SAMPLE LETTER D
TOTAL DENI AL OF DOCUMENTS RESPONSE

NOTE TO PREPARER OF CORRESPONDENCE: There are limted instances
when information nust be denied in its entirety. Since your
response serves as the admnistrative record, please ensure that
you:

* ldentify all applicable exenptions and wherever possible
identify the kinds of information being exenpted. For exanple,
if you are denying information under exenption (b)(6), and it
consists of social security nunbers, date of birth, honme
addresses, etc., tell the requester as this may elimnate an
unnecessary appeal .

* ldentify the specific statute that applies if you are
claimng a (b)(3) exenption.

* Explain to the requester that no reasonably segregabl e
information exists for rel ease.

* Include the date of the request and date received in the
response and ensure the response is signed and dat ed.

* Ensure a point of contact and tel ephone nunber are
i ncluded in your final response letter.

Dear [MR/ MS/MRS__ l:

This responds to your Freedom of Information Act (FO A) request
of [DATE OF REQUEST LETTER] in which you seek [ RESTATEMENT OF
WHAT REQUESTER | S SEEKI NG . Your request was received by this
of fice on [ DATE REQUEST RECEI VED] and assigned file nunber [FILE
NUMBER] .

NOTE: | F REQUEST DOES NOT DELI NEATE DATE/ TI ME FRAME OF
DOCUMENTS OR SEARCH TO BE UNDERTAKEN, THEN ADD THI S PARAGRAPH
Pursuant to procedures established in Secretary of the Navy

I nstruction (SECNAVI NST) 5720.42F, our search for responsive
records will enconpass only those records in existence as of

[ DATE REQUEST RECEI VED OR DATE REQUEST PROCESSI NG COVPLETED] .

| F DOCUMENTS ARE NOT CENTRALLY LOCATED, YOU MAY W SH TO DEFI NE
THE AREA OF SEARCH: During our search, we examned the files



mai nt ai ned by [I DENTITY OF SEARCH LOCATION(S)] and identified
[ DESCRI PTI ON OF RESPONSI VE DOCUMENT(S)] as being responsive to
your request.

Upon review, we determ ned that the docunent(s) you seek is
(are) exenpt from disclosure for the foll ow ng reason(s):

[CI TE ONE OR MORE OF THE APPLI CABLE FO A EXEMPTI ONS, STATE
THE REASON FOR THE W THHOLDI NG, AND | NDI CATE THAT NO REASONABLY
SEGREGABLE | NFORMATI ON | S AVAI LABLE FOR RELEASE] :

EXAMPLE: 5 U.S.C. 552(b)(1): Information consists of
nucl ear warhead information which is currently and properly
classified SECRET. There is no information which is reasonably
segregabl e for rel ease.

5 US.C 552(b)(3): Information consists of the nanmes and
duty station addresses of personnel who are routinely
depl oyabl e, overseas, or in sensitive units. 10 U. S.C. 130b
precl udes such rel ease.

5 U S.C. 552(b)(6): Information consisting of soci al
security numbers, hone addresses, and date of birth have been
w t hhel d since rel ease would constitute a clearly unwarranted
i nvasi on of personal privacy.

[ | NSERT APPLI CABLE FEE LANGUAGE: FEES ARE COVPUTED BASED ON THE
"CATEGORY OF THE REQUESTER" AND DO NOT | NCLUDE ALL PROCESSI NG
COSTS.  FOR EXAMPLE, CORRESPONDENCE AND FORMS PREPARATI ON COSTS,
OTHER ACTI VI TY COSTS, COORDI NATI ON/ APPROVAL/ DENI AL COSTS ARE
COLLECTED FOR PURPOSES OF COWPI LI NG THE ANNUAL FO A REPORT, BUT
ARE NOT RECOUPABLE FROM THE REQUESTER. ANY CHARGE OF FEES, MJST
BE BROKEN DOWN TO REFLECT THE CATEGORY OF REQUESTER, TYPE OF FEE
(I.E., SEARCH, REVI EW DUPLI CATI ON; NUMBER OF HOURS AND/ OR
PAGES; AND THE ACTUAL DOLLAR COST].

Option 1 (no fees involved):

The fees associated with the processing of your request are
wai ved in this instance.

Option 2 (fees incurred, but total |ess than $250. 00):

The fees incurred during the processing of your request anpunt
to [ I NSERT FEE AMOUNT], for search [|INSERT SEARCH AMOUNT] and
review [ | NSERT REVI EW FEE AMOUNT, if applicable]. Please

forward a check or noney order made payable to the Treasurer of



the United States for the stated anbunt to this office within 30
cal endar days fromthe date of this correspondence.

Because your request has been deni ed, you are advi sed of your

right to appeal this determnation, in witing, to [ SELECT THE
APPROPRI ATE APPELLATE AUTHORI TY] .

[ FOR BUSI NESS/ COVWWERCI AL LAW AND Cl VI LI AN PERSONNEL LAW
| SSUES] : CGeneral Counsel of the Navy, 720 Kennon Street SE, Room
214, Washington Navy Yard, DC 20374-5012; or

[FOR M LI TARY LAW AND ALL MATTERS OTHER THAN THOSE
FALLI NG UNDER THE COGNI ZANCE OF GENERAL COUNSEL]: Judge
Advocate General of the Navy (Code 14), 1322 Patterson Avenue
SE, Suite 3000, Washington Navy Yard, DC 20374-5066.

Your appeal nust be postmarked within 60 cal endar days fromthe
date of this letter to be considered. A statenent as to why
your appeal should be granted should be included and the

encl osed copy of this letter should be attached. Both the
appeal letter and the envel ope should bear the notation,
"Freedom of Information Act Appeal."

Any questions concerning this matter should be directed to
[ ACTI ON OFFI CER' S NAME AND CODE] at [ACTI ON OFFI CER S TELEPHONE

NUMBER]. | amthe official responsible for the denial of your
request .

Si ncerely,

S| GNATURE

(Must be signed by an | DA)



