Withdrawal Letter 
Date

Requesters Address

Dear (Mr. Ms. Mrs. ________)

This confirms (our telephone conversation of (date of conversation) / your email of (date of email) /your letter of (date of letter)) in which you withdrew your Freedom of Information Act (FOIA) request of (date of request letter) for records relating to (restatement of what requester is seeking).  

The withdrawal of your request does not preclude you from filing other requests in the future.  If you have any questions regarding your request you may contact (Responder) at (responder’s email address) or on (responder’s telephone number).

Sincerely,

(Division Director)

cc:  OAM FOIA Representative

