Step 2: Submitting Your Request 
1.  The next step in preparing to submit your request is deciding where to send it. Because Marine Corps records are decentralized you will get the fastest response by sending your request to the Marine Corps official that generated and/or maintains the record(s) you seek. 
2.  Submitting Your Request to a Marine Corps activity.  Please use the MCIWEST-MCB CAMPEN, FOIA RESOURCE MATERIALS link for help in locating commands, obtaining addresses, or finding a command's website.  Once you have located a command and have its address you may submit your request in writing to that command. Alternatively, you may submit your request to a command via a web-based FOIA request form, if that command has one available on its website.  If you are not sure which activity may hold the records you seek, you may call the Marine Corps's FOIA Manager, Ms. Sally Hughes at (703) 614-3685 for assistance.  
Submitting your request to Marine Corps Installations West – Marine Corps Base, Camp Pendleton for records

	1. 
	Submit your request in writing to the: 
COMMANDING GENERAL

MCIWEST-MCB CAMPEN
ATTN:  FOIA COORDINATOR

BOX 555010
CAMP PENDLETON, CA 92055-5010


	2. 
	Submit your request via FAX: 
You may send a fax of your request to (760) 725-0532

	3. 
	Submit your request via email:
You may submit your request electronically to 
mciw_mcbcpen_rqsvctr@usmc.mil


3.  If the records you seek are not maintained by Marine Corps Installations West –Marine Corps Base, Camp Pendleton files, your request will be forwarded to the U. S. Marine Corps official(s) most likely to maintain the type of records you are seeking. 
