__________________, 2011
_______________________ (agency head)

_______________________ (position)

_______________________ (name of agency)

_______________________ (address)

Subject: Request for _____________________ under R.A. 9485, the Anti-Red Tape Act
Dear Sir/Madam:

Greetings. This refers to  _____________________ (state the factual background)

XXX.

In connection with the foregoing, I am/we are requesting for  acopy each of the following documents:

1. XXX

2. XXX

Please be reminded that under R.A. 9485, the Anti Red-Tape Act of 2007, I/we expect your positive response to aforesaid request within five working days from your receipt of this letter. This isclearly provided for under section 8 (b), with corresponding sanctions under section 11 of  said law.
Thank you.

Sincerely,

_______________
___________________________________
    _______________
Name                               Address(office or email) 



contact no.
_______________
___________________________________
    _______________

Name                                      Address(office or email) 



contact no.
