LETTERHEAD
Date

Agency Name

ATTN: FOIA Coordinator

Dear Sirs:

Under the Freedom of Information Act, [Company Name] requests a copy of Contract Number [XXXX] for [Type of Effort] with [Name of Incumbent], together will all amendments and modifications.

If there is a charge for this service of less than $XXX, [[Name of Company] will pay that charge.  If there is a greater charge, please contact the undersigned for authorization.

If there is a choice between electronic and paper versions of this document, [Name of Company] requests the electronic version.

If parts of this document are available sooner than the total document, [Name of Company] requests incremental delivery of these parts.

If there are any questions about this request, please contact the undersigned at 703-625-5598 or gary.shumaker@garyeshumaker.com.   

Sincerely,

LETTERHEAD

Date

Agency Name

ATTN: FOIA Coordinator

Dear Sirs:

Under the Freedom of Information Act, [Company Name] requests a copy of the proposal submitted by [Name of Incumbent]  for Contract Number [XXXX] dated on or about [Date] for [Type of Effort], together will all amendments and modifications.

If there is a charge for this service of less than $XXX, [[Name of Company] will pay that charge.  If there is a greater charge, please contact the undersigned for authorization.

If there is a choice between electronic and paper versions of this document, [Name of Company] requests the electronic version.

If parts of this document are available sooner than the total document, [Name of Company] requests incremental delivery of these parts.

If there are any questions about this request, please contact the undersigned at 703-625-5598 or gary.shumaker@garyeshumaker.com.   

Sincerely,

