Disclaimer:
This sample pleading is for informational purposes only.  It should be used only in conjunction with an attorney’s own primary research and independent reading of cited statutes, rules, regulations, cases, and other materials in order to ensure accuracy and completeness.  This is especially important as the law as well as “common practices” may have changed since the pleading was initially written.  In addition, arguments and strategies that were helpful or appropriate in the sample case may be inapplicable or detrimental in your situation, because every case has its own facts and circumstances.  Please note that the names and facts in this pleading have been changed to maintain the anonymity of the parties.

VIA EMAIL

[DATE]
[RECORDS CUSTODIAN]
Child and Family Services Agency

Email: CFSA.recordsrequest@dc.gov

Re:
Records Request: [CHILD FIRST NAME, LAST NAME] (CHILD DATE OF BIRTH)
Dear [RECORDS CUSTODIAN NAME],


I am the guardian ad litem for the minor child [CHILD FIRST NAME, LAST NAME] (CHILD DATE OF BIRTH).  I have enclosed my appointment order for your reference.


I am writing to request a copy of any Investigation Summaries as well as any other records regarding the above mentioned child; these documents are vital to my representation in a pending custody matter. The authority in the District of Columbia that supports this request is D.C. Code §4-1302.03(a)(4), which entitles a guardian ad litem access to information contained in the Child Protection Register.


If you have any questions, please do not hesitate to contact me.  I can be reached at [ATTORNEY PHONE NUMBER] or [ATTORNEY E-MAIL].  Thank you in advance for your assistance.

Sincerely, 

_________________________

[ATTORNEY NAME]
[ORGANIZATION]
[ORGANIZATION ADDRESS]
[PHONE NUMBER]
[E-MAIL]
Encl.

