Full Disclosure 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).  

We have located (# of pages) of responsive records. You are granted full access to those records, and a copy is enclosed.

CHOOSE ONE OF THE FOLLOWING PARAGRAPHS AND DELETE THE OTHER TWO.

Be sure to tailor the letter to the category type of requester and charge the requester only for those services allowed
(Under $20.00) Because the cost to process your request is less than $20.00, the fee is waived.

($20.00 - $250)On (date requester agreed) you agreed to pay the estimated search and review fees associated with this request.  In addition to these cost which are (enter search/review costs) the cost for duplicating (# of pages) pages at $0.16 per page comes to (enter duplication costs) for a total of  (enter total cost for fulfilling the request).  Please make your check or money order payable to the "Treasury of the United States," and send it to the NOAA Public Reference Facility (OFA56), 1315 East West Highway (SSMC3), Room 10730, Silver Spring, Maryland 20910.  Please include the NOAA FOIA number on the check.

(Over $250) We received your check in the amount of  (enter search/review costs) for search and review costs associated with fulfilling this request.  Additional costs cost for duplication of (# of pages) pages at $0.16 per page comes to (enter duplication costs).  
Pick either:

(If duplicating costs are $20.00 or less) Because the cost of duplication is less than $20.00, the duplication fee is waived.

(If duplicating costs are over $20.00)  Please make your check or money order for the duplicating costs payable to the "Treasury of the United States," and send it to the NOAA Public Reference Facility (XXXXX.  Please include the DOC FOIA number on the check.

If you have any questions regarding your request, you may contact (name of Responder, phone number and email address).
Sincerely,

(Division Director)
cc:  OAM FOIA Representative

