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Name of Applicant 
 
 

 

Address 
 
 

 

 

 

Date original  
request received 
 

 Date of follow-up 
calls or letter of 
complaint 

 

 
 
 
 
 
 
 

  

  

  

Who dealt with the original request? 
 
 

Their Department or Unit  

Department/Unit contact 
number 

  

Details of enquiry/information requested 
 
 
 
 
 
 
 
 
 
 

Action taken – information provided or refused (including dates) 
 
 
 
 
 
 
 
 
 
 

 


