Lytchett Matravers Parish Council

Policy – handling of “blanket” correspondence – i.e. correspondence with identical content sent to multiple council members.

Any such correspondence will be referred to the Chair of the most suitable council committee (or the Chairman of Full Council for more general matters). This member will be considered the “lead” for the matter in hand.  
The nominated “lead” member will then prepare and send an acknowledgement which indicates that they are responding on behalf of all recipients.
The “lead” member will then develop a suitable response. If necessary this will be done in liaison with the Parish Clerk and other members of the council with specific knowledge or expertise as necessary. 

Response time standards:

Acknowledgment within a maximum of 5 working days.

Full response within a maximum 10 working days. 

