
 

 
 

 

"Managing FOIA Requests Using Custom GPTs: A 

Professional Guide" 

Course Introduction: 

The course "Managing FOIA Requests with Custom GPTs" is designed to provide participants 

with the knowledge and skills to effectively handle Freedom of Information Act (FOIA) requests 

using advanced AI tools, specifically Custom GPTs. This course will cover the fundamentals of 

FOIA, the application of AI in processing requests, and how to tailor Custom GPTs to streamline 

the management of information requests. Participants will leave with a thorough understanding 

of both the legal framework and the technical capabilities required to optimize FOIA request 

management. 

Module 1: Understanding FOIA 

• Overview of FOIA: Explore the history, purpose, and key provisions of the Freedom of 

Information Act, emphasizing its role in promoting transparency. 

• FOIA Request Process: Learn the step-by-step process for submitting and processing 

FOIA requests, including timelines and exemptions. 

• Legal and Ethical Considerations: Discuss the legal obligations and ethical implications of 

handling FOIA requests, focusing on privacy and confidentiality. 

Module 2: Introduction to Custom GPTs 

• What are Custom GPTs?: Gain a foundational understanding of Generative Pre-trained 

Transformers and how they can be customized for specific tasks. 

• Capabilities and Limitations: Explore the strengths and weaknesses of using Custom GPTs 

in managing large volumes of text and data. 

• Setting Up a Custom GPT: Learn the technical requirements and initial steps for setting up 



 

 
 

a Custom GPT tailored to organizational needs. 

Module 3: Leveraging Custom GPTs for FOIA 

• Automation of Request Sorting: Discover how Custom GPTs can automate the 

categorization and prioritization of incoming FOIA requests. 

• Efficient Information Retrieval: Learn techniques for using GPTs to quickly search, retrieve, 

and summarize relevant documents and data. 

• Redaction and Privacy: Understand how to program Custom GPTs to assist in redacting 

sensitive information while maintaining compliance with FOIA regulations. 

Module 4: Customizing GPT for FOIA Specifics 

• Training Data Selection: Identify the types of data and documents necessary for training a 

Custom GPT to handle FOIA requests effectively. 

• Fine-Tuning Models: Learn the process of refining GPT models to improve accuracy and 

relevance in FOIA-related tasks. 

• Creating User-Friendly Interfaces: Explore methods for designing intuitive interfaces that 

allow non-technical staff to leverage Custom GPT capabilities. 

Module 5: Integrating Custom GPTs into FOIA Workflow 

• Workflow Analysis and Design: Understand how to map current FOIA workflows and 

identify areas where Custom GPTs can provide the most benefit. 

• Implementation Strategy: Learn how to plan and execute the integration of Custom GPTs 

into existing FOIA processes, ensuring minimal disruption. 

• Monitoring and Evaluation: Develop skills to monitor the performance of Custom GPTs and 

evaluate their impact on FOIA request management. 



 

 
 

Module 6: Case Studies and Best Practices 

• Real-World Applications: Examine case studies of organizations that have successfully 

integrated Custom GPTs into their FOIA processes. 

• Lessons Learned: Discuss common challenges and best practices identified from 

successful implementations. 

• Future Trends in FOIA and AI: Explore emerging trends in AI and their potential impact on 

the future of FOIA request management. 

Module 7: Practical Application and Hands-On Workshop 

• Interactive Simulations: Participate in simulations that mimic real FOIA request handling 

scenarios using Custom GPTs. 

• Problem Solving and Troubleshooting: Engage in activities designed to build problem-

solving skills and address common issues encountered in using Custom GPTs. 

• Capstone Project: Develop a comprehensive project that demonstrates the ability to 

design, implement, and evaluate a Custom GPT solution for managing FOIA requests. 

Conclusion and Next Steps: 

• Recap and Reflection: Summarize key learnings from the course and reflect on personal 

growth and understanding. 

• Resources for Continued Learning: Provide participants with additional resources, 

including reading materials, online communities, and advanced training opportunities. 

• Certification and Beyond: Outline the certification process and discuss potential career 

paths and advancements facilitated by this training. 


