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Date:

Thomas D. Carter
Chief of Police
Post Office Box 266
104 Commerce Road
Tappahannock, Virginia 22560
Email: tcarter@tappahannock-pd.gov
Dear FOIA Officer:
Pursuant to the Virginia Freedom of Information Act, I am respectfully requesting copies of public records maintained by your agency concerning [subject, incident, or matter].
Please provide any records responsive to this request, including reports, documents, correspondence, photographs, videos, or other materials related to the above-referenced matter.
If there are any fees associated with fulfilling this request, please advise me prior to processing the request. If any portion of the requested records is exempt from disclosure, please provide the portions that may be released and identify the applicable exemption for any withheld information.
Thank you for your assistance and cooperation. Please contact me if additional information is needed to process this request.
Sincerely,

[Name]
[Title/Agency, if applicable]
[Phone Number]
[Email Address]
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