Documents from Another Agency Letter

Date

(Requester’s 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).

During our search for records, we identified documents that originated with (name of agency where documents originated). We have referred these documents to (name of agency/FOIA officer & telephone number), for a release determination and for direct response to you.

If you have any questions regarding your request, please contact (Responder) at (responder’s email address) or on (responder’s telephone number).

Sincerely,

(Division Director) 

cc:  OAM FOIA Representative

