April 20, 20XX
Dr. Mary J. Smith, Public Records Officer
AnyTown Public School 
Email address of Smith
Any Town, Any State
Dear Public Records Officer Smith;
Please provide me with the following information, available to the public under the authority granted by Any State Statute §301.1-27 - Find your state code on our RBLG’s link and also enter statutory code summary NAME here – I.e. Public Records and Files).  To facilitate this request I’ve bold-faced the key portion of each request below, but necessary details are found in the fuller paragraph of each one listed.
1. Please provide me with a copy of the XXXXXXXXXX. 
2. Please provide me with a copy of the XXXXXXXXXX. 
3. Please provide me with a copy of the XXXXXXXXXX. 
If there is any fee involved to secure these public records, please provide me a reasonable cost estimate of the fee prior to incurring any liability on my part.    I will review any estimate you provide and then will decide to authorize you to proceed ahead with this request or not.
Please feel free to call or eMail me as this material is pulled together and one of us from the committee will be pleased to stop in and pick it up.  I particularly do not want to wait until all requests have been met before you notify me.  When you have one or two requests filled at a time, please call or email me and I will make arrangements to stop in and pick it up.    If you have any questions or need clarification, feel free to contact me at the contact information below.  

I thank you in advance for your timely cooperation and look forward to hearing from you.

Sincerely,

Citizen (or Organization) Name, City
Ph XXX-XXX-XXXX
Email address
