SAMPLE LETTER - IMPROPER FOIA- REQUEST FOR CLARIFICATION
(Insert Date)

Requester’s Name

Address

City, State, Zip Code



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

This letter is in reference to your letter dated (Insert Date of Request Letter), requesting documents from the National Oceanic and Atmospheric Administration (NOAA) pursuant to the Freedom of Information Act (FOIA).  You requested the following records:  (Insert Statement of What Requester is Seeking).

Pursuant to 15 CFR 4.4(c) “the records requested must be described in enough detail to enable Department personnel to locate them with a reasonable amount of effort. If possible, a request should include specific information about each record sought, such as the date, title or name, author, recipient, and subject matter of the records.  In general, the more specific the request describes the records sought, the greater likelihood that the Department will be able to locate those records.” 
Your request will not be processed until we hear from you.  If we do not hear from you by (Insert Date), we will assume you are no longer interested in pursuing your request, and we will close your request from our file.








Sincerely,







Action Officer
