ORA Response to Records Request

     
Dear:     
RE: (Description of records requested)     
Your request for records, as described above was received on     (date)     
The items following checked items apply to your request for records:

1.      The records you requested are available for review at this office immediately. Please call for an appointment time.

2.      The records you requested do not exist at this office. You may be able to obtain them from      .

3.       Certain portions of records located in this office contain information that is confidential and may not be released. By law, this office must first review the records and remove those portions protected from disclosure. The following laws prohibit the release of the records, or portions of the records, you requested: (list all legal exemptions)     
4.       In good faith, this office previously prepared and released documents you requested, but payment was not received. Therefore, records will not be released until the outstanding balance of $      is received by this office.

5.      Other:     
CHARGES: The cost for copies of records is 2.5 cents per page. The charge for searching and retrieving the records is $      per hour. There is no charge for the first 15 minutes of search and retrieval time. The charge for faxed copies is $1.00 per page. Payment is due upon receipt of the copies or, if there are search or retrieval charges, upon making the records available for you inspection. At this time, the estimated charges for your record request will be approximately $     .

If you have any questions, please call me at      
Sincerely,
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