SAMPLE PUBLIC RECORDS REQUEST TO A

STATE OR LOCAL AGENCY

<Date>

<Agency Head>

<Agency Name>

<Street Address>

<City, State and Zip Code>

Public Records Request

Dear <Sir or Madam>:

Pursuant to the Freedom of Information Act, Public Laws 89-487, 90-23, and 93-502 and the Ohio Revised Code 149.43, I hereby request a copy of:

All requests for bid, requests for proposal, bids, proposals, contracts, agreements, meeting notes, invoices and payment documentation associated with Project No. <     > contract let to <company name and address> and approved as part of Controlling Board No. <   > at a meeting of the Controlling Board on <date>.

It is my desire to have you provide an exact copy of these documents with the understanding I will pay reasonable reproduction costs.

If for any reason you believe that some portions of these files are exempt from disclosure under the Freedom of Information Act and/or O.R.C. 149.43, please delete any such alleged exempt material.  However, my consent is designed to facilitate your prompt response and in no way waives my right to the complete documents that I may still choose to request.

I look forward to hearing form you within the next ten (10) working days pursuant to Section (a)(6)(i) of the Freedom of Information Act and Section 149.43 (B) of the Ohio Revised Code.  In the event I am denied any portion of these documents, please specify the statutory basis for the denial and the name and titles of the persons responsible.

Sincerely,

<your signature>

<Your Name>

<Address>

<Telephone Number>

