SAMPLE LETTER – FOR FOIA OFFICE STAFF - USED WHEN REFERRING ORIGINAL SOURCE DOCUMENTS TO AGENCIES FOR A REVIEW/RELEASE DETERMINATION & DIRECT RESPONSE TO REQUESTER
(Date)

Requester’s Name
Street Address

City, State, Zip Code




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

This letter responds to your Freedom of Information Act (FOIA) request entered into FOIAonline on (Insert Date), in which you requested (Insert Statement of What Requester is Seeking).

During our search for records responsive to your request, we identified documents that originated with (Insert Agency Name Where Documents Originated).  We have referred those documents to (Insert Name of Agency/FOIA Officer and Telephone Number), for a release determination/direct response to you.

 If you have any questions regarding your request, please contact me on (Insert Preparer’s Telephone Number).

Sincerely,
(Preparer’s Name)

cc: (Agency/FOIA Officer)
