NOTE TO PREPARER:  This response letter should be mailed to submitters of documents when the submitter has designated the information in good faith as protected from disclosure under FOIA Exemption (b)(4).

SAMPLE LETTER - SUBMITTER NOTIFICATION LETTER

Submitter’s Name
Business Affiliation Address

City, State, Zip Code





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

A request has been made under the Freedom of Information Act by (Name of requester and organization) for access to (Insert Statement of What Requester is Seeking).

Under the provisions of 15 CFR Part 4.9(d), the Department must provide seven working days advance notice prior to the release of documents which have been marked or indicated to be confidential.  Our review of the records responsive to the request indicates that at least some of those records were marked confidential.  This letter constitutes the required notice that I do not believe the records are totally exempt from disclosure under the FOIA and that I intend to release portions of the records to the requester.

I have enclosed a copy of (Insert Requester’s Name) request, the material to be released, and our response to the access request, and Section 4.9(d) for your information.  If you have any questions or objections to the release of the material, please contact (Name of Preparer) at (Telephone Number), or submit your written comments clearly supporting why you believe that the information in question, should or should not be released.  You can submit your comments to the address listed below by (Insert Date):




(Insert Action Office/Address)

Sincerely,

(Preparer’s Signature)

Enclosures
