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COR FOIA Processes

What We Do:

• We treat requesters with respect and impartiality regardless of the 

size or scope of the request.

• We offer requesters the option to modify or refine requests to 

reduce costs.

• We do not charge for records that are publicly available or records 

that were released in a prior request.

• We do not charge for records that were released in a prior request.

• We conduct thorough and good faith searches of all relevant 

records.
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FOIA Library Efforts 

• Reading Room Pilot : November 12, 2024, OSC 

drafted a FOIA Reading Room Pilot memo.

• Water Crisis Response: April 1, 2025, the City 

Launched the 2025 Water Crisis Reading Room.

• FOIA Software: August 19, 2025, the City 

finalized procurement of JustFOIA, a FOIA 

software management platform. JustFOIA will 

create an easier and more transparent records 

request process for requesters with a Public 

Portal and FOIA Request Archive.
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Peer Localities

Virginia FOIA Archive Examples

• Newport News: FOIA Archive containing records that 

were released in full. Partially redacted records are 

posted selectively. Requests referred to other agencies 

are included. Records from Ambulance, Fire, Human 

Services, Police, are not included in the Archive.  

• Virginia Beach: Eight FOIA requests posted to 

archive.  

• Norfolk: No FOIA Archive posted on website.  
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Newport News FOIA Archive



Fiscal Impact for Proposed FOIA Library

$300,000 - $350,000

• FOIA Librarians would review each request before it 

is published on the FOIA Library.

• The City receives around 5,500 requests annually 

and each request requires an estimated 0.5 - 1 

hour to review.

• Three full-time FOIA Librarians would be required to 

review all 5,500 requests.
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COR FOIA Process Plans

What We Will Do:

• Craft a rubric using Federal FOIA Reading Room 

standards, to be approved by the Administration, for 

proactively-disclosed records. 

• Publish the rubric to the City’s FOIA webpage.

• Regularly review procedures to enhance efficiency 

and transparency.  
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https://www.justice.gov/oip/oip-guidance/proactive_disclosure_of_non-exempt_information 

DOJ Rubric

Specifically, the fourth category of records 
encompassed by FOIA’s subsection (a)(2) proactive 
disclosure provision requires posting of “copies of 
all records, regardless of form or format, which have 
been released to any person under subsection 
(a)(3) [i.e., in response to a request] and which, 
because of the nature of their subject matter, the 
agency determines have become or are likely to 
become the subject of subsequent requests for 
substantially the same records.” 5 U.S.C. § 
552(a)(2)(D). 

https://www.justice.gov/oip/oip-guidance/proactive_disclosure_of_non-exempt_information


Proposed Ordinance Amendment

All requests for public records made pursuant to the Virginia Freedom of Information Act (Code of Virginia, §2.2-3700 et 

seq.) that meet the guidelines of a published rubric approved by the Administration shall be made available to the 

Open Data Program FOIA Manager. The Open Data Program FOIA Manager shall ensure that all applicable requests for 

public records made pursuant to the Virginia Freedom of Information Act (Code of Virginia, § 2.2-3700 et seq.), including 

requests made of the City Council, Mayor, city departments, and city boards and commissions, are published on the city’s 

website via a Freedom of Information Act Request Library.
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