A To: [Official FOI Email Address of the Public Authority]

Subject: Freedom of Information Act 2000 Request – [Briefly describe your request, e.g., "Minutes of the Senior Management Team"]

Dear [Name of Public Authority],

This is a formal request under the Freedom of Information Act 2000.
Please provide me with the following information:
[Use a clear, bulleted list for your request. Be as specific as possible.]
· A copy of the most recent version of the University's Redundancy Policy.
· All minutes from meetings of the Senior Management Team between 1st January 2024 and 31st March 2024 where the topic of departmental restructuring was discussed.
· The total amount spent on external legal advice in the 2023-2024 financial year.
· 
I would prefer to receive this information in an electronic format.
Under Section 16 of the Freedom of Information Act, you have a duty to provide advice and assistance. Therefore, if my request is likely to exceed the cost limit, please advise me on how I can refine it to bring it within scope.

Please acknowledge receipt of this request and I look forward to your response within the statutory 20 working days.
Yours faithfully,
[Your Name]


