SAMPLE LETTER - FEE WAIVER GRANT 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 response to your Freedom of Information Act (FOIA) request entered into FOIAonline on (Insert Date of Request Letter), for records pertaining to (Insert Statement of What Requester is Seeking).  
In order to determine whether your request qualifies for a fee waiver or reduction in fees, pursuant to 5 C.F.R. § 4.11(k) (2010), we must evaluate whether disclosure of the requested information is:  1) in the public interest because it is likely to contribute significantly to public understanding of the operations or activities of the Government, and 2) not primarily in the commercial interest of the requester.
In determining whether your request meets the first fee waiver requirement, we considered the following factors.

1) Whether the subject of the requested records concerns the operations of activities of the Government.

2) Whether the disclosure is “Likely to contribute” to an understanding of Government operations or activities.

3) Whether disclosure of the requested information will contribute to the understanding of a reasonably broad audience of persons interested in the subject, as opposed to the individual understanding of the requester.

4) Where the disclosure is likely to contribute “significantly” to public understanding of Government operations or activities.

In determining whether your request meets the second fee waiver requirement, we considered the following factors:

1) Whether the requester has a commercial interest that would be furthered by the requested disclosure.

2) Whether any identified commercial interests of the requester is sufficiently great, in comparison with the public interest in disclosure, that disclosures are “primarily in the commercial interest of the requester.”

Based on the above criteria, we have determined that you adequately addressed the statutory requirements for a waiver of fees in your (Insert Date) request.  You have been granted a full waiver for the records requested.  Please be advised however, granting this waiver does not automatically apply to future requests submitted by you or your organization.  Requests for fee waivers are determined on a case-by-case basis for the records requested under statutory fee waiver requirements. 

If you have any questions concerning my response to your fee waiver request, please contact me at (301)713-3540.








Sincerely,








Freedom of Information Officer
