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Freedom of Information:  Request for Information

A.  Details of information request

	1.
	Information requested

Full details attached


	

	2.
	Deadline for response to Liaison Unit

(10 working days from receipt)


	

	3.
	Any special requirements in the way the information is supplied to the applicant


	

	4.
	MPA units this request has been passed to


	

	5.
	Liaison Unit contact


	


B.  Provision of information

	6.
	Is your unit holding the information requested?

If ‘Yes’ attach a copy of the information to this form (even if you consider that one or more of the exemptions may apply).  If ‘No’ contact Liaison Unit immediately


	YES / NO  (Delete as applicable)



	7.
	Is your unit holding information very similar to the information requested?

If ‘Yes’ enter a description of the information held
	YES / NO (Delete as applicable)




C.  Exemptions

	8.
	Do you consider that one or more of the FoIA exemptions apply to this information?

If ‘Yes’, describe briefly why, which exemption(s) you think may apply and what specific parts of the information it may apply to


	YES / NO (Delete as applicable)




D.  Third Party Information

	9.
	Does the information held by you originate from another organisation or third party who may need to be consulted before the information is released to the applicant?

If ‘Yes’ give contact details and describe any sensitive or confidential information that may be of concern to that third party.


	


E.  Request sign off

	10.
	This form has been completed by


	

	11.
	Date passed to Liaison Unit


	

	12.
	Date received by Liaison Unit


	


