
45 C.F.R. § 2105.4
How should you describe the records you seek?

(a) You must reasonably describe the records sought. A reasonable description contains sufficient detail to
enable Agency personnel familiar with the subject matter of the request to locate the records with a
reasonable amount of effort.

(b) You should include as much detail as possible about the specific records or types of records that you are
seeking. This will assist the Agency in identifying the requested records (for example, time frames
involved or specific personnel who may have the requested records). For example, whenever possible,
identify:
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