[Fill in the information between the brackets, 

delete sections that are not appropriate]

[Freedom of Information Officer, name if known]
[Agency]
[Address]
[Address]


Re:
Freedom of Information Act Request 

[optional: Expedited Review Requested]
Dear [FOIA Officer, name if known]:

This is a request under the Freedom of Information Act, 5 U.S.C. Sec. 552.

I request that a copy of the following documents be provided to me: [description of documents including details, dates and locations if available]
In order to help determine my status to assess fees, you should know that I am [describe status and purpose, e.g. "an individual seeking information for personal use and not for a commercial use"].

I am aware that I am entitled to make this request under the Freedom of Information Act, and if your agency response is not satisfactory, I am prepared to make an administrative appeal. Please indicate to me the name of the official to whom such an appeal should be addressed.

I am aware that if my request is denied I am entitled to know the grounds for this denial.

I am aware that while the law allows your agency to withhold specified categories of exempted information, you are required by law to release any segregable portions that are left after the exempted material has been deleted from the data I am seeking.

[optional section]

I am willing to pay fees for this request up to a maximum of [specify amount]. If you estimate that the fees will exceed this limit, please inform me first.

[optional section]

Please provide expedited review of this request which concerns a matter of urgency. [Describe reason for urgency.] I certify that my statements concerning the need for expedited review are true and correct to the best of my knowledge and belief.

[optional section] 

If possible, I would prefer to see the original documents in person rather than having copies made, in order to avoid copying fees. Because subsequent requesters may also want copies of these documents, I do not consider it fair that as the first requester, I should bear the full cost of the initial search for this material.

Sincerely, 

[your name]
[address]
[address]

[phone number]
