount of 
separate and 
distinct records 
which are 
demanded in a 
single request; 
or the need for 
consultation 
with another 
agency having 
substantial 
interest in the 
determination 
of the request 
or among two 
or more 
components of 
the agency 
having a 
substantial 
subject matter 
interest 
therein. 

3-3140 
Exceptional 
Circumstances 

Narration:  Any person making a request to any agency for records under 

paragraph (1), (2), or (3) of this subsection shall be deemed to have exhausted 

their administrative remedies if the agency fails to comply with the applicable 

time limit provisions of this paragraph.  

 

If the Government can show exceptional circumstances exist and that the agency 

is exercising due diligence in responding to the request, the court may retain 

jurisdiction and allow the agency additional time to complete its review of the 

records.  

 

Upon any determination by an agency to comply with a request for records, the 

records shall be made promptly available to such person making such request. 

Any notification of denial of any request for records under this subsection shall 

set forth the names and titles or positions of each person responsible for the 

denial of such request. 

OST:  If the Government can show exceptional circumstances exist, the court may 

retain jurisdiction and allow the agency additional time. 
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GRAPHIC: Show a courtroom with lawyers and a judge.  

3-3150 
Original 
Classifying 
Agency 

Narration:   

When an agency receives any request for documents in its custody that contain 

information that was originally classified by another agency it shall refer copies of 

any request and the pertinent documents to the originating agency for 

processing.   

 

An agency may, after consultation with the originating agency, inform any 

requester of the referral unless such association is itself classified under this 

order or its predecessors.  

 

 

 

3-3160 
Other 

Directives 

 

Narration:  Other Classified Information Directives include identify theft, public 

sites and infrastructure, vulnerabilities of systems and plans, and weapons of 

mass destruction.  

Select the hyperlinks to learn more.  

OST:  

Identity Theft 

Public Sites and Infrastructure 

 Vulnerabilities of Systems and Plans 

Weapons of Mass Destruction 

Did You Know… 

Underneath the 

entrance to the 

lobby of the 

National 

Archives at 

College Park lies 

a time capsule, 

which will be 
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Hyperlinked text 1: Identity Theft 
 
Associated Text 1: 

It is acceptable to deny access to information that could be used to assume the 

identity of another individual, especially through the protection of social security 

numbers for living persons. 

Hyperlinked text 2: Public Sites and Infrastructure  

 

Associated Text 2: 

It is acceptable to deny access to information that could be used to target public 

buildings or other public sites or components of the national infrastructure. 

Hyperlinked text 3: Vulnerabilities of Systems and Plans  

 

Associated Text 3: 

It is acceptable to deny access to information that could be used to penetrate or 

disrupt government programs, plans, emergency procedures and similar 

activities. 

Hyperlinked text 4: Weapons of Mass Destruction  
 
Associated Text 4: 
It is acceptable to deny access to information on the use and construction of 
these weapons. 
 

opened in 2044. 
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3-3170 
Knowledge 

Check 

 

KNOWLEDGE CHECK: 

Select all that apply.  

Which of the following constitute “unusual circumstances” that may extend the 

time limits for a request? 

Choice 1: The need to consult legal counsel specializing in FOIA 

Choice 2: The need to search records from separate facilities 

Choice 3: The need to make sure information has not been reclassified 

Choice 4: The need to consult with another agency 

Correct Answers: 2 and 4 (info taken from screen -3-3130 Extension) 
 

Correct Feedback: You have constructed a 100% correct response. Recall from 

the topic that unusual circumstances can be the need to search and collect 

records from separate facilities, the need to examine voluminous records, and/or 

the need to consult with another agency. 

1st Incorrect Feedback: You have not constructed a 100% correct response.  

Recall that an agency needs time to contact other agencies. 

2nd Incorrect Feedback: Again, you have not constructed a 100% correct 

response. The correct answers are now showing on your screen. Recall from the 

topic that unusual circumstances can be the need to search and collect records 

from separate facilities, the need to examine voluminous records, and/or the 
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need to consult with another agency. 

3-4000 
Presidential 
Papers 

Narration:  In the fourth topic, Legal Instruments Governing Access to 

Presidential Records and Donated Collections, we will discuss how presidential 

papers are handled and accessed. 

OST:  This topic discusses: 

 Presidential Records 

 Donated Papers 
 

GRAPHIC: Standard Snap Man 
 

 

3-4010 
Donated 
Papers 

Narration:  Donated Presidential papers are received by the Archivist of the 

United States under 44 USC 2111, the Archivist’s gift receival authority and access 

is controlled by the donors deed of gift.  This includes the papers of Presidents 

Hoover, Roosevelt, Truman, Eisenhower, Kennedy, Johnson, Ford and Carter.   

Mandatory Review is the primary route for access to both donated Presidential 

papers and classified Nixon Presidential Historical Materials.  These materials are 

not available under FOIA. 

 

GRAPHIC: The Presidential Seal 

 

 

Popup text: 
Nixon 
Presidential 
Historical 
Materials are 
received by the 
Archivist of the 
United States 
under the 
Presidential 
Recordings and 
Materials 
Preservation 
Act (PRMPA).   

3-4020 
Presidential 
Records 

Narration:  Presidential Records are received by the Archivist of the United States 

at noon on the last day of the administration and governed under the Presidential 

Popup text: 
Records of the 
Reagan, George 
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Records Act, 44 USC 2201-2207.  

 

The United States shall reserve and retain complete ownership, possession, and 

control of Presidential records; and such records shall be administered in 

accordance with the provisions of this chapter.   

 

 

H W Bush, 
Clinton, George 
W Bush, and 
Obama are 
considered 
Presidential 
Records. 

3-4030 
Documentary 
Material 

Narration:  The term "documentary material" means all books, correspondence, 
memorandums, documents, papers, pamphlets, works of art, models, pictures, 
photographs, plats, maps, films, and motion pictures, including, but not limited 
to, audio, audiovisual, or other electronic or mechanical recordings. 
 
OST:  Documentary materials include: 

 Books 

 Correspondence 

 Memorandums 

 Documents 

 Papers 

 Pamphlets 

 Works of art 

 Models 

 Pictures 

 Photographs 

 Plats 

 Maps 

 Films and audiovisuals 
 
GRAPHIC: Show some piles of books, documents, film reels, notes OVER TOP OR 

 



27 
 

NEXT TO the Presidential Seal.  
 

3-4040 
Presidential 

Records 

Defined 

 

Narration:  The term "Presidential records" means documentary materials, or any 

reasonably segregated portion thereof, created or received by the President.   

 

Personal records also include those of immediate staff, a unit, or individual of the 

Executive Office of the President whose function is to advise and assist the 

President in carrying out of the President’s constitutional, statutory, or other 

official or ceremonial duties.  

Presidential records include any documentary materials relating to the political 

activities of the President or staff members.   

 
OST:  Presidential records include documentary materials: 

 Created or received by the President 

 Belonging to staff or individuals advising or assisting the President’s 
official duties 

 

 

 
 

Did You Know… 
 
Presidential 
records do not 
include any 
documentary 
materials that 
are official 
records of an 
agency, 
personal 
records, stocks 
of publications 
and stationery, 
or extra copies 
of documents 
produced only 
for 
convenience of 
reference, 
when such 
copies are 
clearly so 
identified. 

3-4050 

Personal 

Records 

 

Narration:   

With respects to presidential records, “Archivist” means the Archivist of the 

United States. Likewise, “Former President” means the former President during 

whose term or terms of office such Presidential records were created. 

The term "personal records" means any and all private or nonpublic documentary 
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materials.  To be considered personal, these materials must not relate to or have 
an effect on carrying out the official or ceremonial duties of the President. 
 
OST:   

Personal records are all documentary materials, private or nonpublic, which do 

not relate to the duties of the President. 

 

 

 

3-4060 

Itemized 

Personal 

Records 

Narration:   

Personal records include: diaries, journals, or other personal notes serving as the 

functional equivalent of a diary or journal which are not prepared or utilized for, 

or circulated or communicated in the course of, transacting Government 

business. 

Personal records also include materials related to private political associations, 

and having no relation to or direct effect upon the carrying out of constitutional, 

statutory, or other official or ceremonial duties of the President.  

 

Materials relating exclusively to the President’s own election to the office of the 

Presidency; and materials directly relating to the election of a particular 

individual or individuals to Federal, State, or local office, which have no relation 

to or direct effect upon the carrying out of constitutional, statutory, or other 

official or ceremonial duties of the President are also considered personal 

records. 

OST:  Personal records include: 
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 Diaries 

 Journals 

 Notes 

 Materials related to private political associations  

 Materials related to the President’s own election 

 Materials related to the election of other individuals 
 

 

 

3-4070 

Presidential 

Records Act 

 

Narration:   

The Presidential Records Act (PRA) was passed by Congress in 1978 and vested 

ownership in official Presidential records with the Federal government.  

The PRA provides a five-year period after the end of an administration during 

which records are closed to the general public for processing. The act gives the 

President and Vice President the ability to place up to six Presidential restriction 

categories on their records.  

 

Records falling within one of these restriction categories may be withheld from 

release to the general public for up to twelve years after the end of a Presidential 

administration. 

OST: 

 The Presidential Records Act (PRA): 

 Was passed in 1978 to give official Presidential records to the Federal 
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government 

 Provides for a 5 year waiting period to place Presidential restrictions on 

records 

 Restricted records may be held for up to 12 years 

GRAPHIC:   

1. Show the words Presidential Records Act (PRA)  

2. Fade in the President’s Seal and The Vice President’s Seal under PRA 

3.  Fade in the words Presidential Records Act (PRA) = 6 Exemptions 

3-4080 

FOIA 

Exemptions 

 

Narration:  The Presidential Records Act (PRA) makes Presidential records subject 

to eight of the nine Freedom of Information Act (FOIA) exemptions.  

Five years after the end of an administration, Presidential records become 

available to FOIA requests.  

When the twelve-year period of PRA exemptions lapses, records formerly 

covered by the PRA exemptions are subject to disclosure unless covered by a 

FOIA exemption, executive privilege or a constitutionally-based privilege.  

 
OST:  After 12 years, Presidential records are disclosed unless: 

 Covered by a FOIA exemption 

 Executive privilege  

 Constitutionally-based privilege 
 
GRAPHIC:  
 
FOIA SEAL with the words under it “Presidential Records Subject to Eight of Nine 
Exemptions” 
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3-4090 

Deed of Gift 

 

Narration:  A deed of gift is a legal document between a donor and an archival 

repository.  Prior to the passage of the Presidential Records Act (PRA) in 1978, the 

documentary materials created by a President and his staff during an 

administration were considered the President's personal property to be disposed 

of as he desired.  

Presidents Herbert Hoover through Jimmy Carter (with the exception of Richard 

Nixon) donated their Presidential papers to the National Archives and Records 

Administration (NARA) through deed of gift agreements.  

Deeds of gift include restrictions of materials for national security and invasion of 

privacy reasons. 

Records governed by a donors deed of gift or PRMPA are not accessible under 
FOIA. 
 
OST:   
Deeds of gift include: 

 Restrictions of materials for national security 

 Restrictions of material for privacy 
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3-4100 

Restrictions on 

Access 

 

Narration:  Prior to the conclusion of the last term of office, the President shall 

specify durations, not to exceed 12 years, for which access shall be restricted with 

respect to information in a Presidential record.  Classification of this information 

must apply to one or more of the following categories shown here.  

 
OST:  The President may classify information in presidential records for 12 years 
that: 
 
1. Is specifically authorized under criteria established by an Executive Order to 

be kept secret in the interest of national defense or foreign policy 
2. Relates to appointments to Federal office 
3. Is specifically exempted from disclosure by a statute that requires the 

material be withheld from the public, or establishes particular criteria for 
withholding; or refers to particular types of material to be withheld 

4. Divulges trade secrets and commercial or financial information obtained from 
a person and privileged or confidential 

5. Involves confidential communications requesting or submitting advice, 
between the President and advisers, or between such advisers 

6.  Involves personnel, medical, and similar files that would constitute a clearly 
unwarranted invasion of personal privacy 

 
GRAPHIC: OST takes up a lot of space, so make best use of it for 
readability.  ADD a small Presidential seal where possible.  

 

 

3-4110 
Vice-

Narration:  Vice Presidential records from George H. W. Bush through Richard 

Cheney are governed by the Presidential Records Act 44 USC 2207.  All Vice 
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Presidential 

Records 

 

Presidential papers prior to 1981 are personal papers.  

 

Many of these have been deeded to the Presidential Library for their 

administrative time period and are governed by their own donor’s deed of gift.  

For the most part, records involved with the duties and responsibilities of the 

Vice President shall be treated the same as records involved with the duties and 

responsibilities of the President. 
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3-4120 
Vice-

Presidential 

Records Cont. 

 

Narration:   

The authority of the Archivist with respect to Vice-Presidential records shall be 

the same as the authority of the Archivist under this chapter with respect to 

Presidential records.  However, the Archivist may determine that it is in the public 

interest to enter into an agreement for the deposit of Vice-Presidential records in 

a non- Federal archival depository. 

 

Nothing in this chapter shall be construed to authorize the establishment of 

separate archival depositories for such Vice-Presidential records. 

 

 

 

3-4130 
Knowledge 
Check 
 
 

KNOWLEDGE CHECK: 

Select only the best answer.  

Which of these lists contains only documentary material? 

Choice 1: Books, computers, cell phones, correspondence 

Choice 2: Papers, pamphlets, clothing, toiletries 

Choice 3: Works of art, models, pictures, photographs 

Choice 4: Stamps, pens, plats, maps  

Correct Answer: 3 (info taken from screen -3-4030 Documentary Material) 
 

Correct Feedback: You have constructed a 100% correct response. Recall from 
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the topic that the term "documentary material" means all books, 

correspondence, memorandums, documents, papers, pamphlets, works of art, 

models, pictures, photographs, plats, maps, films, and motion pictures, including, 

but not limited to, audio, audiovisual, or other electronic or mechanical 

recordings. 

1st Incorrect Feedback: You have not constructed a 100% correct response.  

Recall that pictures and photos are considered documentary materials.  

2nd Incorrect Feedback: Again, you have not constructed a 100% correct 

response. The correct answers are now showing on your screen. Recall from the 

topic that the term "documentary material" means all books, correspondence, 

memorandums, documents, papers, pamphlets, works of art, models, pictures, 

photographs, plats, maps, films, and motion pictures, including, but not limited 

to, audio, audiovisual, or other electronic or mechanical recordings. 

3-5000 
Summary 

Narration:  
In this module, Public Access to Federal Records, you have been prepared to 
identify the methods by which the public can gain access to federal records in a 
manner consistent with the Freedom of Information Act and directives and legal 
instruments that affect access to classified information. 

Recall that topics included the Automatic Declassification Process, Mandatory 
and Systematic Declassification review provisions, the Freedom of Information 
Act (FOIA), and legal instruments governing access to Presidential Records and 
Donated Collections. 

At this time, you may choose to review any part of the module by using the Map 
button found along the bottom of the screen. 

OST:   
In this module, Public Access to Federal Records, you have been prepared to 
identify the methods by which the public can gain access to federal records in a 
manner consistent with the Freedom of Information Act and directives and legal 
instruments that affect access to classified information. 

Recall that topics included the automatic process of declassification, mandatory 
and systematic declassification review provisions, the Freedom of Information 
Act (FOIA), and legal instruments governing access to Presidential Records and 
Donated Collections. 

At this time, you may choose to review any part of the module by using the Map 
button found along the bottom of the screen. 

GRAPHICS: Repeat of page 2 
 

Fade in text as 
it is narrated.  
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3-5010 
Conclusion 

Narration:  This concludes the Public Access to Federal Records module. 

OST:   
This concludes the Public Access to Federal Records module. 

GRAPHICS: Standard flag with banner plus 3-4 images taken from the course at 
random.  
 

 

 

 


