PEER REVIEWING A RESPONSE TO AN OFFICIAL INFORMATION
ACT REQUEST

Responses to requests for official information must be peer reviewed within
the business group prior to being signed out and sent around the audit trail.

RESPONSE LETTER

Read the draft response letter carefully.

Ensure that there are no spelling or grammatical mist&
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If information has been deleted has all the information been correctly
removed?

Please ensure that the material is prepared so that those required to sign the audit trail
can clearly identify the request, the draft response letter, the information
recommended for disclosure, and the information recommended for withholding.




