Letter Template for Application to Inspect
Public Documents

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Title]

[Department/Organization Name]
[Address]

[City, State, Zip Code]

Subject: Application to Inspect Public Documents

Dear [Recipient's Name],

I am writing to formally request to inspect public documents as outlined under [applicable law or
regulation, e.g., Freedom of Information Act, State Public Records Act]. | am particularly
interested in accessing the following documents:

e [Specify Document 1]
e [Specify Document 2]
e [Specify Document 3]

My interest in these documents is for [briefly state your purpose, e.g., research, personal interest,
etc.]. I believe that these documents will provide valuable information pertaining to [explain
relevance if necessary].

Please let me know if there are any fees associated with this request, as well as the expected
timeline for processing. | look forward to your prompt response to this request.



Thank you for your attention to this matter.
Sincerely,

[Your Name]



