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Form II 
  THREE DAY LETTER   

 

 
 

(Used if the public body cannot permit inspection within three business days after receiving a written 
request to inspect.) 

 
 
 
 

[DATE] 
 
 
 
 

[REQUESTER’S NAME] 
[ADDRESS] 

 
 
 
 

Re: Request to Inspect Public Records 
 

Dear [REQUESTER’S NAME]: 
 

On [DATE], we received your request to inspect certain records. We need additional time to respond, until 
[DATE]. 

 

 
 

Sincerely, 
 
 
 
 

[SIGNATURE] 
Records Custodian [or “For Records Custodian”] 




