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date

vendor

address

city, state zip

RE:
Public Records Request for RFP (solicitation number) covering (service) for (agency)
Dear Mr./Ms:

This letter is being sent to you because your company submitted a proposal in response to the above-referenced solicitation.  Your proposal contained a restriction on the title page as well as other sections which you marked confidential and/or proprietary.  In accordance with Section 1.6 of our request for proposal, this is to notify your company that (company name) has requested to review/receive a copy of your proposal.  The marking of certain information as “confidential” by your company has been noted as follows:

(list pages or sections identified in cover letter/sheet and/or marked confidential in the proposal)

Our office intends to fully comply with our statutory obligation to make all records pertaining to state contracts available for public inspection upon request.  We intend to make your proposal available for disclosure to the extent provided by Louisiana Public Records Law, LA R.S. 44:1 et. seq.  If your company does not want particular information released they should take whatever action, if any, deemed appropriate by (date, and time that will allow us to comply with 72 hour requirement).  In the event additional public records requests are received, we plan to honor those requests.  However, we will comply with any restraining order that may be filed.  It is your responsibility to notify (name and contact info) with my office if you wish to be notified of each public records request for your proposal.

If your company does not want particular information disclosed, the RFP requires that your company must be prepared to defend the reasons why the material should be held confidential.  As stated in Section 1.6, your company must agree to indemnify the state and hold the state harmless against all actions or court proceedings that may ensue, including attorney’s fees, which seek to order the state to disclose the information.  If your company refuses to indemnify and hold the state harmless, the state will disclose the information.

Sincerely,

Assistant Director of State Purchasing
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Example


Public Records Request letter to vendor
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