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FREEDOM OF INFORMATION ACT REQUEST LETTER
Authority:  Title 5, United States Code, 552, The Freedom of Information Act, 32 CFR 518, Freedom of Information Act Program.
 
Purpose:  To collect information from individuals requesting information under the Freedom of Information Act.
 
Routine Use:  Information collected will be used to identify information requested under the Freedom of Information/Privacy Act.  Information may
also be used and disclosed in accordance with 5 U.S.C. 552a(b) of the Privacy Act of 1974, as amended, which incorporates the DoD "Blanket
Routine Uses" published at:  http://dpclo.defense.gov/privacy/SORNs/blanket_routine_uses.html.
 
Disclosure:  Voluntary, however, failure to provide appropriate information can prevent the FOIA Official from conducting a thorough record search.
FS Form 794a, May 2022
DIRECTORATE OF HUMAN RESOURCES
In order to help you determine my status for the purpose of assessing fees, you should know that I am [select one of the following descriptions below]
PREVIOUS EDITIONS ARE OBSOLETE
Department of Human Resources
Administrative Services Division
ATTN:  FOIA Official
4700 Mow Way Road, Suite G-06
Fort Sill, OK  73503
A representative of the news media affiliated with a newspaper (magazine, television station, etc.) and this 
request is made as part of news gathering and not for a commercial use.  (Include the name of your employer) 
Affiliated with an educational or noncommercial scientific institution and this request is made for a scholarly or scientific purpose and not for a 
commercial use.
Affiliated with a private business and am seeking information for use in the company's business
An individual seeking information for personal use and not for a commercial use.
Dear FOIA Official:
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 documents as specifically as possible].
I am willing to pay fees for this request.  If you estimate that fees will exceed the amount specified, please 
inform me first.
NOTE:  Requesters are charged fees for the processing of FOIA request.  Fees may be applied even if documents are withheld IAW one of the nine FOIA exemptions, and or the search for records fails to locate documents responsive to the request.
$
I also include a telephone number and email address at which I can be contacted if necessary to discuss any aspect of my request.
E-mail: usarmy.sill.id-training.mbx.ft-sill-foia@army.mil
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