SAMPLE LETTER - FEE NOTIFICATION LETTER 
(Insert date)

Requester’s Name

Street Address

City, State, Zip Code

Re:
Request No. DOC-NOAA-201X-000XXX
Dear (Insert Requester’s Name):

This letter is in reference to your Freedom of Information Act (FOIA) request entered into FOIAonline on  (Insert Date), for records pertaining to (Insert Statement of What Requester is Seeking).  NOAA has determined that the cost for searching for responsive documents will exceed $20.00. Pursuant to the Code of Federal Regulations 15 CFR Part 4.11(e), we are providing you with a fee estimate. The fee estimate is determined in accordance with the uniform fee schedule established in 15 CFR Part 4.11(c) (i) for requesters that fall in the (Insert Requester’s Fee Category).

We estimate that the cost to search for responsive records will be approximately (Insert Estimated $ Amount).  This estimate is based on approximately (Insert # of hours) of (Search and/or Review) time at the actual salary rate of the employee conducting the (search and/or review), ($_____/per hour), plus 16 percent of the employee's salary rate. This estimate does not include the cost of reproducing documents because until the initial search is complete, we have no way to estimate how many documents, if any, would need to be copied. 

NOAA requires that you pay the estimated fee prior to receiving the requested documents pursuant to 15 CFR 4.11(i) (2). Please make your check or money order payable to the "Treasury of the United States,” and send it to the NOAA Public Reference Facility (SOU 57650), 1305 East West Highway (SSMC4), Room 7437, Silver Spring, Maryland  20910.  In compliance with the FOIA regulations, the 20-business-day time frame for completing your FOIA request stops until payment is received. Once your payment and authorization are received, we will continue to process your request.  If payment or other communication is not received by (Insert Date), your FOIA request will be considered "closed."
Please be aware that not all responsive documents are necessarily releasable under the FOIA. If you have any questions about your request or the NOAA’s FOIA regulations or procedures, please contact (Insert Name and Telephone Number of Preparer).

Sincerely, 
(Preparer’s Name)

