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APPENDIX 1- SAMPLE REQUEST AND APPEAL LETTERS
A. FREEDOM OF INFORMATION ACT REQUEST LETTER
Agency Head [or Freedom of Information Act Officer]
Name of Agency

Address of Agency
City, State, Zip Code
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Re: Freedom of Information Act Request
Dear :

This is a request under the Freedom of Information Act.

[ request that a copy of the following documents [or documents containing the following informa-

tion] be provided to me: [identify the documents or information as specifically as possible].

In order to help to determine my status for purposes of determining the applicability of any fees,

you should know that [ am (insert a suitable description of the requester and the purpbse of the

request).
[Sample requester descriptions:
a representative of the news media affiliated with the XXXX newspaper (magazine, television
station, etc.), and this request is made as part of news gathering and not for a commercial
use.
affiliated with an educational or noncommercial scientific institution, and this request is made
for a scholarly or scientific purpose and not for a commercial use.
an individual seeking information for personal use and not for a commercial use.
affiliated with a private corporation and am seeking information for use in the company’s
business. ]

[Optionall I am willing to pay fees for this request up to a maximum of $XX. If you estimate
that the fees will exceed this limit, please inform me first.

[Optional] I request a waiver of all fees for this request. Disclosure of the requested information
to me is in the public interest because it is likely to contribute significantly to public understand-
ing of the operations or activities of the government and is not primarily in my commercial in-
terest. [Include specific details, including how the requested information will be disseminated by
the requester for public benefit.]

[Optional] I request that the information I seek be provided in electronic format, and I would like
to receive it on a personal computer disk [or a CD-ROM].

[Optional] I ask that my request receive expedited processing because XXXX. [Include specific de-
tails concerning your ‘compelling need,” such as being someone ‘primarily engaged in dissemi-
nating information’ and specifics concerning your ‘urgency to inform the public concerning actual
or alleged Federal Government activity.’]

[Optional] I also include a telephone number at which I can be contacted during the hours of
XXXX, if necessary, to discuss any aspect of my request.

Thank you for your consideration of this request.
Sincerely,

Name

Address

City, State, Zip Code

Telephone number [Optionall
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B. FREEDOM OF INFORMATION ACT APPEAL LETTER

Agency Head or Appeal Officer

Name of Agency

Address of Agency

City, State, Zip Code

Re: Freedom of Information‘ Act Appeal
Dear :

This is an appeal under the Freedom of Information Act.

On (date), I requested documents under the Freedom of Information Act. My request was assigned

the following identification number: XXXX. On (date), I received a response to my request in a

letter signed by (name of official). I appeal the denial of my request.

[Optional] I enclose a copy of that response letter.

[Optional] The documents that were withheld must be disclosed under the FOIA because (provide
details you would want an agency head or appeal officer to consider when deciding your appeal.)

[Optionall I appeal the decision to deny my request for a waiver of fees. I believe that I am enti-
tled to a waiver of fees. Disclosure of the documents I requested is in the public interest because
it is likely to contribute significantly to public understanding of the operations or activities of
the government and is not primarily in my commercial interest. (Provide details)

[Optional] 1 appeal the decision to require me to pay review costs for this request. I am not seek-
ing the documents for a commercial use. (Provide details)

[Optional] I appeal the decision to require me to pay search and/or review charges for this request.
[ am a representative of the news media seeking information as part of news gathering and not
for commercial use.

[Optionall] I appeal the decision to require me to pay search and/or review charges for this request.
I am a representative of an educational institution seeking information for a scholarly purpose.
[Optional] I appeal the decision to require me to accept the information I seek in a paper or hard-
copy format. I requested this information, which the agency maintains in an electronic form, In

an electronic format, specifically on a personal computer disk [or a CD-ROM].

[Optionall I also include a telephone number at which I can be contacted during the hours of
XXXX, if necessary, to discuss any

aspect of my appeal.

Thank you for your consideration of this appeal.

Sincerely,

Name

Address

City, State, Zip Code

Telephone number [Optional]



88 KBRZEBREFRME B35

C. PRIVACY ACT REQUEST FOR ACCESS LETTER

Privacy Act or Freedom of Information Officer
Name of Agency
Address of Agency
City, State, Zip Code
Re: Privacy Act and Freedom of Information Act Request for Access
Dear :
This is a request under the Privacy Act of 1974 and the Freedom of Information Act.
I request a copy of any records [or specifically named records] about me maintained at your
agency.
[Optional]l To help you to locate my records, I have had the following contacts with your agency:
[mention job applications, periods of employment, loans or agency programs applied for, etc.].
[Optionall I am willing to pay fees for this request up to a maximum of $XX. If you estimate
that the fees will exceed this limit please inform me first.

(Optional] Enclosed is [a notarized signature or other identifying document] that will verify my
1dentity.

[Optional] 1 also include a telephone number at which I can be contacted during the hours of
XXXX, 1if necessary, to discuss any aspect of my request.

Thank you for your consideration of this request.

Sincerely,

Name

Address

City, State, Zip Code

Telephone number [Optionall

D. PRIVACY ACT DENIAL OF ACCESS APPEAL

Agency Head or Appeal Officer

Name of Agency

Address of Agency

City, State, Zip Code

Re: Appeal of Denial of Privacy Act and Freedom of Information Act Access Request

Dear :
This is an appeal under the Privacy Act and the Freedom of Information Act of the denial of my
request for access to records.
On (date), I requested access to records under the Privacy Act of 1974. My request was assigned
the following identification number: XXXX. On (date), I received a response to my request in a
letter signed by (name of official). I appeal the denial of my request.

[Optional] I enclose a copy of the response letter.
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[Optional] The records that were withheld should be disclosed to me because (provide details you
would want an agency head or appeal officer to consider when deciding your appeal.)

[Optional] Please consider that this appeal is also made under the Freedom of Information Act.
Please provide any additional information that may be available under the FOIA.

[Optional] I also include a telephone number at which I can be contacted during the hours of
XXXX, if necessary, to discuss any aspect of my appeal.

Thank you for your consideration of this appeal.

Sincerely,

Name

Address

City, State, Zip Code

Telephone number [Optional]l

E. PRIVACY ACT REQUEST TO AMEND RECORDS

Privacy Act and Freedom of Information Act Officer
Name of Agency
Address of Agency
City, State, Zip Code
Re: Privacy Act Request to Amend Records
Dear :
This is a request under the Privacy Act to amend records about myself maintained by your agency.
I believe that the following is not correct: [Describe the incorrect information as specifically as
possible].
The information is not (accurate) (relevant) (timely) (complete) because (provide details you would
want an agency official to consider when reviewing your request.)
[Optionall Enclosed are copies of documents that show that the information is incorrect.
[Optional] I also include a telephone number at which I can be contacted during the hours of
XXXX, if necessary, to discuss any aspect of my request.
I request that the information be [deleted] [changed to read:].
Thank you for your consideration of this request.
Sincerely,
Name
Address
City, State, Zip Code
Telephone number [Optionall

F. PRIVACY ACT APPEAL OF REFUSAL TO AMEND RECORDS

Agency Head or Appeal Officer
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Name of Agency
Address of Agency
City, State, Zip Code
Re: Privacy Act Appeal of Refusal to Amend Records
Dear :
This is an appeal under the Privacy Act of the refusal of your agency to amend records as I re-
quested.
On (date), I requested that records about me be amended. My request was assigned the following
identification number XXXX. On (date), I was informed by (name of official) that my request
was rejected. I appeal the rejection of my request.
The rejection of my request for amendment was wrong because (provide details you would want
an agency head or appeal officer to consider when deciding your appeal.)
[Optional] T enclose additional evidence that shows that the records are incorrect and that the a-
mendment I requested is appropriate.
[Optional] I also include a telephone number at which I can be contacted during the hours of
XXXX, if necessary, to discuss any aspect of my appeal.
Thank you for your consideration of this appeal.
Sincerely,
Name
Address
City, State, Zip Code
Telephone number [Optionall



