	
	



	[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] timed [Insert time – emails only], requesting information about:

[Insert quote from original FOI request or if too much information, condense request and remove the quotes.]
As the University of Glasgow is a Scottish Public Authority, your request is subject to the terms of the Freedom of Information (Scotland) Act 2002 (“FOISA”).  The University acknowledges receipt of your request and confirms that it will respond to you under the terms of FOISA and within the timescales required by FOISA. 
The Freedom of Information Office will contact you if we require any further information. 

Yours sincerely,

[Insert Name]
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	The information that you supplied with your Request for information will be entered into a filing system and will only be accessed by authorised persons of the University of Glasgow or its agents. The information will be retained by the University and will only be used for the purpose of (a) processing your Request for information, and (b) for statistical and audit purposes. By supplying such information you consent to the University storing the information for the stated purpose. The information is held by the University in accordance with the provisions of the Data Protection Act 1998.


