FOIAonline Tip:  Check "Unassigned Cases" Often

[bookmark: _GoBack]	Cases submitted by members of the public to your command within the FOIAonline system, will reside in your "Unassigned Cases" section.  The system should send an email notification to you any time your command receives a case.  FYI: the email notification settings may be administered in the "Administration" Section of FOIAonline.  We recently performed a cursory search of the tool to determine how many cases were "Unassigned."  This review identified many cases that appear to be unassigned and in many cases, untouched.

	Bottom line:  You should log onto your account to check "Unassigned Cases" at least once a week.  


Questions or concerns?  Contact Christopher Julka, at Christopher.a.julka@navy.mil. 



