SAMPLE LETTER – DOC TASKING MEMO



Date:



MEMORANDUM FOR:		NAME
(Insert Organization)

FROM:		(Insert Name)
		(Insert Organization)

SUBJECT:		FOIA Request from (Insert FOIA Requester’s Name)
		NOAA FOIA No. (Insert FOIA Tracking Number)

I am forwarding a copy of the attached FOIA request for your immediate attention.  Please produce two sets of photo copies (retain your original and one set of photo copies) of all documents that may be responsive to the attached request.  This would include, in addition to final documents, drafts, notes, informal records, and electronic records.  You must search every place that could reasonably be expected to have responsive documents.

Make sure that you identify any documents or portions of documents that originated with another office, agency or bureau that need to be referred for disclosure determinations.

One set of copies (not original documents) should be produced without additional annotation; on the second set, please identify whether you believe the document, or any portion of it, should be withheld from disclosure because it is not an agency record, outside the scope of the request, privileged, confidential, an invasion of personal privacy, or for any other legitimate reason recognized by FOIA.  You must include the FOIA exemption next to any information you identify as protected from disclosure.  The office, agency, or bureau that originated a document must make disclosure determinations for that document.

The cut-off for the search is ____________________.  Documents created after this date are not responsive to the request.  If the search is delayed for any reason, please notify me immediately, but no later than 24 hours from the date listed.


Attached is a list of FOIA exemptions for your use in making disclosure determinations.

In order to be responsive to this request in a timely manner, we need any responsive documents by COB (Insert Date Documents are Needed).  Please send your response to (Insert Name and Office Organization).

When providing your response, please attach written documentation of:
1) Which office(s) originated the documents?
2) Who made disclosure determinations, showing that the originating office is the 
     Office that made the disclosure determinations
THIS RESPONSE MUST BE SIGNED BY A SENIOR OFFICIAL IN YOUR OFFICE.   

Do not hesitate to contact me at (Insert Contact Number) if you have any questions.

Please sign this sheet of paper and check all of the appropriate boxes.

· Transmitted herewith are all documents in the possession of my office which are responsive and can be released in entirety.
         
· Transmitted herewith are all documents within the possession of my office which are responsive and we have found reason to partially withhold, copies were made and exemptions were noted.

· Transmitted herewith are all documents within the possession of my office which are responsive and we have found reason to withhold entirely, each document to be withheld entirely has been noted. 

· Transmitted herewith are all documents within the possession of my office which are responsive and must be referred to the originating office, bureau, or federal agency for disclosure determinations.

· My office has found no responsive documents.     

	All disclosure determinations have been made by the Commerce Office that originated or has control of the documents. 

⁭	A foreseeable harm review and analysis has been completed for all withheld documents and portions of documents and it has been determined that disclosure of the withheld material would result in harm to an interest protected by the asserted exemption or that disclosure is prohibited by law.  Name of person most knowledgeable with the issue of foreseeable harm ______________________________________.


         Interim response                            Final response                    




____________________________________               ______________
Signature (Senior Official)                                             Date

Attachments:
Copy of FOIA request
List of FOIA exemptions
                                                          
