[Date]
Dear_______________:


This office is in receipt of your request for records made in accordance with the Virginia Freedom of Information Act (§ 2.2-3700 et seq.). You have requested records relating to [describe the records sought by the requester)]. This office has [describe with reasonable particularity the volume or amount of records being withheld; i.e., 10 pages of records, over 1000 pages of records, a large database, etc.] responsive to your request. Please be advised, however, that these records are exempt from disclosure under [cite specific provision from FOIA or other applicable state or federal law], and therefore will not be released. 
Thank you for contacting this office.

Sincerely,

