[bookmark: _GoBack]4.  To request Naval Criminal Investigative Service record under the FOIA you must e-mail your request to NCISFOIA@navy.mil
	a.   Describe the specific records(s) you are seeking with enough detail so that a knowledgeable agency official may locate the record(s) with a reasonable amount of effort.  Such detail should include descriptive information, timeframe to be searched, full names, and any other pertinent information that may assist in identifying the subject of the request.
	b.   State your willingness to pay all fees or those up to a specified amount or provide a justification to support a fee waiver.
	c.   Be sure to include your name, address (including zip code) and telephone number.
