[Your Letterhead]
[Date]

Dear [Agency Name]:
This notice is provided pursuant to SEA 291. This serves as written notice that [Insert name of protected person] has made a request to remove or cease the publication of their personal information on your agency website, social media account, or social network. 
The Office of Judicial Administration can verify that [Insert name of protected person] is a protected individual as defined by Chapter 19, Sec. 1 of SEA 291. Email GCsecurity@courts.in.gov to confirm.
This letter serves as written notice that [Agency name] must comply with this request to remove and/or cease publication of the below identified personal information within 72 hours of receiving this request. 
Personal information to be removed is [insert specific personal information, such as home address, phone number, or email] and is published at [Insert URL/link to published information].
Failure to comply with this request may result in civil action seeking damages, declaratory relief, injunctive relief, and reasonable attorneys’ fees. Punitive damages may be awarded if a court finds there was a willful refusal to remove the requested personal information of a protected person. 
Please confirm that the personal information has been removed by sending notification to [Your email address] and GCsecurity@courts.in.gov.
[Your signature block]
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