Informal Extension Letter (when requestor agrees to extension)
Date

(Requester’s Address)

Dear (Mr. Ms. Mrs. ________)
This letter memorializes our telephone conversation of (date) concerning your Freedom of Information act (FOIA) request for records relating to (restatement of what requester is seeking).

In that conversation, you agreed to an extension of the FOIA time limits.  We anticipate having a response to you by (anticipated completion date).

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

