
SAMPLE LETTER TO CAL/ OSHA REQUESTI NG COPI ES OF FI LES

(Dat e)

(Name of  Dist r ict  Manager ), Dist r ict  Manager
Division of  Occupat ional Saf et y and Healt h
(Addr ess)
(Cit y, St at e, Zip)

Re: Employer  Name:
Employer  I d (if  any):
Employer  Addr ess:

Dear  Sir  or  Madam:

I  her eby r equest , pur suant  t o t he Calif or nia Public Recor ds Act ,* Gover nment
Code § 6250 et  seq., a copy of  all inspect ion f iles in your  possession concer ning t he
above r ef er enced employer .  [ I  believe t hat  inspect ions wer e init iat ed on t he f ollowing
dat es at  t he f ollowing locat ions.]   Please also indicat e which f iles, if  any, ar e not
being sent  because t he mat t er  is st ill open.

Please send t he r ecor ds dir ect ly t o t his of f ice.  I f  you ant icipat e a delay longer
t han 15 days, please cont act  me so I  can ar r ange t o pick up t he mat er ial at  your
of f ice.

[We will cover  t he cost  of  r epr oduct ion.  However , if  t hat  cost  exceeds $      ,
please cont act  me in advance so we can discuss how t o r educe t he volume of  mat er ial.]
[OR]

[We ar e a nonpr of it  or ganizat ion designed t o (inser t ).  As a nonpr of it  or ganizat ion
serving t he public int erest , we respect f ully r equest  waiver  of  all search and duplicat ion
f ees.]

I f  t her e ar e quest ions r egar ding t his mat t er , please cont act  me at    .

Thanking you in advance f or  your  cooper at ion.

Sincer ely,

(Your  Name and Tit le)
(Your  Union and Local)
(Your  Addr ess)
(Your  Cit y, St at e, Zip)
(Your  Phone)

1     I n Feder al OSHA j ur isdict ions, t he aut hor it y f or  t his inf or mat ion is pur suant  t o 29 Code of  Feder al
Regulat ions 1910.1200 (Hazar d Communicat ion) and 1910.20 (Access t o Medical and Monit or ing
Recor ds).
2     I n Feder al OSHA j ur isdict ions, t he r equest  is pur suant  t o 29 Code of  Feder al Regulat ions 1910.1200
(Hazar d Communicat ion), 1910.20 (Access t o Medical and Monit or ing Recor ds), and 1904.7 (Log 300).
3     I n Feder al OSHA j ur isdict ions, t he r equest  is pur suant  t o 29 Code of  Feder al Regulat ions 1910.1200
(Hazar d Communicat ion), 1910.20 (Access t o Medical and Monit or ing Recor ds), and 1904.7 (Log 300).
4     Request s f or  f eder al f iles should be made pur suant  t o t he Fr eedom of  I nf or mat ion Act , 5 U.S.C. 552.
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