Letter of Request
Date

Department of Commerce, 
Departmental Freedom of Information Act Officer, 
Office of Management and Organization, 
1401 Constitution Ave., N.W., 
Washington, D.C. 20230. 
Dear FOIA Representative,
Under the Freedom of Information Act, 5 U.S.C. 552, as amended, I am requesting the following documents: (include specific information about each record sought, - contract number, company, date, title or name, author, recipient, and subject matter of the record).  Your response is respectfully requested within 20 business days of your receipt of this letter. 

If possible I would prefer to receive the documents in (indicate electronic and or hard) copy.  I hereby agree to assume all the search, duplication, and review fees in the amount of $____.  Please notify me if the cost of fulfilling my request will exceed that amount.

I can be reached as follows: (Phone, email, address, fax).  

Sincerely,

(Requestor)
