May 29, 2007
Sent Via facsimile 

Paralegal

Department of Children and Families

ADDRESS

CT  

Re: CLIENT  (D.O.B. XXX)
Dear PARALEGAL:

Pursuant to Conn. Gen. Stat. § 17a-28, I am writing to request a copy of all records related to the above-referenced client, including but not limited to, the running narrative, investigative protocols, risk assessment tools, reunification assessment tools, Multi-Disciplinary Examination record, and all educational records pertaining to CHILD CLIENT/ CLIENT’S CHILD.  I have enclosed the request for records form.  
I am newly appointed to represent CLIENT [OR Court is scheduled in this matter for …./] and therefore I request that the records be sent to me as soon as possible, but in any case no later than TWO WEEKS FROM TODAY.   
Sincerely,

Attorney FOR CLIENT 

Enclosure
