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Appendix A: An Example of a Referral Memorandum to a Component for Direct Response to the
Requester

MEMORANDUM FOR:  [NAME OF FOIA OFFICER], FOIA Officer
[COMPONENT]

FROM: James V.M.L. Holzer, I, MHR, CIPP/G
Director
Disclosure and FOIA Operations
SUBJECT: DHS/OS/PRIV

Attached is a FOIA request received in the DHS FOIA/PA Office. The requester is seeking records
regarding [DESCRIBE REQUEST].

During our search for responsive records, we located records that originated within the
[COMPONENT]. Therefore, we are referring the responsive documents, totaling [###] pages, to

you for your review and direct response to the requester.

The requester has been notified of this referral. A copy of the notification letter is attached.



Appendix B: Acknowledgement Letter to Requester Notifying of Referral of FOIA Request to
another Component

[NAME OF REQUESTER]
[TITLE]

[COMPANY]

[ADDRESS]

[CITY, STATE + ZIP]

Re: DHS/OS/PRIV
Dear [MR/MS.] [REQUESTER LAST NAME]:

This acknowledges receipt of [OR... This is in further response to] your Freedom of Information
Act (FOIA) request to the Department of Homeland Security (DHS), [COMPONENT], dated
[DATE], and received in this office on [RECEIVED DATE]. You are requesting documents
regarding [DESCRIBE REQUEST].

During our search for responsive records, our office located [###] pages of records that are under the
purview of [OTHER COMPONENT]. Therefore, I am referring your request, along with those
responsive documents, to the FOIA Officer for [OTHER COMPONENT], [COMPONENT
ADDRESS], for processing and direct response to you. You may contact the [OTHER
COMPONENT] FOIA Officer at [TELEPHONE NUMBER].

If you need to contact our office again about this matter, please refer to [CASE NUMBER|]. This
office can be reached at [TELEPHONE NUMBER].

Sincerely,
James V.M.L. Holzer, I, MHR, CIPP/G

Director
Disclosure and FOIA Operations



Appendix C: An Example of a Referral Letter to another Agency for Direct Response to the
Requester

[AGENCY]

FOIA/PA Officer
[ADDRESS]

[CITY, STATE + ZIP]

Re: [CASE NUMBER]
Dear FOIA/PA Officer:

Please refer to the enclosed Freedom of Information Act (FOIA) request, dated [DATE OF
REQUEST], and submitted to the Department of Homeland Security (DHS) from [NAME OF
REQUESTER]. The requester is seeking a copy of [DESCRIPTION OF RECORDS
REQUESTED].

During our search for responsive records, we located records that originated within the [AGENCY].
Therefore, we are referring the responsive documents, totaling [###] pages, to you for your review
and direct response to the requester. The requester has been notified of this referral. A copy of our
letter to the requester is also attached.

Please mail a courtesy copy of your response, referencing case number [DHS CASE NUMBER], to
this office at the following address:

[DHS FOIA OFFICER]
Department of Homeland Security
[COMPONENT]

[ADDRESS]

[CITY, STATE + ZIP]

If you have any questions concerning this ma | please contact this office on [TELEPHONE
NUMBER]. Please reference [CASE NUMBER] in all future correspondence.

Sincerely,

James V.M.L. Holzer, I, MHR, CIPP/G
Director
Disclosure and FOIA Operations

Enclosures: DHS Respr  :to Reauester. dated [DATE]
1_IAT p | dated
Responsive Documents, ( [###] pages)









