
Dear Sir or Madam, 
 
I would like to ask the following: 
 
1) Does the council have any templated letters, templated wording or templated paragraphs that 
can be used be council officials, when composing letters to either accept or reject representations 
made in respect of Penalty Charge Notices for parking, bus lane or moving traffic contraventions? 
 
2) If the answer to question 1 is yes, I ask for a copy of all such templated letters or paragraphs. 
 
 
Thank you for your recent Freedom of Information Request. 
 
The response from the relevant department is as follows: 
 
The only fixed templates we have drop name and addresses into a word document. All responses 
to challenges or otherwise are manually created and bespoke to the incoming correspondence.  
 
I hope this now satisfies your request, and should you have any further enquiries please do not 
hesitate to contact me directly on the details below. 
 
In addition to this and for future reference Nottingham County Council regularly publishes previous 
FOIR,s and answers on its website, under Disclosure logs. (see link) 
http://site.nottinghamshire.gov.uk/thecouncil/democracy/freedom-of-information/disclosure-log/  
  
You can use the search facility using keywords. 
 
If you wish to raise any concerns about the way your request was dealt with, then please write to 
the Team Manager, Complaints and Information, County Hall, West Bridgford, Nottingham, NG2 7QP 
or e-mail foi@nottscc.gov.uk quoting the reference number above.   
 
Kind Regards 
Janet Lowe 
 
Complaints, Information & Mediation Officer. 
Complaints and Information Team 
Chief Executive’s Dept 
Nottinghamshire County Council 
County Hall, West Bridgford, Nottingham, NG2 7QP 
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