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REQUEST FOR RECORDS
Date: ____/____/____

Requestor Name: ________________________________________Phone: _________________

Requestor Address: _____________________________________________________________

Request for : __________________________________________________________________
			Example: Incident Report / Name History

Reason for Request: ____________________________________________________________

Date & Time of Incident: ____/____/____         ______________a.m. / p.m.

Incident Number / Persons Involved / Address: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
*All sections are optional. Request will be filed, and approved or denied using the information provided*
OFFICE USE ONLY
Approved / Denied	BY: ____________	Denial Letter Sent : ____/____/____
Contact made on: ____/____/____	BY: ____/____/____	       ____ LEFT VOICEMAIL

Total number of pages: _____________x .25   =  TOTAL DUE: _________________

AMOUNT PAID: __________________DATE PAID: ____/____/____ RECEIVED BY: _____
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