	
	



	[Insert Name]
[Insert email/postal address] 
	

	
	


[Insert date]
Our Ref: [Insert FOI Reference Number]
Dear [Insert name],
Re: Freedom of Information (Scotland) Act 2002 – Request for Information

Thank you for your letter/email [Delete as appropriate] which was received by the University on [Insert date and time].  The University has reviewed your Request, however we require further information in order to identify and locate the requested information.  

Your request:
Insert Request 

Please provide clarification of ……….
Until we receive clarification, the University will consider this information request to be suspended. The 20 working days to respond will commence when we receive your clarification. 

If we do not hear from you within one month of the date of this letter we will assume that you are no longer seeking access to this information and the University will take no further action.

Yours sincerely,

[Insert name]
