     									          
						                     DATE

VIA ELECTRONIC MAIL
Kapil Longani	
Senior Vice Chancellor for Legal Affairs and General Counsel
Office of General Counsel
State University of New York 
353 Broadway
Albany, NY 12223
general.counsel@suny.edu


Re:      	[Administrative Claim Details, including caption name and index number] 
		

Dear Mr. Longani:

I am named individually in the above administrative complaint, which was filed in [ADMINISTRATIVE ENTITY] on [DATE]. The proceeding relates to alleged acts and/or omissions that purportedly occurred while I was acting within the scope of my public employment or duties. Therefore, I respectfully request that the SUNY Office of General Counsel represent me in this matter pursuant to the provisions of SUNY procedure. I understand that while I have the option of retaining a private attorney at my own expense in this matter at any time, I choose to not do so now. 

If you need any additional information to determine whether representation is warranted pursuant to SUNY procedure, please contact me at [preferred method of contact.] I further understand that, pursuant to SUNY procedure, this requested representation will not take effect until it is approved by the SUNY Office of General Counsel and a representation agreement is executed.

Thank you in advance for your consideration of this request. 


Sincerely,




[Employee Name]
Home address:  _______________
Work email:	  ______________
Personal email:________________
Work telephone:_______________
Personal cell phone:____________

cc: 	[Attorney Contact], SUNY Office of General Counsel
