FOIA SAMPLE LETTER – INITIAL REQUEST

NOTE:
Every Illinois Agency has a designated “FOIA Officer.”  A phone call will usually determine who that person is - initial requests should be so addressed.  As a matter of policy always ask that fees be waived.

DATE

(EXAMPLE)

NAME)
(TITLE)
(AGENCY)
(ADDRESS)
(CITY/STATE/ZIP)

Re:
Illinois Freedom of Information Act Request

Dear Mr/Ms (NAME):

This is a request for information under the Illinois Freedom of Information Act, 5 ILCS 140/1, et seq.

I request that a copy of the following document(s) be provided to me: 

(DESCRIBE IN FULL PARTICULARS WHAT THE DOCUMENTS ARE HERE)

I request a waiver of all fees for this request. Disclosure of the requested information to me is in the public interest because it is likely to contribute significantly to public understanding of the operations or activities of the Chicago Board of Election Commissioners and is not in my commercial interest.

I look forward to hearing from you in writing within seven working days, as required by the Act. 5 ILCS 140/1(3).  In the interests of time, you may wish to attach copies of such documents to an e-mail.  My e-mail address is: (E-MAIL ADDRESS. Replies to this request may also be sent by facsimile to:  (FAX NUMBER).  In the event that you need to contact me telephonically, I can be reached at (PHONE) or at cellular:  (PHONE).

Respectfully submitted,

(YOUR NAME)

(STREET ADDRESS)

(CITY/STATE/ZIP)

