EXAMPLE/TEMPLATE: 
[Date] FOIA Officer
[Agency Name]
[FOIA Email Address or Mailing Address]
Subject: Virginia Freedom of Information Act Request – Coal Dust Records
Dear FOIA Officer,
Pursuant to the Virginia Freedom of Information Act (§ 2.2-3700 et seq.), I respectfully request access to the following public records related to coal dust emissions, monitoring, enforcement, and community complaints in [Norfolk / Newport News / Portsmouth / Hampton Roads]:
1. All [desired documents, etc….] between [relevant division/office] and [relevant entities] regarding [relevant issues/phenomenon] from [date] to [date].
I request these records in electronic format (PDF, Excel, or Word) whenever possible.
This request is made for public interest and educational purposes as part of a university research initiative related to community health disparities, and environmental justice in Virginia. Disclosure of these materials will contribute to public understanding of environmental health risks and government oversight.
I respectfully request a waiver of any fees, as the information is not being sought for commercial use. If any portion of the requested records is exempt, please release all reasonably segregable non-exempt portions and cite the specific exemption applied.
Please confirm receipt of this request and contact me at [email] if clarification is needed.Sincerely,
[Your Name], [Institution / Organization], Email: [ ],Phone: [ ]

