PUBLIC RECORDS REQUEST TEMPLATE
Prepared by Central Ohio SPJ
	INSTRUCTIONS: Replace all highlighted bracketed text [LIKE THIS] with your specific details. Delete this instruction box prior to sending your formal request.



[Date]

[Public Records Officer / Department Name]
[Public Agency Name]
[Street Address]
[City, State, Zip Code]
Sent via Email to: [Public Records Officer Email]
RE: PUBLIC RECORDS REQUEST – Ohio Revised Code § 149.43
Dear Public Records Custodian,
Pursuant to the Ohio Public Records Act, Ohio Revised Code § 149.43, I respectfully request an opportunity to inspect or obtain copies of the following public records:
1. [Detailed description of record #1, e.g., All emails sent or received by Director John Doe containing the keyword 'budget' between Jan 1, 2026 and June 1, 2026.]
2. [Detailed description of record #2, e.g., The final police report for Incident #123456.]
3. [Detailed description of record #3, e.g., Contractual agreements between the agency and Vendor X for fiscal year 2025-2026.]
As provided by O.R.C. § 149.43(B)(1), public records shall be organized and maintained such that they can be made available for inspection or copying within a reasonable period of time. If possible, I request that these records be provided in electronic format (e.g., PDF or CSV) via email.
If my request is denied in whole or in part, O.R.C. § 149.43(B)(3) requires public agencies to provide an explanation, including legal authority, citing specific statutory exemptions. Should any portion of the requested records contain exempt material, please redact only the exempt portion and release all segregable, non-exempt information.
If there are copying fees associated with fulfilling this request, please inform me prior to processing if costs will exceed $[25.00]. Thank you for your assistance with this matter.
Sincerely,


[Your Name]
[Your News Organization / Title / Independent Journalist]
[Phone Number]
[Email Address]
