BACKLOG, UNUSUAL CIRCUMSTANCE, TIME EXTENSION LETTER

(Insert date)
Requester’s Name

Business Association name (if applicable)

Street Address

City, State, Zip Code


Re:  Request No. DOC-NOAA-201X-000XXX
Dear (Insert Requester’s Name):

This letter is in response to your Freedom of Information Act (FOIA) request entered into FOIAonline on (month, day, and year).  You requested (insert specific requested information from request).  

In order to respond to your request, we need to (insert one of the following unusual circumstances:  search for and collect the requested records from another office OR search for, collect and appropriately examine voluminous separate and distinct records that are the subject of this request OR consult with another component or federal agency that has a substantial interest in the determination of this request).  Under 15 C.F.R. § 4.6(c) (2001) this is deemed an unusual circumstance.   Due to this unusual circumstance we are unable to process your request within the twenty-working day time limit required by 5 U.S.C. § 552(a)(6)(A).  We anticipate completing your request by (insert anticipated completion date).  In an effort to process your request promptly, you may wish to narrow the scope of your request to limit the number of potentially responsive records.

With regard to the fees associated with the processing of your request, we note that you have agreed to pay up to $_____.  If we determine that the fees will exceed this amount, we will notify you.  If you have additional information clarifying your request, please (insert one of the following: contact us at (insert Lead Office Coordinator’s Address) or contact me at (insert telephone number) or contact us through FOIAonline).







Sincerely,








(Name)







(Title)
