SAMPLE LETTER - INFORMAL EXTENSION LETTER
(Insert date)
Requester’s Name

Street Address

City, State, Zip Code







Re:
FOIA Request No. ________

Dear (Insert Requester’s Name):
This letter memorializes our telephone conversation of (Insert Date of Conversation) concerning your Freedom of Information Act (“FOIA”) request for records relating to (Insert Statement of What Requester is Seeking).

In that conversation, you agreed to an extension of the time limits under the FOIA.  We anticipate having a response to you by (Anticipated Completion Date).

In the meantime, if you have any questions, please contact me at (Insert preparer’s telephone number).

Sincerely,

(Preparer)

