
Sample Records Request Response Letter 

 

Jane Q. Citizen 
100 Maple Avenue 
Anytown, Kentucky  41000 
 
Dear Ms. Citizen: 
 

This will acknowledge receipt of your request for public records.  
You requested access to and copies of: 
 

1. All contracts that the city has with Home Wrecker Service; 
2. All invoices that the city has received from Home Wrecker Service; 
3. All complaints received by the city that relate to Home Wrecker 

Service’s performance of duties under its contract with the city. 
Contracts and invoices are available for inspection in my office 

Monday through Friday from 8:00 a.m. to 4:30 p.m.  You may wish to 
contact me in advance to schedule an appointment and facilitate prompt 
access to these records. 
 

Alternatively, we will send you copies of these records by mail at a 
cost of 10¢ per page.  The cost to you, including postage, which is payable 
in advance, will be $2.46 (15 pp. at 10¢ per page, plus 96¢ postage).  Please 
contact me if you would prefer to receive copies by mail. 
 

One complaint has been filed against Home Wrecker Service.  The 
city is currently investigating that complaint and considering an 
enforcement action.  Release of the complaint at this time might harm the 
city by revealing the identity of the complainant, who has requested 
anonymity.  Therefore, pursuant to KRS 61.878(1)(h), we must deny that 
portion of your request. 
 
Sincerely, 
 
 
John Q. Public 
City Clerk 


	100 Maple Avenue

