SAMPLE FOIA REQUEST LETTER

Agercy Head |or Freedom of Infarmation At Officer|
Mame of Agenoy

fodress of Agency

City, State. 2ip Code

R Fraepam ol lormation ALt Reguesl

Lear

I his isa reguest under the Freedam of Information Act. | kereby reguest copies of the followirg records
|-e:|r all regards contaming 1 Tollwing inlarm .|I|{.||'||; |Il:l|-.hl TFY BECORERS O INFORMATION]

[ATTACH SUPPORTING DOLCUMENTS|

A5 the FOLA reguires, please release all reasonabhly segregable nonexampt portions of docoments.
[IMCLLGBE ARGUMENTS FOR KEELEASE. 1F APPLIEABLE.]

Inorder 1o help to dete tm e my Siatud to 3398 55 fogd, you chould Ko that | am:
[IWSERT REQUESTER DESCRIFTION, far sxam ple
= anindwidual seeking information for personal use and not far commercial use,
- artepresentative of the news media affiliated with the _ __ mewspaper/magazine)
b bewislon Staten/We b sitefe b, and this reqguest & mase as part of rews gatbening act ity and
Ol T S e Sl ke
- affihated with an educational or o resmm erial sewntif e s thwl o, andths request o madp
far a schalary or seigntific purpose and not for commencial use,
- affibatedwith __ corporation and seeking information for the company's business.]

[Optimnal] | reguest a waiver @F all Tees Tor this request, Do los dce of the reguesbed information to me s
in L pubUe inbenes sl Decamadie i1 s likely 1o conbribute sgmbcanth o publc urdertarding of the
apefatans aractvites of the govermment and & not primarily inomy comme rcial interest. | Include a
specific axplanation. |

lam willing topay fees for this reguest up to a makimumof s - you estimate that the fees will
ex ol Thiy limit, plepss infprm o me bebore processing my nsgal,

IFyou hawe ary Quastions régarding ths reguest, please contact me at | PHONE andfor E-MAIL. | ook
forsard to rece aing Your response within the twe nty day statutory time perod. Thank you for your
corsideration of this request.

Linorrety,

[four name and contactinfarmation |



