(Date of Letter)

Depart ment of

(Governnent Departnent for O fice)

(Room Floor or P.O Box)

(Governnent O fice Buil ding)

(Street Address)

(City, State and Zip Code)

RE: (Admi nistrative Procedural Mtters)
Attention of the Secretary/Agency Adm ni strator
Dear Secretary/Agency Admi ni strator

Pl ease provide the undersigned with a copy of your agency's admi nistrative
gui delines for determ ning procedural matters. A copy of your administrative
procedures relating to (specific
procedural matter for which request is made) is requested. All procedura
matters and renedies relating to the foregoing should be included as a response
to my request. Fulfillment of this request should al so include any recently
enacted procedural renedies, guidelines and directives. Also, included in the
i nformati on requested should be any and all procedural renedies and an outline
of how your agency expects those renedies to be followed in order for there to
be full conpliance with your admnistrative procedures.

Since this request involves
(l'i censing, appeal, processing, clains, paynent, special request, promulgation
of rules, contested case, etc.), tinme is of the essence and individual rights
m ght be affected. Accordingly, your imediate response is mandated in order to
preserve individual rights that may be at stake. In conpliance with this
request, please identify any authorities or procedures that must be foll owed,
and kindly produce the nane of the contact person at your agency who has the
capacity to discuss the foregoing. Thank you for your pronpt attention

Very truly yours,

(Si gnature)

(Addr ess)

(Gty, State and Zip Code)

(Phone Nunber)
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