[Date] 
[Name of Records Request Officer]
[Name of Agency]
[Address of Agency]
Dear [Officer name], 
I request, pursuant to the state open records law [statute citation], copies of the following documents: 
[Description of the documents you are seeking:]
· Document 1 
· Document 2 
· Document 3 
Please email me these documents. Please provide the data requested in a Microsoft Excel spreadsheet or similar machine-readable format. 
If you choose to deny this request, please provide a written explanation for the denial including a reference to the specific statutory exemption(s) upon which you rely. If your department does not maintain these public records, please let me know who does and include the proper custodian’s name and address. If a portion of these documents are exempt from disclosure, please provide all segregable portions. 
I request a waiver of all fees because the information is not being sought for commercial purposes and its disclosure is in the public interest. However, if you cannot honor the waiver, please inform me if the cost will exceed $25.00; otherwise invoice me with the records. 
If you have any questions about this request, please do not hesitate to contact me at [email] or [phone number]. 
Thank you for your assistance. 
Sincerely,
[your name, title, and contact information] 

