COMPANY LETTER HEAD


Month dd, yyyy

Joint Base McGuire-Dix -Lakehurst (JBMDL) 
Contracts Department
Attn: Contracting Officer (see contract)
Hwy 547 Bldg 120 Rm 120-207
Lakehurst, NJ 08733

SUBJECT:
[Topic Number – Topic Title]
Dear [Contracting Officer]:

[Firm name] requests authorization to release the attached information.  The attached pertains to the subject Small Business Innovation Research (SBIR)/Small Business Technology Transfer (STTR) topic and consists of [description of materials to be released].  The purpose of release is to [describe purpose].  If these materials are released to the public, [Firm name] recognizes that the documents will become public documents and will assume responsibility for any company proprietary information included.  

Information pertinent to release is as follows:

NAVSEA Contract No: [ N00024-fy-C-####]

To Whom Information is to be provided: [e.g., Name and Company, Washington Post]
Form of Release:  [e.g., Public conference, forum, workshop, meeting; company; or individual]

Name of Function:  [e.g., name or title of conference]

Date Intended for Release of Information: [e.g., approximate date approval needed]

Dissemination Method: [e.g., electronic (website, email), presentation, or publication]

Email Distribution for Approval Notification:  [SBIR Sponsor (Technology Manager), TPOC, NAVSEA SBIR Program Office, contractor point of contact]
The responsible program is the NAVSEA SBIR/STTR Program. The Program Manager is Mr. Dean Putnam, 202-781-3261, dean.r.putnam@navy.mil

For inquiries to the firm pertaining to this request, please contact:

[Firm POC Name]

[Firm POC Phone]

[Firm POC Mailing Address]

[Firm POC Email]

Documents submitted for public release have been marked “For Official Use Only (FOUO)” until approved for public release. 
Sincerely,

________________________________________

[Name]
[Company Title]


