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INTRODUCTION 
 
This guide is intended to assist with the proper procedural requirements of a Freedom of 
Information Act (FOIA) request for Department of the Army records.  It will provide you with a 
brief description of the FOIA process and your rights.  The information is not intended to be 
definitive or exhaustive.  More information can be found in the Army Regulation cited below.   
 
The Freedom of Information Act generally provides that any person has a right, enforceable in 
court, to obtain access to federal agency records except to the extent that such records (or 
portions) are protected from public disclosure by one of nine exemptions or by one of three 
special law enforcement record exclusions. 
 
The FOIA, which is known by its legal cite as 5 U.S.C. 552, along with the Department of 
Defense and Army Regulations, govern how requests will be processed within the Army.  Army 
Regulation 25-55, The Department of the Army Freedom of Information Act Program, can be 
viewed at the following website:  http://www.apd.army.mil/pdffiles/r25_55.pdf  
 
Due to its size and complexity, Army components balance the goals of centralization of authority 
to promote uniform decisions and decentralization of process to facilitate responses within 20 
working days.  Centralization permits functional areas of responsibility to exist under Initial 
Denial Authorities (IDAs).  The IDAs are the denial authorities for functional area records and 
are listed at Appendix A.  Decentralization allows the Army Staff, Major Military Commands, 
and Installations, to operate their own FOIA offices and respond directly to the public.  If you do 
not know which element of the Army Staff, Major Military Command, or Installation, to write 
for information, submit your request to the Department of the Army Freedom of Information and 
Privacy Office, 7701 Telegraph Road, Suite 144, Alexandria, VA  22315-3905.  Refer to the 
section “How do I file a FOIA request” under the Frequently Asked Questions portion of this 
guide for more information. 
 
 
 
 
 



 3

Section I.  Frequently Asked Questions 
 
What is the Freedom of Information Act? 
 
A Federal law that establishes the public’s right to request existing records from Federal 
Government agencies. 
 
Who can file a FOIA request? 
 
Any “person” can file a FOIA request, including U.S. citizens, foreign nationals, organizations, 
universities, businesses, and state and local governments. 
 
What agencies are subject to the FOIA and what type of information can be requested? 
 
The FOIA’s scope includes Federal Executive Branch Departments, agencies, and offices, 
Federal regulatory agencies, and Federal corporations.  However, Congress, the Federal Courts, 
and parts of the Executive Office of the President are not subject to the FOIA.  State and local 
governments are likewise not subject to the FOIA, but some states have their own equivalent 
access laws for state records.   
 
What is an agency record? 
 
Any product(s) of data compilation, such as all books, papers, maps, and photographs, machine 
readable materials, inclusive of those in electronic form or format, or other documentary 
materials, regardless of physical form or characteristics, made or received by an agency of the 
United States Government under Federal law in connection with the transaction of public 
business and in Army possession and control at the time the FOIA request is made. 
 
Can questions be processed as a FOIA request? 
 
No.  The FOIA does not require Federal Agencies to answer questions, render opinions, do legal 
research, compile or analyze data, conduct surveys, or provide subjective evaluations.  
Requesters must ask for existing records, such as those mentioned above.   
 
How do I file a FOIA request? 
 
FOIA requests must be in writing.   
 
• Label your request “Freedom of Information Act Request,” preferably within the request 
letter and on the envelope, and address the request to the Military Command or Installation likely 
to have the information you seek.  If you do not know the location of the information you are 
seeking you should write to the Department of the Army Freedom of Information and Privacy 
Office, 7701 Telegraph Road, Suite 144, Alexandria, VA  22315-3905.  To submit an electronic 
FOIA send your request to the following email address:  DAFOIA@conus.army.mil.   
 

mailto:DAFOIA@conus.army.mil
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• State your willingness to pay applicable fees.  If you seek a fee waiver, provide a 
justification.  Refer to the section titled “Do I have to pay for a FOIA request” for more 
information regarding fee waivers.    
 
• Describe the specific records you are requesting in enough detail so that they can be located 
with a reasonable amount of effort.  Generally, a record is reasonably described when the 
description contains sufficient file-related information (type of document, title, subject area, date 
of creation, contract number, originator, etc.); or the request contains enough event-related 
information (date and circumstances surrounding the event the record covers) to permit the 
conduct of an organized, non-random search. 
 
NOTE:  Appendix B contains a sample FOIA request letter.  
 
Reasons for not releasing a record? 
 
There are seven reasons why the Army may not release a record requested under FOIA.  They 
are: 
 
• The request is transferred to another Component or Federal agency. 
 
• The Army Component determines, through knowledge of its files and reasonable search 
efforts, that it neither controls nor otherwise possesses the requested record. 
 
• A record has not been described with sufficient detail to enable the Army Component to 
locate it by conducting a reasonable search. 
 
• The requester has failed unreasonably to comply with procedural requirements, including 
payment of fees, imposed by the FOIA and AR 25-55. 
 
• The request is withdrawn by the requester. 
 
• The information requested is not a record within the meaning of the FOIA and AR 25-55. 
 
• The record is denied in whole or in part in accordance with procedures set forth in the FOIA 
and AR 25-55.  (Refer to FOIA exemptions, below) 
 
 
 
 
 
 
 
 
 
What are FOIA exemptions?   
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The FOIA maintains nine exemptions to the general presumption of mandatory disclosure.  
Generally, Congress intended the exemptions to protect against disclosure of information which 
would substantially harm national defense or foreign policy, individual privacy interests, 
business proprietary interests, and the efficient operation of governmental functions.  Records 
that meet the exemption criteria of the FOIA may be withheld from public disclosure and need 
not be published in the Federal Register, made available in a library reading rooms, or provided 
in response to a FOIA request.  These criteria are categorized and described below: 
 
• (b) (1) -- records currently and properly classified in the interest of national security; 
 
• (b) (2) -- records related solely to internal personnel rules and practices, which, if released, 
would allow circumvention of an agency function.  There are two profiles, LOW and HIGH. 
 

LOW - Records qualifying under the LOW (b) (2) profile are those that are trivial and 
housekeeping in nature for which there is no legitimate public interest or benefit to be 
gained by release, and it would constitute an administrative burden to process the request 
in order to disclose the records; 
 
HIGH - Records qualifying under HIGH (b) (2) are those containing or constituting 
statutes, rules, regulations, orders, manuals, directives, instructions, and security 
classification guides, the release of which would allow circumvention of these records 
thereby substantially hindering the effective performance of a significant function of the 
department of the army; 

 
• (b) (3) -- records protected by another law that specifically exempts the information from 
public release; 
 
• (b) (4) -- trade secrets and commercial or financial information obtained from a private 
source which would cause substantial competitive harm to the source if disclosed; 
 
• (b) (5) -- internal records that are deliberative in nature and are part of the decision making 
process that contain opinions and recommendations; 
 
• (b) (6) -- records which, if released, would result in a clearly unwarranted invasion of 
personal privacy; 
 
• (b) (7) -- investigatory records or information compiled for law enforcement purposes; 
 
• (b) (8) -- records for the use of an agency responsible for the regulation or supervision of 
financial institutions; and 
 
• (b) (9) -- records containing geological and geophysical information (including maps) 
concerning wells. 
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What is a denial? 
 
When information is withheld, whether in whole or in part, for one or more of the exemptions 
identified above, this constitutes a denial under FOIA.  When this happens, you will be notified 
in writing by an Initial Denial Authority (IDA) and given appeal rights.  IDAs are denial 
authorities for records that fall under their functional areas as listed in Appendix A.  If your 
request is denied whether in whole or in part you will receive information that has portions 
deleted.  Redacted records have the denied information removed from where it was originally 
located within the document.   
 
Can I appeal a denial? 
 
Yes.  If your request is initially denied in whole or in part under one or more of the above 
exemptions, you will be advised of your appeal rights and the proper procedures for submitting 
an appeal within 60 days.  If you are not satisfied with the appeal determination, you may seek a 
judicial review. 
 
How long will it take for my request to be processed? 
 
Generally, the Army processes requests in order by date of receipt.  Whenever possible, an initial 
determination to release or deny a record is made within 20 working days after receipt of the 
request by the official who is designated to respond.   
 
If unusual circumstances exist that preclude a timely response, the responsive FOIA office will 
give an estimated completion date and reason(s) for delay.  Unusual circumstances are: 
 
• Need to search for and collect the requested records from other facilities that are separate 
from the office determined responsible for a release or denial decision on the requested 
information. 
 
• The need to search for, collect, and examine a voluminous amount of separate and distinct 
records which are requested in a single request. 
 
• The need for consultation, which shall be conducted with all practicable speed, with other 
agencies having a substantial interest in the determination of the request, or among two or more 
DoD Components having a substantial subject-matter interest in the request.  
 
 
 
 
 
 
How do I qualify for expedited processing of my request? 
 
You must request expedited processing and demonstrate one of the following compelling needs: 
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• Failure to obtain the records on an expedited basis could reasonably be expected to pose an 
imminent threat to the life or physical safety of an individual.  
 
• Information is urgently needed by an individual primarily engaged in disseminating 
information in order to inform the public concerning actual or alleged Federal Government 
activity. 
 
• Other reasons that merit expedited processing are an imminent loss of substantial due process 
rights. 
 
Do I have to pay for a FOIA request? 
 
The FOIA allows uniform fees to be charged to certain types of requesters, but it also provides 
that waivers or reductions in fees be given if disclosing the information is in the public interest.  
The FOIA requires that requesters be placed into one of the below categories: 
 
Commercial.  Requesters who seek information for a use or purpose that furthers their 
commercial, trade, or profit interest are considered commercial requesters.  Commercial 
requesters pay all fees for search, review, and duplication. 
 
Educational.  Institutions of education, including preschools, elementary or secondary schools 
and institutions of higher learning, qualify as educational institutions.  The records must be 
sought in furtherance of scholarly research.  Educational requesters pay only duplication fees, 
unless it is determined that fees are waived or reduced in the public interest.  The first 100 pages 
are provided at no cost. 
 
Non-Commercial Scientific.  A non-commercial scientific institution is operated solely for 
conducting scientific research.  The records must be sought in furtherance of scientific research.  
Like educational requesters, these requesters pay only duplication fees, unless it is determined 
that fees are waived or reduced in the public interest.  The first 100 pages are provided at no 
cost. 
 
News Media.  A representative of the news media is a person actively gathering news for an 
entity organized and operated to publicize or broadcast news to the public.    News media pay 
only duplication fees, unless it is determined that fees are waived or reduced in the public 
interest.  Again, the first 100 pages are provided at no cost. 
 
“Other” Requester.  Requesters who do not qualify in another category are considered “other” 
requesters, and normally make requests for agency records for their personal use.  “Other” 
requesters receive two hours search, all review costs, and the first 100 pages at no cost. 
 
All requesters must submit a willingness to pay fees regardless of the fee category; however, this 
does not mean you will be charged fees.  Except for commercial requesters whose fees total 
more than $15.00.  On a case by case basis, waivers are considered.  Fee waivers may be granted 
when disclosure of the records is in the public interest because it is likely to contribute 
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significantly to public understanding of the operations or activities of the government.  The 
following factors are weighed in making a fee waiver determination: 
 
• The subject of the request. 
 
• The informative value of the information to be disclosed. 
 
• The contribution to an understanding of the subject by the general public likely to result from 

the disclosure. 
 
• The significance of the contribution to public understanding. 
 
• Disclosure of the information is not primarily in the commercial interest of the requester. 
 
• The ability of the requester to disseminate the information. 
 
Section II.  Reading Room 
 
Under subsection (a)(2) of the FOIA, agencies must make four distinct categories of records 
available for “public inspection and copying.”  These “reading room” records consist of:  (1)  
“final opinions [and]...orders” rendered in the adjudication of administrative cases;  (2) specific 
agency policy statements; (3) certain administrative staff manuals; and, (4) records disclosed in 
response to a FOIA request that “the agency determines have become or are likely to become the 
subject of subsequent requests.”   
 
Therefore, the Department of the Army Freedom of Information and Privacy Office operates the 
Army’s Reading Room.  It is open to the general public from 7:30 a.m. - 4:00 p.m., Monday 
through Friday (excluding Federal holidays).  For more information regarding the reading room, 
or to schedule an appointment, write to the Department of the Army Freedom of Information and 
Privacy Office, 7701 Telegraph Road, Suite 144, Alexandria, VA  22315-3905.  In the event you 
need directions to our activity, please telephone our office at 703-428-6508.  
 
Section III.  Electronic Access and Links of Interest 
 
At the Army homepage, you will find a hyperlink to the Army’s Electronic Freedom of 
Information Act Reading Room.  Another useful tool is the DoD Government Information 
Locator Service (GILS), which is essentially a card catalog that identifies public information 
resources.    
 
• The internet address for the Army’s Electronic Freedom of Information Act Reading Room 
is:  https://www.rmda.belvoir.army.mil/rmdaxml/rmdadocuments/ERR%20DOCUMENTS/ 
FOIAElecReadRoom.asp. 
 
• The internet address for the Army homepage is:  http://www.army.mil. 
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• The internet address for the DoD GILS system is http://sites.defenselink.mil/.  To access the 
DOD GILS system, use the search feature to locate records. 
 
• The internet address for the DoD Annual FOIA Report is:  
http://www.defenselink.mil/pubs/foi/. 
 
Section IV.  Conclusion 
 
We trust this information will be helpful to you when pursuing FOIA requests with the 
Department of the Army.  If you have any suggestions, you may email us at 
FOIA@rmda.belvoir.army.mil or write to the Department of the Army Freedom of Information 
and Privacy Office, 7701 Telegraph Road, Suite 144, Alexandria, VA 22315-3905. 
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APPENDIX A 
INITIAL DENIAL AUTHORITY LISTING 

 
U.S. ARMY FREEDOM OF INFORMATION AND PRIVACY OFFICE, SERVES AS 
THE ARMY'S FOCAL POINT IN COMPLIANCE WITH TITLE 5 USC 552 AND 552a, 32 
CFR 518 AND 505, DoD 5400.7-R,  5400.11-R, AR 25-55 AND AR 340-21. RESPONSIBLE 
FOR MANAGEMENT OVERSIGHT OF THE ARMY-WIDE IMPLEMENTATION OF THE 
FREEDOM OF INFORMATION ACT (FOIA), PRIVACY ACT (PA), AND QUALITY OF 
INFORMATION (QIP) PROGRAMS IN ACCORDANCE WITH 5 USC, AND PUBLIC LAW 
106-554.  SERVES AS THE ARMY CENTRAL CLEARING-HOUSE FOR ARMY RECORDS 
SUBMITTED BY NON-GOVERNMENT REQUESTORS; PA REVIEWS OF RECORDS 
REQUESTED BY EXECUTIVE, JUDICIAL, OR LEGISLATIVE BRANCH ACTIVITIES; 
AND CLAIMS FOR CORRECTION OF INFORMATION MAINTAINED AND 
DISSEMINATED TO THE PUBLIC BY THE U.S. DEPARTMENT OF ARMY.  MAINTAINS 
THE ARMY FOIA READING ROOM AND THE ELECTRONIC READING ROOM.  
RESPONSIBLE TO COMPILE AND VALIDATE THE ARMY'S ANNUAL FOIA REPORT 
SUBMISSION AS REQUIRED BY 5 USC. 
 

DEPARTMENT OF THE ARMY 
U.S. ARMY FREEDOM OF INFORMATION AND PRIVACY OFFICE 

CASEY BUILDING, SUITE 144 
7701 TELEGRAPH ROAD 

ALEXANDRIA, VA  22315-3905 
 

POC:  Robert Dickerson COMM: (703) 428-6508--Main Telephone Number 
 Chief      FAX: (703) 428-6522 
  E-MAIL: foia@rmda.belvoir.army.mil 
 
  Janice Thornton, Privacy Act Manager 
  COMM:  (703) 428-6503 
 
  Mary Nance Jordan, FOIA Specialist 
  COMM:  (703) 428-6497 
 
  Gary Hargrove, FOIA Specialist 
  COMM:  (703) 428-6504 
 
  Stephanie J. Courtney, FOIA Specialist 
  COMM:  (703) 428-6498 
 
  Lora Ballard, FOIA Specialist 
  COMM:  (703) 428-6500 
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THE ADMINISTRATIVE ASSISTANT TO THE SECRETARY OF THE ARMY IS 
AUTHORIZED TO ACT FOR THE SECRETARY OF THE ARMY ON REQUESTS FOR 
ALL RECORDS MAINTAINED BY THE OFFICE OF THE SECRETARY OF THE ARMY 
AND ITS SERVICED ACTIVITIES, AS WELL AS REQUESTS REQUIRING THE 
PERSONAL ATTENTION OF THE SECRETARY OF THE ARMY.  THIS INCLUDES 
CIVILIAN EQUAL EMPLOYMENT OPPORTUNITY (EEO) ACTIONS.  (SEE DCSPER (G1) 
FOR MILITARY EQUAL OPPORTUNITY (EO) ACTIONS.) 
 
THE DIRECTOR OF THE ARMY STAFF IS AUTHORIZED TO ACT ON REQUESTS FOR 
ALL RECORDS OF THE CHIEF OF STAFF AND ITS FIELD OPERATING AGENCIES.  
THE DIRECTOR OF THE ARMY STAFF HAS DELEGATED AUTHORITY TO THE CHIEF 
ATTORNEY, US ARMY RESOURCES & PROGRAMS AGENCY.  (SEE THE JUDGE 
ADVOCATE GENERAL FOR GENERAL OFFICER MANAGEMENT OFFICE (GOMO) 
ACTIONS.) 
 

CHIEF ATTORNEY & LEGAL SERVICES DIRECTORATE 
 US ARMY RESOURCES AND PROGRAMS AGENCY 
OFFICE, ADMINISTRATIVE ASSISTANT TO THE SECRETARY OF THE ARMY 

ATTN: JDRP-CA, 120 ARMY PENTAGON 
WASHINGTON, DC  20310-0120 

 
POC:  Paul Deagostino COMM: (703) 614-3256 
     Mr. Gunjan Talati FAX: (703) 693-5735 
      
____________________________________________________________________________ 
THE ASSISTANT SECRETARY OF THE ARMY FOR ACQUISITION, LOGISTICS, 
AND TECHNOLOGY IS AUTHORIZED TO ACT ON REQUESTS FOR PROCUREMENT 
RECORDS OTHER THAN THOSE UNDER THE PURVIEW OF THE CHIEF OF 
ENGINEERS AND THE COMMANDER, U.S. ARMY MATERIEL COMMAND. 
 

ASSISTANT SECRETARY OF THE ARMY FOR ACQUISITION, LOGISTICS,  
AND TECHNOLOGY 
ATTN:  SAAL-IMO 

PRESIDENTIAL TOWER, SUITE 11500 
2511 JEFFERSON DAVIS HIGHWAY 

ARLINGTON, VA  22202-3911 
 

POC:  Gloria Sawyers  COMM: (703) 604-7477 
     (703) 704-0105 FAX: (703) 604-7688 
           Stephanie Jarrett 
    (703) 693-2223 
     Marion Anthony 
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THE DEPUTY ASSISTANT SECRETARY OF THE ARMY (CIVILIAN PERSONNEL 
POLICY),  OFFICE OF THE ASSISTANT SECRETARY OF THE ARMY 
(MANPOWER AND RESERVE AFFAIRS) IS AUTHORIZED TO ACT ON REQUESTS 
FOR CIVILIAN PERSONNEL RECORDS, PERSONNEL ADMINISTRATION AND OTHER 
CIVILIAN PERSONNEL MATTERS, EXCEPT FOR EEO (CIVILIAN) MATTERS WHICH 
WILL BE ACTED ON BY THE ADMINISTRATIVE ASSISTANT TO THE SECRETARY OF 
THE ARMY.  THE DEPUTY ASSISTANT SECRETARY OF THE ARMY (CIVILIAN 
PERSONNEL POLICY)/DIRECTOR OF CIVILIAN PERSONNEL HAS DELEGATED THIS 
AUTHORITY TO THE CHIEF, POLICY AND PROGRAM DEVELOPMENT DIVISION. 
 

OFFICE OF THE ASSISTANT G-1 FOR CIVILIAN PERSONNEL POLICY 
CHIEF, POLICY & PROGRAM DEVELOPMENT DIVISION 

ATTN:  DAPE-CP-PPE 
2461 EISENHOWER AVENUE (HOFFMAN I) (RM 152)  

ALEXANDRIA, VA  22331 
 
POC:  Vickie Harris COMM: (703) 325-7275 
  FAX: (703) 325-3524 
   
______________________________________________________________________________ 
CHIEF INFORMATION OFFICER/G6 IS AUTHORIZED TO ACT ON REQUESTS FOR 
RECORDS PERTAINING TO ARMY INFORMATION TECHNOLOGY, COMMAND, 
CONTROL COMMUNICATIONS AND COMPUTER SYSTEMS AND THE INFORMATION 
RESOURCES MANAGEMENT PROGRAM (AUTOMATION, TELECOMMUNICATIONS, 
VISUAL INFORMATION, RECORDS MANAGEMENT, PUBLICATIONS AND 
PRINTING). 
 
 CHIEF INFORMATION OFFICER/G6 

ATTN:  SAIS-ZXA 
107 ARMY PENTAGON, RM 1A267 

WASHINGTON, DC  20310-0107 
 
POC:  Dale E. DeBruler COMM: (703) 602-8646 
           Donald Knight/Alternate  FAX: (703) 614-0583 
_____________________________________________________________________________ 
THE INSPECTOR GENERAL IS AUTHORIZED TO ACT ON REQUESTS FOR ALL 
INSPECTOR GENERAL RECORDS. 
 

OFFICE OF THE INSPECTOR GENERAL 
RECORDS RELEASE OFFICE, ATTN:  SAIG-ZXR 

2511 JEFFERSON DAVIS HIGHWAY 
ARLINGTON, VA  22202-3912 

 
POC:  Robert De Ocampo COMM: (703) 601-1093 
        FAX: (703) 607-5865 
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THE AUDITOR GENERAL IS AUTHORIZED TO ACT ON REQUESTS FOR RECORDS 
RELATING TO AUDITS DONE BY THE U.S. ARMY AUDIT AGENCY UNDER AR 10-2.  
THIS INCLUDES REQUESTS FOR RELATED RECORDS DEVELOPED BY THE AUDIT 
AGENCY. 
 

U.S. ARMY AUDIT AGENCY 
OFFICE OF THE AUDITOR GENERAL 

ATTN:  SAAG-GC 
3101 PARK CENTER DRIVE, RM 1301 

ALEXANDRIA, VA  22302-1596 
 
POC:  Mario Lewis COMM: (703) 681-4298 
  FAX: (703) 681-3308 
 
____________________________________________________________________________ 
THE DEPUTY CHIEF OF STAFF, G3/5/7 IS AUTHORIZED TO ACT ON REQUESTS 
FOR RECORDS RELATING TO STRATEGY FORMULATION, FORCE DEVELOPMENT, 
INDIVIDUAL AND UNIT TRAINING POLICY, STRATEGIC AND TACTICAL 
COMMAND AND CONTROL SYSTEMS, NUCLEAR AND CHEMICAL MATTERS, AND 
USE OF DA FORCES.  
 

DEPUTY CHIEF OF STAFF, G3/5/7 
ATTN:  DAMO-ZXA 

400 ARMY PENTAGON, RM 1E141 
WASHINGTON, DC  20310-0400 

 
POC:  Loretta Phillips COMM: (703) 692-7793 
  FAX: (703) 692-7281 
   
____________________________________________________________________________ 
THE DEPUTY CHIEF OF STAFF, G8 IS AUTHORIZED TO ACT ON REQUESTS FOR 
RECORDS RELATING TO PROGRAMMING, MATERIAL INTEGRATION AND 
EXTERNALLY DIRECTED REVIEWS. 
 

DEPUTY CHIEF OF STAFF, G8 
ATTN:  DAPR-ZXR, ROOM 3E346 

700 ARMY PENTAGON 
WASHINGTON, DC  20310-0700 

 
POC: Donald Prescott COMM: (703) 614-3366 
  FAX: (703) 692-1723 
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THE DEPUTY CHIEF OF STAFF, G1 IS AUTHORIZED TO ACT ON THE FOLLOWING 
RECORDS:  ALL PERSONNEL BOARD ACTIONS, EQUAL OPPORTUNITY (MILITARY) 
AND SEXUAL HARASSMENT, HEALTH PROMOTIONS, PHYSICAL FITNESS AND 
WELL BEING, COMMAND AND LEADERSHIP POLICY RECORDS, HIV AND SUICIDE 
POLICY, SUBSTANCE ABUSE PROGRAMS EXCEPT FOR INDIVIDUAL TREATMENT 
RECORDS WHICH ARE THE RESPONSIBILITY OF THE SURGEON GENERAL, 
RETIREE BENEFITS, SERVICES, AND PROGRAMS, EXCLUDED ARE INDIVIDUAL 
PERSONNEL RECORDS OF RETIRED MILITARY PERSONNEL WHICH ARE THE 
RESPONSIBILITY OF THE U.S. ARMY RESERVE PERSONNEL COMMAND, DA 
DEALINGS WITH VETERANS AFFAIRS, U.S. SOLDIER’S AND AIRMEN’S HOME, 
RETENTION, PROMOTION, AND SEPARATION, RECRUITING AND MOS POLICY 
ISSUES, PERSONNEL TRAVEL AND TRANSPORTATION ENTITLEMENTS, MILITARY 
STRENGTH AND STATISTICS, THE ARMY LIBRARIAN, DEMOGRAPHICS, AND 
MANPRINT. 

 
DEPUTY CHIEF OF STAFF, G1 

ATTN:  DAPE-ZXM 
300 ARMY PENTAGON, RM 1D374 

 WASHINGTON, DC  20310-0300 
 
POC:  Pat Battle COMM: (703) 695-7783 
  FAX: (703) 695-6156 
   
____________________________________________________________________________ 
THE DEPUTY CHIEF OF STAFF, G4 IS AUTHORIZED TO ACT ON REQUESTS FOR 
RECORDS RELATING TO DA LOGISTICAL REQUIREMENTS AND DETERMINATIONS, 
POLICY CONCERNING MATERIAL MAINTENANCE AND USE, EQUIPMENT 
STANDARDS, AND LOGISTICAL READINESS. 
 

DEPUTY CHIEF OF STAFF, G4 
ATTN:  DALO-ZXA 

500 ARMY PENTAGON, RM 1D343 
WASHINGTON, DC  20310-0500 

 
POC:  Gloria Sawyers COMM: (703) 604-7477 
    (703) 704-0105 FAX: (703) 604-7688 
           Stephanie Jarrett 
    (703) 704-0105 
           Marion Anthony 
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THE ASSISTANT CHIEF OF STAFF FOR INSTALLATION MANAGEMENT (ACSIM) 
IS AUTHORIZED TO ACT ON REQUESTS FOR RECORDS RELATING TO PLANNING, 
PROGRAMMING, EXECUTION AND OPERATION OF ARMY INSTALLATIONS.  THIS 
INCLUDES BASE REALIGNMENT AND CLOSURE ACTIVITIES, ENVIRONMENTAL 
ACTIVITIES OTHER THAN LITIGATION, FACILITIES AND HOUSING ACTIVITIES, 
AND INSTALLATION MANAGEMENT SUPPORT ACTIVITIES.   
 

ASSISTANT CHIEF OF STAFF FOR INSTALLATION MANAGEMENT 
ATTN:  DAIM-ZS 

600 ARMY PENTAGON, 8605 NC1 
WASHINGTON, DC  20310-0600 

 
POC:  Lester Echols COMM: (703) 604-1461 
  FAX: (703) 601-0553 
   
____________________________________________________________________________ 
THE CHIEF OF ENGINEERS IS AUTHORIZED TO ACT ON REQUESTS FOR 
RECORDS INVOLVING CIVIL WORKS, MILITARY CONSTRUCTION, ENGINEER 
PROCUREMENT, AND ECOLOGY AND THE RECORDS OF THE U.S. ARMY ENGINEER 
DIVISIONS, DISTRICTS, LABORATORIES, AND FIELD OPERATING AGENCIES. 
 
NOTE:  For Policy Inquiries: 
 

OFFICE OF THE CHIEF OF ENGINEERS 
ATTN:  CECC-G 

441 G STREET, N.W. 
WASHINGTON, DC  20314-1000 

 
POC:  Richard Frank COMM: (202) 761-8557 
  FAX: (202) 761-1113/0270 
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HUMPHRIES ENGINEER CENTER 
OFFICE OF COUNSEL 

ATTN:  FOIA, ROOM 2A01 
7701 TELEGRAPH ROAD 

ALEXANDRIA, VA  22315-3860 
 

NOTE:  For FOIA Inquiries: 
 
POC:  Linda Selinger COMM: (703) 428-7329 
  FAX: (703) 428-7633 
   
THE CHIEF OF CHAPLAINS IS AUTHORIZED TO ACT ON REQUESTS FOR RECORDS 
INVOLVING ECCLESIASTICAL RELATIONSHIPS, RITES PERFORMED BY DA 
CHAPLAINS AND NONPRIVILEGED COMMUNICATIONS RELATING TO CLERGY 
AND ACTIVE DUTY CHAPLAINS' MILITARY PERSONNEL FILES. 
 

OFFICE OF THE CHIEF OF CHAPLAINS 
ATTN:  DACH-IME 

2511 JEFFERSON DAVIS HIGHWAY 
SUITE 12500 

ARLINGTON, VA  22202-3907 
 
POC:  Deborah Witt COMM: (703) 601-1180/1120  
  FAX: (703) 607-5828 
   
____________________________________________________________________________ 
THE JUDGE ADVOCATE GENERAL IS AUTHORIZED TO ACT ON REQUESTS FOR 
RECORDS RELATING TO CLAIMS, COURTS-MARTIAL, LEGAL SERVICES, 
ADMINISTRATIVE INVESTIGATIONS AND SIMILAR LEGAL RECORDS.  TJAG IS 
ALSO AUTHORIZED TO ACT ON REQUESTS FOR GENERAL OFFICER 
MANAGEMENT OFFICE ACTIONS AND RECORDS, ESPECIALLY IF THOSE RECORDS 
RELATE TO LITIGATION IN WHICH THE UNITED STATES HAS AN INTEREST. 
REQUESTS FOR SUCH RECORDS, HOWEVER, SHOULD BE SENT DIRECTLY TO THE 
GENERAL OFFICER MANAGEMENT OFFICE.  IN ADDITION, TJAG IS AUTHORIZED 
TO ACT ON REQUESTS FOR RECORDS THAT ARE NOT WITHIN THE FUNCTIONAL 
AREAS OF RESPONSIBILITY OF ANY OTHER IDA, INCLUDING, BUT NOT LIMITED 
TO REQUESTS FOR RECORDS FOR COMMANDS, AND ACTIVITIES. 
 

OFFICE OF THE JUDGE ADVOCATE GENERAL 
ATTN:  DAJA-AL 

2200 ARMY PENTAGON, RM 1E739  
WASHINGTON, DC  20310-2200 

 
POC: MAJ David Anglin COMM:    (703) 588-6787  
           FAX : (703) 588-0155 
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THE CHIEF, NATIONAL GUARD BUREAU IS AUTHORIZED TO ACT ON REQUESTS 
FOR ALL PERSONNEL AND MEDICAL RECORDS OF RETIRED, SEPARATED, 
DISCHARGED, DECEASED, AND ACTIVE ARNG MILITARY PERSONNEL, INCLUDING 
TECHNICIAN PERSONNEL, UNLESS SUCH RECORDS CLEARLY FALL WITHIN 
ANOTHER IDA'S RESPONSIBILITY.  THIS AUTHORITY INCLUDES, BUT IS NOT 
LIMITED TO, NATIONAL GUARD ORGANIZATION AND TRAINING FILES, PLANS, 
OPERATIONS AND READINESS FILES, POLICY FILES, HISTORICAL FILES, FILES 
RELATING TO NATIONAL GUARD MILITARY SUPPORT, DRUG INTERDICTION, 
CIVIL DISTURBANCES, CONSTRUCTION, CIVIL WORKS AND ECOLOGY RECORDS 
DEALING WITH ARMORIES, FACILITIES WITHIN THE STATES, RANGES, ETC.  
EQUAL OPPORTUNITY INVESTIGATIVE RECORDS, AVIATION PROGRAM RECORDS 
AND FINANCIAL RECORDS DEALING WITH PERSONNEL, OPERATION AND 
MAINTENANCE, AND EQUIPMENT BUDGETS. 
 

CHIEF, NATIONAL GUARD BUREAU 
ATTN:  NGB-SDA (FOIA) 

1411 JEFFERSON DAVIS HIGHWAY 
ARLINGTON, VA  22202-3231 

 
POC:  Rose Bird COMM: (703) 607-3195 
  FAX: (703) 607-3692 
__________________________________________________________________________ 
THE CHIEF OF ARMY RESERVE IS AUTHORIZED TO ACT ON REQUESTS FOR ALL 
PERSONNEL AND MEDICAL RECORDS OF RETIRED, SEPARATED, DISCHARGED, 
DECEASED, AND RESERVE COMPONENT MILITARY PERSONNEL, AND ALL U.S. 
ARMY RESERVE (USAR) RECORDS, UNLESS SUCH RECORDS CLEARLY FALL 
WITHIN ANOTHER IDA'S RESPONSIBILITY. RECORDS UNDER THE RESPONSIBILITY 
OF THE CHIEF OF ARMY RESERVE INCLUDE RECORDS RELATING TO USAR PLANS, 
POLICIES, AND OPERATIONS; CHANGES IN THE ORGANIZATIONAL STATUS OF 
USAR UNITS; MOBILIZATION AND DEMOBILIZATION POLICIES; ACTIVE DUTY 
TOURS; AND THE INDIVIDUAL MOBILIZATION AUGMENTATION PROGRAM.  

 CHIEF ARMY RESERVE 
ATTN:  DAAR-CSG  

2400 ARMY PENTAGON 
WASHINGTON, DC 20310-2400 

 
POC:  Lawanda York COMM: (703) 601-0869 
  FAX: (703) 601-0836 
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THE COMMANDER, U.S. ARMY RESOURCES COMMAND-ST. LOUIS HAS BEEN 
DELEGATED AUTHORITY TO  ACT ON BEHALF OF THE U.S. ARMY HUMAN 
RESOURCES COMMANDER FOR REQUESTS CONCERNING ALL PERSONNEL AND 
MEDICAL RECORDS OF RETIRED, SEPARATED, DISCHARGED, DECEASED, AND 
RESERVE COMPONENT MILITARY PERSONNEL, UNLESS SUCH RECORDS CLEARLY 
FALL WITHIN ANOTHER IDA'S AUTHORITY. THE AUTHORITY DOES NOT INCLUDE 
RECORDS RELATING TO USAR PLANS, POLICIES, AND OPERATIONS; CHANGES IN 
THE ORGANIZATIONAL STATUS OF USAR UNITS, MOBILIZATION AND 
DEMOBILIZATION POLICIES; ACTIVE DUTY TOURS, AND THE INDIVIDUAL 
MOBILIZATION AUGMENTATION PROGRAM. 
 

U.S. ARMY HUMAN RESOURCES COMMAND-ST.LOUIS 
ATTN:  ARPC-ZCC-A 

1 RESERVE WAY 
ST. LOUIS, MO  63132-5200 

 
POC:  Evelyn Taylor COMM: (314) 592-0847 
  FAX: (314) 592-0848 
    
____________________________________________________________________________ 
THE COMMANDER, U.S. ARMY FORCES COMMAND IS AUTHORIZED TO ACT ON 
REQUESTS FOR FORSCOM SPECIFIED COMMAND RECORDS CREATED DURING 
THE PERIOD 1 JULY 1987 TO 30 SEPTEMBER 1993, UNDER THE PROVISION OF 
PARAGRAPH 1-510. 
 

U.S. ARMY FORCES COMMAND 
FREEDOM OF INFORMATION ACT (AFCI-PR) 

1777 HARDY AVENUE SW 
FORT MCPHERSON, GA  30330-1062 

 
POC:  Don Bass  COMM: (404) 464-6212 
  FAX: (404) 464-5544 
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THE COMMANDER, U.S. ARMY MEDICAL COMMAND IS AUTHORIZED TO ACT 
ON REQUESTS FOR MEDICAL RESEARCH AND DEVELOPMENT RECORDS AND THE 
MEDICAL RECORDS OF ACTIVE DUTY MILITARY PERSONNEL, DEPENDENTS, 
CIVILIANS, AND PERSONS GIVEN PHYSICAL EXAMINATIONS OR TREATMENT AT 
DA MEDICAL FACILITIES, TO INCLUDE ALCOHOL AND DRUG TREATMENT/TEST 
RECORDS. 
 

U.S. ARMY MEDICAL DEPARTMENT 
FREEDOM OF INFORMATION/PRIVACY ACT OFFICE 

ATTN:  MCFP  
2050 WORTH ROAD, SUITE 13 

FORT SAM HOUSTON, TX  78234-6013 
 
POC:  John Peterson COMM: (210) 221-7826 
       FAX: (210) 221-8564 
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THE COMMANDER, U.S. ARMY INTELLIGENCE AND SECURITY COMMAND IS 
AUTHORIZED TO ACT ON REQUESTS FOR INTELLIGENCE INVESTIGATION AND 
SECURITY RECORDS, FOREIGN SCIENTIFIC AND TECHNOLOGICAL INFORMATION, 
INTELLIGENCE TRAINING, MAPPING AND GEODESY INFORMATION, GROUND 
SURVEILLANCE RECORDS, INTELLIGENCE THREAT ASSESSMENT, AND MISSILE 
INTELLIGENCE DATA RELATING TO TACTICAL LAND WARFARE SYSTEMS.  ALSO 
RECORDS FROM ITAC, DCSINT, MSIC, AND FSTC. 
 

U.S. ARMY INTELLIGENCE AND SECURITY COMMAND 
FREEDOM OF INFORMATION/PRIVACY OFFICE 

ATTN:  IAMG-CIC-FOI/PO 
4552 PIKE ROAD  

FORT MEADE, MD  20755-5995 
 
POC:  Susan J. Butterfield COMM: (301) 677-5429 
 Joanne Benear FAX: (301) 677-2956 
 Margaret Rampulla 
 
                    WEBSITE:  http://www.inscom.army.mil/FOIA.ASP 
____________________________________________________________________________ 
THE COMMANDER, U.S. ARMY MATERIEL COMMAND IS AUTHORIZED TO ACT 
ON REQUESTS FOR THE RECORDS OF AMC HEADQUARTERS AND ITS 
SUBORDINATE COMMANDS, UNITS, AND ACTIVITIES THAT RELATE TO 
PROCUREMENT, LOGISTICS, RESEARCH AND DEVELOPMENT, AND SUPPLY AND 
MAINTENANCE OPERATIONS. 

 
U.S. ARMY MATERIEL COMMAND 

ATTN:  AMCIO-R 
9301 CHAPEK ROAD 

FORT BELVOIR, VA  22060 
 

POC:  Carol Wakefield COMM: (703) 806-8532 
 FAX:  (703)806-8855  
  
THE COMMANDER, UNITED STATES ARMY TEST AND EVALUATION 
COMMAND (ATEC), IS AUTHORIZED TO ACT ON REQUESTS FOR THE RECORDS OF 
ATEC HEADQUARTERS, ITS SUBORDINATE COMMANDS, UNITS, AND ACTIVITIES 
THAT RELATE TO TEST AND EVALUATION OPERATIONS. 
 

U.S. ARMY TEST AND EVALUATION COMMAND 
DEPUTY CHIEF OF STAFF FOR INFORMATION MANAGEMENT, ATTN:  CSTE-IM 

4501 FORD AVENUE, SUITE 870 
ALEXANDRIA, VA  22302 

 
POC:  Andree Woods COMM: (703) 681-6151 
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  FAX: (703) 681-7672 
   
THE PROVOST MARSHAL GENERAL IS AUTHORIZED TO ACT ON ALL REQUESTS 
FOR PROVOST MARSHAL ACTIVITIES AND LAW ENFORCEMENT FUNCTIONS FOR 
THE ARMY, ALL MATTERS RELATING TO POLICE INTELLIGENCE, PHYSICAL 
SECURITY, CRIMINAL INVESTIGATIONS, CORRECTIONS AND INTERNMENT (TO 
INCLUDE CONFINEMENT AND CORRECTIONAL PROGRAMS FOR U.S. PRISONERS, 
CRIMINAL INVESTIGATIONS, PROVOST MARSHAL ACTIVITIES, AND MILITARY 
POLICE SUPPORT.    
 

DEPARTMENT OF THE ARMY 
OFFICE OF THE PROVOST MARSHAL GENERAL 

ATTN: DAPM-ZXS 
2800 ARMY PENTAGON 

WASHINGTON, DC  20310-2800 
 

POC:  Nathan Evans COMM: (703) 693-2126 
 FAX: (703) 693-6580 
   
THE COMMANDER, U.S. ARMY CRIME RECORDS CENTER IS AUTHORIZED TO 
ACT ON REQUESTS FOR CRIMINAL INVESTIGATIVE RECORDS OF USACIDC 
HEADQUARTERS AND ITS SUBORDINATE ACTIVITIES AND MILITARY POLICE 
REPORTS.  THIS INCLUDES CRIMINAL INVESTIGATION RECORDS, 
INVESTIGATION-IN-PROGRESS RECORDS, AND ALL MILITARY POLICE RECORDS 
AND REPORTS.  

 
U.S. ARMY CRIME RECORDS CENTER 

ATTN:  CICR-FP 
6010 6TH STREET, BLDG #1465 
FORT BELVOIR, VA  22060-5585 

 
POC:  Suzanne Council COMM: (703) 806-0468 
    Chief FAX: (703) 806-0462 
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THE COMMANDER, U.S. ARMY COMBAT READINESS CENTER IS AUTHORIZED 
TO ACT ON REQUESTS FOR ARMY SAFETY RECORDS. 

 
U.S. ARMY COMBAT READINESS CENTER 

ATTN:  LEGAL/CSSC-SJA 
FORT RUCKER, AL  36362-5363 

 
POC:  Vickie Hendrix COMM: (334) 255-2373 
  FAX: (334) 255-2266 
______________________________________________________________________________ 
 THE COMMANDER, U.S. ARMY COMMUNITY AND FAMILY SUPPORT 
CENTER IS AUTHORIZED TO ACT ON REQUESTS FOR RECORDS RELATING TO 
MORALE, WELFARE, AND RECREATION PROGRAMS; NON-APPROPRIATED FUND 
ISSUES, PRIVATE ORGANIZATIONS ON ARMY INSTALLATIONS,  CHILD 
DEVELOPMENT CENTERS, ARMY EMERGENCY RELIEF, RED CROSS, AND FAMILY 
PROGRAMS. 
 

U.S. ARMY COMMUNITY AND FAMILY SUPPORT CENTER 
ATTN:  CFSC-JA 

4700 KING STREET, 2ND FLOOR 
ALEXANDRIA, VA  22302-4411 

 
POC:  Amparo Carrion COMM: (703) 681-7460 
  FAX: (703) 681-7465 
_____________________________________________________________________________  
THE COMMANDER, U.S. ARMY HUMAN RESOURCES COMMAND IS 
AUTHORIZED TO ACT ON REQUESTS FOR MILITARY PERSONNEL FILES RELATING 
TO ACTIVE DUTY (OTHER THAN THOSE OF RESERVE AND RETIRED PERSONNEL) 
MILITARY PERSONNEL MATTERS, PERSONNEL LOCATOR, PHYSICAL DISABILITY 
DETERMINATIONS, AND OTHER MILITARY PERSONNEL ADMINISTRATION 
RECORDS; RECORDS RELATING TO MILITARY CASUALTY AND 
MEMORIALIZATION ACTIVITIES; HERALDIC ACTIVITIES; VOTING; RECORDS 
RELATING TO IDENTIFICATION CARDS; NATURALIZATION AND CITIZENSHIP; 
COMMERCIAL SOLICITATION; MILITARY POSTAL SERVICE AGENCY AND ARMY 
POSTAL AND UNOFFICIAL MAIL SERVICE. 
 

U.S.  ARMY HUMAN RESOURCES COMMAND 
ATTN:  AHRC-FOI 

200 STOVALL STREET, RM 7S65 
ALEXANDRIA, VA  22332-0404 

 
POC:  Thom Jones COMM: (703) 325-4053 
  FAX: (703) 325-3008 
____________________________________________________________________________ 
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THE GENERAL COUNSEL, ARMY AND AIR FORCE EXCHANGE SERVICE IS 
AUTHORIZED TO ACT ON REQUESTS FOR AAFES RECORDS, UNDER AR 60-20/AFR 
147-14. 

ARMY AND AIR FORCE EXCHANGE SERVICE 
HQ AAFES ATTN:  GC  

P.O. BOX 650061 
DALLAS, TX  75265-0061 

 
POC:  Robin Woodard COMM: (214) 312-3570 
  FAX: (214) 312-4141 
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OFFICE OF THE CLERK OF COURT 
US ARMY JUDICIARY 

ATTN:  JALS-CCO 
901 NORTH STUART STREET, SUITE 1200 

ARLINGTON, VA  22203-1837 
For Court-Martial Records: 
 
POC:  Mary B. Chapman COMM: (703) 588-7920 
  FAX: (703) 696-8777  
 
THE COMMANDANT, USDB IS AUTHORIZED TO ACT ON MATTERS WITHIN THE 
UNITED STATES DISCIPLINARY BARRACKS (USDB) FUNCTIONAL AREA OF 
RESPONSIBILITY RELATING TO THE ADMINISTRATION AND CONFINEMENT OF 
INDIVIDUAL MILITARY PRISONERS AT THE USDB.  THIS INCLUDES, BUT IS NOT 
LIMITED TO, ALL RECORDS PERTAINING TO THE TREATMENT OF MILITARY 
PRISONERS; INVESTIGATION OF PRISONER MISCONDUCT; MANAGEMENT, 
OPERATION, AND ADMINISTRATION OF THE USDB CONFINEMENT FACILITY; AND 
RELATED PROGRAMS WHICH FALL DIRECTLY WITHIN THE SCOPE OF THE 
COMMANDANT'S FUNCTIONAL AREA OF COMMAND AND CONTROL.   
 

DISCLOSURE REQUEST COORDINATOR 
UNITED STATES DISCIPLINARY BARRACKS 

1301 NORTH WAREHOUSE ROAD 
LEAVENWORTH, KS  66027-2304 

 
POC:  Virginia Dolinski COMM: (913) 758-3648 
  
______________________________________________________________________________ 

SPECIAL IDA AUTHORITY 
 
SPECIAL IDA AUTHORITY FOR TIME-EVENT RELATED RECORDS MAY BE 
DESIGNATED ON A CASE-BY-CASE BASIS.  THESE WILL BE PUBLISHED IN THE 
FEDERAL REGISTER.  CURRENT INFORMATION ON SPECIAL DELEGATIONS MAY 
BE OBTAINED FROM THE U.S. ARMY FREEDOM OF INFORMATION/PRIVACY 
OFFICE, 7701 TELEGRAPH ROAD, SUITE 144, ALEXANDRIA, VA  22315-3905, 
TELEPHONE:  COMM:  (703) 428-6508  
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APPENDIX B 
SAMPLE FOIA REQUEST LETTER 

 
Army Component Head [or FOIA Officer], Army Component, Address, City, State, Zip Code 
 
Dear: 
 
This is a request under the Freedom of Information Act (5 U.S.C. 552). 
 
I request that a copy of the following document(s) be provided to me.  [Identify the document(s) 
as specifically as possible]. 
 
In order to help you determine my status for the purpose of assessing fees, you should know that 
I am [Insert one of the descriptions below] 
 
 a representative of the news media affiliated with the __________ 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 non-commercial scientific institution, and this request is 
made for a scholarly or scientific purpose and not for commercial use. 
 
 affiliated with a private business and am seeking information for use in the companies 
business. 
 
 an individual seeking information for personal use and not for a commercial use. 
 
I am willing to pay fees for this request up to a maximum of $_____.  If you estimate that the 
fees will exceed this limit, please inform me first. 
 
[Optional] I request a waiver of fees for this request because disclosure of the requested 
information to me is in the public interest because it is likely to contribute significantly to the 
public understanding of the operations or activities of the Army and is not primarily in my 
commercial interest.  [Include details about how the requested information will be disseminated 
by you to the general public] 
 
[Optional] I also include a telephone number at which I can be contacted if necessary to discuss 
any aspect of my request. 
 
   Sincerely, 
 
   Name 
   Address 
   City, State, Zip Code 
   Telephone Number [Optional]  


