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Freedom of Information Act 2000
Request for Information 
· Valid Request: Under the FOI Act, to be considered “a valid request” you must provide your full name, address for correspondence (this can be an email address) and clear details of the information requested
· Requests for information: Will be acknowledged within two working days upon receipt

· We will endeavour to respond to any request for information under the FOI Act within 20 working days, 

· Not all requests for information will be treated as formal requests for information under the FOI Act. For example, any information that can be provided as business as usual (contact details for departments, information available in leaflets/brochures) will be treated as routine correspondence and forward to the relevant department to answer directly.
· Fees – A majority of requests for information are Free under the FOI Act, there are occasions where a fee is chargeable. The council will advise if such fee is applicable and the steps required before the request for information is processed.
Details of Applicant:

	Name:
	

	Organisation (if applicable)
	

	Correspondence Address

Post Code
	

	Contact Number
	

	E-mail Address


	


Description of recorded information considered held by Tamworth Borough Council
	Please detail as much information as you can to enable us to identify and locate the information you require.
If the information is from/to a specific time period, please specify dates.
	


We will advise if any of the recorded information you have requested is publically available on our website or publication scheme.

Format of response

There are a number of ways in which the information requested can be provided, please tick the relevant boxes below:

	Email
	

	Post
	

	View/inspect original information
	

	Other/special needs - please specify


	

	Digest or summary of the information
	

	Document format (Excel/PDF/Word)


	


The Council will endeavour to provide any information requested in the specified format in as so far as reasonably practicable. 

Please sign and date your request:

I understand that the Council may not hold the information I am requesting and that the Council may need to consider whether it is appropriate for my request to be transferred to another public body. Where this is the case I CONSENT to my request being transferred.

	Signature
	

	Date


	


Please return this form to:

Project & information Coordinator
Tamworth Borough Council

Marmion House

Lichfield Street

Tamworth

Staffs

B79 7BZ

Telephone:

01827 709587 / 709266
FAX:


01827 709271

E-mail:   

foimailbox@tamworth.gov.uk

General Data Protection Regulations 2018

The information you have provided within your Freedom of Information request will be held on our database and may also be held within manual records for a period of 2 years from the date Tamworth Borough Council received your request. Any personal data that you provide to Tamworth Borough Council will be held in line with the requirements set out within the General Data Protection Regulations 2018.  For more information on how your information is used, how we maintain the security of your Information, and your rights to access information we hold on you, please visit our website at: http://www.tamworth.gov.uk/privacy-notice or  the ICO Website at: https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/ - 
Revised Date May 2018

