(Date of Letter)

O fice Adm ni strator

(Room Floor or P.QO Box)

(Governnent O fice Buil ding)

(Street Address)

(Tty, State and Zi p Code)

RE:

(Specify Requested Information-Detail ed)
Dear O fice Adm nistrator

It is the understandi ng of the undersigned that your office nmaintains
certain specific information relative to

(information relating to the specific subject matter, such as the Secretary of
State's records, records fromthe Treasurer, records fromthe Attorney General
etc.). At this time the undersigned is desirous of receiving the follow ng

i nformati on:

A The | egi sl ative basis for
(i nformation sought);

B. Any administrative rules that would relate to the operation of your
of fice;

B. Budget ary di scl osure of the budget for

(specific office);

The breakdown of the budget;

The legislative authority for the budget;

The sources of revenue to accommpdate the budget;

The identity of the individuals served by your office;
O her:

IOmMmMO

Pursuant to the foregoing request, the undersigned understands that the
information to be provided will be done so without cost. |f this understanding
is in error, please advise the undersigned inmediately at the address and/ or
phone numnber |isted bel ow, whereupon an appropriate remttance for the records
wi |l be provided.



Thank you for your kind consideration in making avail able the records
request ed.

Very truly yours,

(Signature)

( Addr ess)

(City, State and Zip Code)

(Phone Nunber)

LAWCHEK, LTD. LETTER PRO Sanpl es, Copyright 2000
This is not a substitute for |legal advice. An attorney nust be consulted.
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