Immediate Disclosure Request - Public Record Request 
(The above line should be in subject line of e-mail, front of envelope or cover sheet in which the request is transmitted. It is good to repeat the line at the start of your actual request. SFSO Sec. 67.25(a))
If you cannot fulfill this request under Sunshine Ordinance Sec 67.25 Immediacy of Response, please provide legal justification as to why not. (Optional)



Reminder: You need to provide all records in your agency's constructive possession -including your agency's contractors (Community Youth Athletic Center v City of National City) and personal devices (City of San Jose v Superior Court). (Optional)
[bookmark: _GoBack]Instructions
1. With each listed public record and public information request, please provide all the public records and public information concerning that request. 
2. If partial public record and public information fulfillment, please state so, the reason why, and all entities that may hold the rest of the public record and public information (SFSO Sec. 67.21(b)).
3. If the answer is no responsive public record and public information, please state any entity(s) that may hold the public record(s) and public information. ( (SFSO Sec 67.21 (c)). 
4. If you believe the public record(s) and public information can be withheld from public disclosure for any reason, please state the reason (SFSO Sec. 67.27, 67.21 (b), CPRA Sec. 6253(a),(b), 6254, 6254.4.5, 6254.15, 6254.19, 6255(a) ).
5. If you believe the public records and public information are with another organization or person and not with the city, please state the reason you do not think you are required to acquire the public record(s) and public information.

If any of the above request is not clear or specific enough, please do not close the request. Please work with me in making my request effective to obtain identifiable public records and public information. If you do not have possession of any public records and public information requested and believe the public records and public information are with another office or person, please assist in directing those requests to the proper office or staff person. (CPRA 6253.1 and SFSO 67.21 (c))
Thank You

Thank You
