Sample FOIL Request Email

To: [Records Access Officer Email address]
Re: Freedom of Information Law Request
Dear Records Access Officer:
Under the provisions of the New York Freedom of Information Law, Article 6 of the Public Officers Law (http://www.dos.ny.gov/coog/foil2.html), I hereby request copies of all records pertaining to (or containing the following) __________________ [attempt to identify the records in which you are interested as clearly as possible].
Per the requirement of Public Officers Law § 89(3)(b), please provide these records to me via email at this email address [or at ___________________@_____________].  If you believe that the records cannot be transmitted by email please inform me of the reason why and of any cost of providing them by another method such as another electronic storage medium.
If you believe that this request is too broad or does not reasonably describe the records requested, or that any of these records are exempt from disclosure, please contact me promptly by email or by phone at _______________ so that I may clarify the request.  In addition, if you believe that any of the records requested are exempt from disclosure, please also promptly inform me by email of the exemption on which you rely, the basis on which the exemption is invoked, and the name of the individual responsible for the decision.
As you know, the Freedom of Information Law requires that an agency respond to a request within five business days of receipt of a request.  I look forward to hearing from you shortly.
Thank you for your prompt consideration of this request. If you have any questions, or if I can be of any assistance, please phone or e-mail me.
Sincerely,
Name
Phone
[Address – optional]
