Your Right to Know

[] correct agency name and address, and name of FOI officer
if available

[ ] clear description of what you want including any names,
places, and the period of time about which you are inquiring

[ ] preferred format for information

[ ] request a fee waiver or specify a fee limit

[ ] request expedited processing if you have a life-threatening
need for the information or delayed disclosure could
threaten the physical safety of any individual or cause a

loss of substantial due process rights

[ ] your full name, address and phone number if possible
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