Clarification Letter

Date

Requesters Address
Dear (Mr. Ms. Mrs. ________)

This letter is in reference to your Freedom of Information Act (FOIA) request of (date of request letter) for records relating to (restatement of what requester is seeking) Freedom of Information Act Request No. 2009-00____.

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 record.  In general, the more specific the request describes the records sought, the greater likelihood that the Department will be able to locate those records.”

We are unable to determine what you require.  In order to help you clarify your request please contact (Responder) at (responder’s email address) with additional information identifying the records sought.

Your request will not be processed further until we hear from you.  If we do not hear from you within 30 days from the date of this notification, we will assume you are no longer interested in the processing of your request, and will close your request file. 

Sincerely,

(Division Director)
cc:  OAM FOIA Representative

