You have been identified as the Action Officer for this plece of correspondencea.

HELP & S3UPPORT FOR CORRESPONDENCE HANDLING:

SYSTEM HELPRESK 7 386 22222
TRAINING SUPPORT 7386 21108

CORRESFONDENCE MANAGEMENT 7 210 5340

PLEASE ACTION THIS CASE WITHIN 48 HOURS

Officials have a maximum of 18 days in tolal to oblain contributions and draft a reply, 5 days
for ‘fast track’ cases. The total time is reduced by the amount of time it {akes you to acoept,
re-allocate or reject this case.

IF THIS CABE IS NOT FOR YOL:
Please re-allocate it quickly so that your policy colleagus has as much ime as possible to deal
with the response.

If the person who should deal with this case is not an Action Officer, please reject the case,
and provide the name of the person it should go to in the reason for refection, Correspondance
Management will set the person up as an action officer, and amend the keyword if necessary,

if you do not act promptly on this case, you may be expected to deal with i anyway, with a
contribution from the correct policy official.

iF THIS CASE IS CLOBE TG, OR PAST THE SERVICE FIRST TARGET:

Please accept our apologies. The correspondent still requires a response as soon as possible,
so please fry to respond within 48 howrs. i you have any difficuity with this plsase contaet
Correspondence Management on 7 210 5340, Thank you for your support.

Comments from MS{H) office:

WITN5292009_0001



ME({H} has gueried the reply on this a couple of times now, but the drafts that come back still
dont appear {0 address his main concern - why the current review is'nt looking into the fact
that papers from Lord Owen's office were destroved. Can officials provide a thorough
explanation on this point and submit 8 redraft by 3pm on (3/03/04 please?

We await the redrafied verion for MB{H}.

Many thanks - Clarissa, Customer Service Centre.
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