AGENCY LETTERHEAD

December 25, 20xx 
[Insert full name of DIRECTOR], Director 
Office of the Federal Register (F)
The National Archives and Records Administration
8601 Adelphi Road
College Park, MD 20740-6001


Dear Director [insert last name of DIRECTOR]: 

The [NAME OF AGENCY] ([ACRONYM]) was established by {Congress/agency reorganization/other] as a Federal agency and is required to publish [Notices/Rulemaking documents] under [legal authority].  

or

The [NAME OF AGENCY] ([ACRONYM]) is recognized as a Federal agency that publishes Notice documents in the Federal Register. It is now required to publish rulemaking documents under [legal authority].  

ONLY FOR RULEMAKING: The [NAME OF AGENCY/ACRONYM] will publish regulations regarding [subject matter] so requests a chapter in title XX.

[Include any additional information or detail as is necessary to show an intent to publish in the foreseeable future.  Explain any discrepancy between the agency and the letterhead.  If the legal authority is not available online, attach authority to letter]

The [NAME OF AGENCY/ACRONYM] designates the liaison and certifying officers designated by [PARENT AGENCY or GSA] to work with the Office of the Federal Register on its behalf.

or

The [NAME OF AGENCY/ACRONYM] designates the following individuals to work with the Office of the Federal Register:

Liaison Officer: [NAME, TITLE, ADDRESS, TELEPHONE NUMBER, EMAIL ADDRESS] 
Alternate Liaison Officer: [NAME, TITLE, ADDRESS, TELEPHONE NUMBER, EMAIL ADDRESS]
Certifying Officer: [NAME, TITLE, ADDRESS, TELEPHONE NUMBER, EMAIL ADDRESS] 
Alternate Certifying Officer: [NAME, TITLE, ADDRESS, TELEPHONE NUMBER, EMAIL ADDRESS]

(optional) The agency fax number is [FAX NUMBER]. 

The email address for scheduling notification is [EMAIL ADDRESS].

Sincerely, 
[SIGN] 
Type name, Title 

