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<Name>
<Address/Email Address>


<Date>



Dear <Name>

Coddenham Parish Council reviews all its polices and procedures on a periodic basis and this is currently ongoing. 

As part of this process, I have been asked by the Parish Council to contact all former parish councillors who served since 2013 to ask for confirmation that all documentation which they received as a consequence of their role as Parish Councillors, and which is not already in the public domain, has been destroyed in accordance with the council’s Document Retention Policy.  This provides for all electronic documentation to be deleted and all hard copies to be destroyed once the councillor ceases to serve.

I would be grateful if you could please sign the copy of this letter and return it to me via email or post to confirm that you have complied with the provisions of the policy.

If you have any queries, please do not hesitate to contact me.

Yours sincerely
Maggie Burt
Maggie Burt
Clerk to Coddenham Parish Council

Signed:_____________________________________    Date:___________________________
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