Notification of Receipt Letter
Date

Requester’s Address
Subject:  Freedom of Information Act Request No. 2009-00____

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).  We have determined that you are a (Category of Requester) requester, and you will be charged FOIA processing fees in accordance to the FOIA fee schedule in 15 CFR Part 4.

Our search for responsive records began on (enter search began date); any records found to be responsive and dated this date or before will be considered for release.   The response due date is (enter due date) absence any extensions.   In the meantime, if you have any questions, please contact (Responder) at (responder’s email address) or on (responder’s telephone number).

Sincerely,

(Division Director)
cc:  OAM FOIA Representative

