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Fill in the outlined fields, save a copy, and send it to the agency's records custodian.

01 REQUEST DESTINATION

OPEN RECORDS OFFICER OR RECORDS CUSTODIAN

PUBLIC AGENCY

AGENCY EMAIL OR MAILING ADDRESS

02 RECORDS REQUESTED

Under the Georgia Open Records Act, O.C.G.A. 88§ 50-18-70 through 50-18-77, | request
electronic copies of the following existing public records:

DESCRIBE THE RECORDS PRECISELY — INCLUDE NAMES, SUBJECTS, DEPARTMENTS, AND CASE NUMBERS

BEGINNING DATE ENDING DATE PREFERRED FORMAT

Tip: A narrow date range and specific description can reduce delays and fees.
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| nstructionsto the agency

03  WITHHOLDINGS AND REDACTIONS

If any responsive record or portion of a record is withheld, please identify the record and cite the
specific statutory exemption authorizing each withholding or redaction.

04 FEES

If the estimated cost will exceed $ , please provide a written, itemized estimate and obtain my approval

before incurring the additional cost. Please identify the hourly rate, tasks charged, estimated time
for each task, and copying or delivery charges. Please apply the first 15 minutes of employee time
without charge as provided by Georgia law.

05 RESPONSE AND DELIVERY

If the records cannot be produced within three business days, please provide the written response
required by law describing the records and stating when they will be available. Please confirm receipt
of this request and deliver responsive records electronically when practicable.

06 REQUESTER INFORMATION

NAME DATE SUBMITTED

EMAIL ADDRESS TELEPHONE NUMBER (OPTIONAL)

MAILING ADDRESS (OPTIONAL)

ADDITIONAL DELIVERY INSTRUCTIONS (OPTIONAL)

OFFICIAL GUIDANCE

https://law.georgia.gov/key-issues/open-government/how-make-open-records-request

Save the completed PDF before sending it so you retain an exact copy of your request.
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