SAMPLE REQUEST 
[Include jurisdiction letterhead]


FEMA Region IX
Floodplain Management and Insurance Branch
PO Box 492
West Sacramento, CA 95691

Re:  Privacy Act Request for FEMA Individual Assistance Files

TO: Adam Lizarraga

I am writing to request that the Federal Emergency Management Agency (FEMA) provide me with information relating to (NFIP insured repetitive loss properties) that FEMA has within the (counties/cities of ____________ ).  Specifically, I would like to have current contact information, to include the name, address, phone number, current location, claims made, amounts received, and date of claim (LIST ANY OTHER INFORMATION ELEMENTS). 

My (LIST TYPE OF ENTITY) would like to assess NFIP insured structures that have been repetitively damaged by floods.).  We need information from FEMA in order to complete our local hazard mitigation plan.

[bookmark: _GoBack]I am requesting that the above information be provided pursuant to the “routine use” provision of the Privacy Act of 1974, 5 U.S.C. 522a.  I am requesting disclosure of this information under routine use to State and Local Governments of FEMA’s NFIP Program Files System of Records (73 FR 77747, December 19, 2008). 

My office will not further disclose this information to other entities or use the information for any purpose other than that stated above.  The information will be protected in accordance with the Privacy Act of 1974.  

If you or your staff has any questions or need additional information about this matter, please contact _______________ at (___) ___-____.  

					Sincerely,
					

