
TEMPL ATE / FORM #3

SAMPLE PUBLIC RECORDS REQUEST 
TO A WISCONSIN SCHOOL DISTRICT
Dear [Name of Records Custodian or Administrator],

I am sending you this request pursuant to Wisconsin’s open records law (Wis. Stat. § 19.31 et seq.), I am 
requesting the following records maintained by [NAME OF SCHOOL DISTRICT]: 

[LIST WITH SPECIFICITY THE TYPES OF DOCUMENTS OR CATEGORIES OF INFORMATION 
SOUGHT. For example: “Copies of all emails sent or received by the superintendent between 
January 1, 2024 and June 30, 2024, that contain the terms ‘social-emotional learning’ or ‘SEL.’”]

Under Wisconsin law, a “record” includes not only paper documents but also electronic files such as 
emails, data, and social media content. The law requires that records be provided with a presumption of 
complete public access and that denial is only allowed in exceptional cases. Wis. Stat. § 19.31. If you deny 
this request, the law requires you to do so in writing and state what part of the law you believe entitles you 
to deny this request. Wis. Stat. § 19.35(4)(a).

I would like the records in [ELECTRONIC/HARD COPY] format. The law provides that you may charge 
for the “actual, necessary, and direct” cost of locating records if the total exceeds $50. Wis. Stat. § 19.35(3)
(c).  Please advise me before processing this request if there will be a cost to locate [and make copies 
of responsive records] that exceeds [DOLLAR AMOUNT]. As you know, under Wis. Stat. § 19.35(3)
(h)6, location fees must be based on the hourly rate of the lowest-paid employee capable of locating the 
records, regardless of who actually performs the task. For reference, the Office of Open Government has 
clarified this requirement in its 2018 advisory on charging fees under the public records law: Wisconsin 
Attorney General, Office of Open Government Advisory: Charging Fees under the Wisconsin Public Records 
Law, August 8, 2018 (available at: https://danecotowns.net/wp-content/uploads/2018/10/Atty-General-
Advisory-re-Records-Fees-8.8.18.pdf).

Please respond to this request “as soon as practicable and without delay.” Wis. Stat. § 19.35(4)(a). If you are 
not the records custodian for this information, please forward this request to the appropriate person. 

Please contact me by email at [EMAIL ADDRESS] if you have questions about this request.

[NAME]
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