<Address>
<Today’s Date>
<Name of Records Custodian>

<Title of Records custodian>

<Name of Organization/Office>

<Organization Office>
Dear Madam/Sir:

<Introduction>

<Option
Under Wisconsin state statute 19.35-19.39 I hereby make the following two requests for records.

1) I request a copy of <Description of the first record or set of records>.

2) I request a copy of <Description of the second record or set of records>.

3) I request a copy of <Description of the third record or set of records>.

4) I request a copy of <Description of the fourth record or set of records>.

Severability – The above open requests are separate and severable.  The several requests are only including in this single correspondence for the ease of administration and the thematic similarity among the requests.  It is expected any delay in the production of records for one request will not impair or delay the production of records for another request.  Moreover the production of the records within each request is severable. It is expected any delay in the production one or more records within a single request not impair or delay the production remainder of the records for the request.

Denial of Request – As required by Wisconsin’s open records law as codified in §19, any denial, in whole or in part, of one or more of the public records requests above must state in writing and with specificity as to the reasons and statutory authority for denying the request.  For the purposes of this requirement, an email response will be considered a written response.  

Redaction – A redaction is a denial in part of requested record.   There shall be a log which states in writing and with specificity to the reasons and statutory authority each redaction. 

Duplication – If a single record satisfies one or more of the above requests, then only one copy of the record needs to be produced provide said record is accompanied by a notation as to which, multiple requests are satisfied by the record.

Promptness – The records requested above shall be provided “as soon as practicable” as required by Wisconsin statute.
Cost –WI Stats. §19.35 (3)(e) provided that any fees associated with an open records request may be waived if disclosure of the requested information is in the public interest. I assert disclosure of the above requested records are in the public interest. If its decided that the public interest in not served, then please commit to writing and with specificity the reason why disclosure of the above requested records are not in the public interest. If it is asserted that disclosure is not in the public interest, then WI Stats. 19.35(3) states that such fees “may not exceed the actual, necessary and direct cost of reproduction and transcription of the record(s)”.  If the actual, necessary and direct costs of reproduction and/or transcription of the record(s) exceed $50, then please provide an itemized and written description of the actual, necessary and direct cost of reproduction of the record(s).
If you have any questions, regarding this request you may contact me at <contact information>.

Sincerely,

John Washburn
