[Date]

Public Records Act Officer

[Agency]

[Address]

[City, State, Zip]


Re:  CALIFORNIA PUBLIC RECORDS ACT REQUEST

Dear Public Records Act Officer:


This is a request for records pursuant to the provisions of the California Public Records Act as amended (Cal. Gov. Code § 6250, et seq.).  [If planning to visit office to make copies, include sentence . . .]  I request an opportunity to inspect and make copies of all records prepared, owned, used, or retained by [insert agency name, branch, office, etc.] on the subject of [describe records].  [If requesting that copies be provided, include sentence . . .]  I request copies of all records prepared, owned, used, or retained by [insert agency name, branch, office, etc.] on the subject of [describe records].  This request includes all records regardless of form, including but not limited to letters, memoranda, telephone log entries, visitor log entries, message receipts, notations of conversations, meeting notes, e-mail messages or other records on magnetic media, fax cover sheets, reports, statistics, calendar entries, permits, questionnaires, photographs, audio tape, film, and videotape.  


This request reasonably describes identifiable records or information produced therefrom and I believe no express provision of law exists exempting the requested records from disclosure.  Should your agency find any portion of any requested record exempt from release, I ask that you carefully consider the public interest served by the full disclosure of all requested records.


The requested records relate to an important issue in which the public has expressed an enormous amount of interest.  [Describe importance of, and public, media, elected officials, etc., interest in, issues related to the records requested.]  The public interest in these records clearly outweighs all other interests.  Therefore, I request that you release non-segregated copies of each of the requested records otherwise exempt under California Government Code 6254(a).


Should you find any portion of any requested record exempt from release, I ask that you exercise your discretionary authority to release the requested record in its entirety.  If you decide against exercising your authority to release non-segregated copies of all requested records, Government Code Section 6257 requires that you release all reasonably segregable portions of the requested records.  I reserve my right to challenge the withholding or deletion of any information.


If you decide to withhold any portion of any requested record, I ask that you provide me a list identifying what you have withheld.  I also ask that you cite the specific exemption(s) being relied upon to withhold information.  In addition, if you deny all or part of this request, Government Code Section 6256.2 requires that you provide the name and title or position of each person responsible for the denial of this request.  Should you decide to withhold any information, Government Code Section 6256 requires that you notify me of the reasons for this determination no later than 10 days after receipt of this request.  Government Code Section 6256.2 prohibits the use of the 10-day period, or any provisions of the Public Records Act, "to delay access for purposes of inspecting public records."


I also request any records that indicate, suggest, or otherwise identify the prior existence of other records related to my request that may have been destroyed or modified.  California Government Code Section 14755(a) makes clear that "[n]o record shall be destroyed or otherwise disposed of by any agency of the state" unless (1) the Director of the Department of General Services has determined that "the record has no further administrative, legal or fiscal value," and (2) "the Secretary of State has [also] determined that the record is inappropriate for preservation in the State Archives."  The "willful removal" or "destruction" of agency records in violation of these statutory mandates can result in the imposition of criminal sanctions.  [See, Cal. Gov. Code § 6200 (felony offense for destruction of records by "custodial officer") and Cal. Gov. Code § 6201 (misdemeanor offense for destruction of records by "noncustodial officers").]


[If requesting that copies be provided, include the following paragraph . . .]  Given the public interest in the requested records, I ask that you exercise your discretionary authority and waive all reproduction fees associated with my request.  I seek this information because it is informative of your agency’s operations and activities.  I have no financial interest in the requested records.  Should you decline my fee waiver request, I agree in advance to pay reasonable reproduction fees not to exceed [insert dollar amount].  Should estimated costs exceed this amount, please inform me of the costs for reproduction of the requested records.


Please call me at [insert phone number] or e-mail me at [insert e-mail address] if you have any questions or need additional information.  Thank you for your assistance and cooperation with this matter.

Sincerely,

[Name]

[Title]

Certified Mail ([identification number])

Return Receipt Requested

