To the Supervisor of Records:
Blank Department or Government Entity Name and Custodian of Records or Government Official Name not responded at all to a public record request, (Attached or below) as described in San Francisco Sunshine Ordinance (SFSO) Sec 67.21 (b) and has failed to respond under CPRA 6253(c) within 10 days. The public record request was sent and received Date.
I am asking the Supervisor of Records under SFOS Sec 67.21 (d) to determine as soon as possible and within 10 day whether the record requested are public. 
Please make the determination in writing. (SFOS Sec 67.21 (d))
Please immediately order the custodian of the public record, Custodian of Records or Government Official Name to comply with my public record request. (SFOS Sec 67.21 (d))
If the custodian refuses or fails to comply with your order within 5 days, please  notify the district attorney or the attorney general  to take whatever measures she or he deems necessary and appropriate to insure compliance with the provisions of the SF Sunshine Ordinance.  (SFOS Sec 67.21 (d))
[bookmark: _GoBack]Thank you for your help in this matter,
Your name

SFOS Sec 67.21 (d)   If the custodian refuses, fails to comply, or incompletely complies with a request described in (b), the person making the request may petition the supervisor of records for a determination whether the record requested is public. The supervisor of records shall inform the petitioner, as soon as possible and within 10 days, of its determination whether the record requested, or any part of the record requested, is public. Where requested by the petition, and where otherwise desirable, this determination shall be in writing. Upon the determination by the supervisor of records that the record is public, the supervisor of records shall immediately order the custodian of the public record to comply with the person's request. If the custodian refuses or fails to comply with any such order within 5 days, the supervisor of records
shall notify the district attorney or the attorney general who shall take whatever measures she or he deems necessary and appropriate to insure compliance with the provisions of this ordinance.
