[Date]
New York Police Department 
Freedom of Information Law Unit

One Police Plaza

Room 110C

New York, NY 10038-1497

[or your local police department; use the internet to find the address]

Re: 
REQUEST UNDER FREEDOM OF INFORMATION LAW 

This letter constitutes a request to the New York Police Department [or your local police department] under the provisions of the New York Freedom of Information Law, Article 6 of the Public Officers Law, by [name of Requester].

A.
The Requestor
[Provide background facts and information about you/your organization.  For example, briefly explain who belongs to the organization, when it was founded, what its mission statement is, and what its goals are. If you are an individual, explain what activities you participate in that lead you to believe you may be a target of surveillance.]

B.
The Request for Information

1.
Records of Surveillance.  The Requestor seeks disclosure of all records
 created from [date of founding of organization; or choose a relatively recent date if you are an individual or you would like to narrow the scope of your request] to the present that were prepared, received, transmitted, collected and/or maintained by your office or by any Joint Terrorism Task Force that relate or refer to the Requestor or its activities, including but not limited to records that relate or refer in any way to any monitoring, surveillance, observation, questioning, interrogation, investigation, infiltration and/or collection of information about the Requestor.


2.
How Those Records Were Used, Stored and Shared.  The Requestor also seeks disclosure of all records created from [same date you chose in paragraph 1] to the present that were prepared, received, transmitted, collected and/or maintained by the your office or any Joint Terrorism Task Force that relate or refer to how any of the records identified in paragraph 1 have been or will be used, including but not limited to: any analysis or evaluation of those records or the information contained therein; the retention, transfer, or destruction of those records; and any records identifying any recipient(s) of the records identified in paragraph 1, including recipients outside of your office.

If there are any fees for copying the records requested, please advise me.


Thank you for your prompt attention to this matter. Please furnish all applicable records to: 

[Name]
[Organization, if applicable]
[Address]

As you may be aware, the Freedom of Information Law requires that an agency respond to a request within five business days of receipt of a request.  Therefore, I would appreciate a response as soon as possible and look forward to hearing from you shortly.


If for any reason any portion of this request is denied, please inform me of the reasons for the denial in writing and provide the name and address of the person or body to whom an appeal should be directed.
Sincerely,

[Name]
[Organization, if applicable]
� The term “records” as used herein includes all records or communications preserved in electronic or written form, including but not limited to correspondence, documents, data, videotapes, audio tapes, e-mails, faxes, files, guidance, guidelines, evaluations, instructions, analyses, memoranda, agreements, notes, orders, policies, procedures, protocols, reports, rules, technical manuals, technical specifications, training manuals, or studies.
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