Freedom of Information Act 2000 – Internal Guidance
Your request for information has now been considered. The Council holds the information requested.
You asked:
Under the Freedom of Information Act, please could I have a copy of any internal guidance document that you have for council officers on how to draft replies to correspondence. 

I am primarily interested in guidance for council officers on how to draft responses for cabinet members. These responses would be sent in response to enquiries made by AM's and MPs. Your cabinet office may be able to help with this. This guidance might include templates, a list of "dos and don'ts", guidance on data protection / confidentiality and guidance on the style which individual cabinet members prefer.

Answer:

Please see attached for guidance for services in responding to elected members’ enquiries.

The below is what is sent to all services when we request a service area to deal with an MP query. NOTE: MP Vaz queries are dealt with as per how they want the response and whom it needs to be sent too.

(ref ID)/19 - MP Ashworth

Please respond by, or before: DD/MM/2019 

DO

· Delete all internal email trail before sending out to the MP’s office
· CC your response, quoting our MP Reference number and name in the subject field of the email, to: cllr-mp-enquiries@leicester.gov.uk 

· A copy direct to the MP jon.ashworth.mp@parliament.uk and their case worker xxxxxx@parliament.uk (or, as directed by the MP)

· Email a holding response with an expected date for the final response if a delay is likely to the MP and cc us into any correspondence.
DON’T
· Go over the ten-day target date! (We will send reminders out) 
· Redirect this enquiry if it’s not for you, let us know and we will do this 

· Forget to send us a copy or else we will be chasing you for no reason

Ref ID/19 - MP Kendall

Please respond by, or before: DD/MM/2019

 

DO
· Delete all internal email trail before sending out to the MP’s office

· CC your response, quoting our MP Reference number and name in the subject field of the email, to: cllr-mp-enquiries@leicester.gov.uk 

· a copy direct to the MP Liz.kendall.mp@parliament.uk and their case worker xxxxxx@parliament.uk (or, as directed by the MP)

· Email a holding response with an expected date for the final response if a delay is likely to the MP and cc us into any correspondence. 

DON’T
· Go over the ten-day target date! (We will send reminders out) 

· Redirect this enquiry if it’s not for you, let us know and we will do this 

· Forget to send us a copy or else we will be chasing you for no reason

The email addresses of junior staff members in the MP’s offices have been redacted under section 40(2) – Personal Data.

You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request, please write, explaining you grounds for appeal, to: 
Information Governance & Risk Team

Leicester City Council

Legal Services

4th Floor, City Hall 
115 Charles Street

Leicester LE1 1FZ
e-mail: info.requests@leicester.gov.uk 


