




ACKNOWLEDGMENT LETTER
(Insert Date)




Requester’s Name
Address
City, State, Zip Code

[bookmark: _GoBack]				Re:  FOIA Request No. DOC-NOAA-20XX-000XXX


Dear (Insert Requester’s Name):

This letter is to acknowledge receipt of your Freedom of Information Act (FOIA) request, in which you requested (insert specific requested information from request).  Your request was entered into FOIAonline on  (insert date). For tracking purposes, your tracking number is DOC-NOAA-20XX-000XXX and have determined that you are a(n) (Insert Fee Category of Requester) requester. You will be charged FOIA processing fees according to the FOIA fee schedule in 15 CFR Part 4.

If you have any questions regarding your request, please contact (Insert contact person’s name) on (Insert person’s phone number). 

Sincerely,




(Preparer’s Signature)


