(Date of Letter)

The Honor abl e

(Governor, Secretary of State, Attorney General, etc.)

(Room Floor or P.QO Box)

(Governnent O fice Building)

(Street Address)

(City, State and Zi p Code)

RE: Birth Certificate

Attn: Bureau of Vital Statistics
Dear Bureau of Vital Statistics:

Presently, the undersigned is in need of a birth certificate for
(name of individual for whomthe birth certificate is

sought). It is understood that the official date of birth was the day of
(year), and the place of birth was
(city), (state). The official nanme given at birth was

(name known to be given at tinme of birth).

Kindly provide to the undersigned (nunber of) certified copies of the
birth certificate of the aforenentioned individual. Please understand that the
birth date and nanme are provided to the best of ny (our) know edge or
recol |l ection; however, there mght be sone variation to the nane, and the date
m ght not be exact. Please indicate if there is any charge for the certified
copies and, if so, contact the undersigned i medi ately whereupon renmittance will
directly follow. Should your office need any additional information, please
advi se. Thank you.

Very truly yours,

(Si gnature)

(Addr ess)

(City, State and Zi p Code)

(Phone Nunber)
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