Date

Name of agency head

Title of agency head

Name of agency

Street address

City or town, MA, Zip code


RE: Public Records Request
Dear _______:

This is a public records request made pursuant to the Massachusetts Public Records Law (M.G.L., c. 66, § 10) and its supporting regulation (950 C.M.R. 32.00).

I hereby request copies of the following records: [Be as precise as you can 
in describing the records you want.]

If you cannot fully comply with my request, you are statutorily required to cite an exemption and to explain how and why the exemption applies to the records I am seeking.  Also, where exempt information is intertwined with non-exempt information, the non-exempt portions must be disclosed once the exempt portions are redacted.

The Massachusetts Public Records Law allows ten calendar days for you to respond.

Thank you.

Sincerely,

Your name

Your street address

Your city or town, MA, Zip code

Your telephone number

