

	[image: image1.png]



	Nottinghamshire Fire & Rescue Service

Request for Information Form



Your details: (Please complete clearly using BLOCK CAPITALS)
*Please note: We cannot provide you with the information you require unless you provide your name and address.

	*Full Name
	………………………………………………………………………………………………………...

	*Address
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	…………………………………………………………….
	Post Code
	…………….…

	Telephone Number
	…………………………….……..
	Fax Number
	.……………………………………….

	E-mail
	………………………………………………………………………………………………………...


Description of the information you require: (Please complete clearly using BLOCK CAPITALS)
Please provide a description of the information you would like us to provide you with. If your request relates to specific document(s), please provide any details of the document you may have (e.g. date of production, author etc) and its likely location (e.g. the relevant staff member, office or department). Nottinghamshire Fire & Rescue Service has the right to ask for clarification of any request for information where it does not prove possible to identify the information needed from the original description provided.

	Information required
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	………………………………………………………………………………………………………...

	
	………………………………………………….……… (continue on back of form if necessary)


Important Information:

· Where your request covers information that is already published by the Nottinghamshire Fire & Rescue Service, we will provide you with directions on how to locate the information in its usual published format.

· If your request is refused or is only answered partially, a full explanation for our decision will be provided. 

· If you would like to complain about how we have dealt with your request, please direct your complaint to ‘Complaints Section – Information Services’, in the first instance (full details of the complaints process are available on request from Information Services). This will also provide details of how to make an external appeal to the Information Commissioner.

· Should we need to redirect an enquiry to some other public body you will be informed of this immediately.


Please return the completed form to: Request for Information, Nottinghamshire Fire & Rescue Service HQ, Information Services, Bestwood Lodge, Arnold, Nottingham, England, NG5 8PD or ‘FOIrequests@notts-fire.gov.uk’
Declaration:

	Signed
	………………………………………………………………………………
	Date
	……………………………..


(For Office Use) �
Ref. No.�
………………………………….�
�
Date Received by NFRS�
………………………………….�
�






Please note: Although a request for information does not oblige you to complete this form (requests only have to be in writing), this form has been designed to ensure that your request contains the correct information and is detailed enough to enable us to deal with your request in an efficient manner.








Please note: The information you have given on this form will be processed by Nottinghamshire Fire & Rescue Service for the purpose of fire service administration. We will keep your details secure and will not disclose them to other organisations or third parties (except contractors or suppliers working on our behalf) without your permission unless we are legally required to do so.
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