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Process Flowchart for Request for Information (RFI)

Receive RFI & Acknowledge in writing
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Validate RFI

Is RFI submitted in writing?
Is a clear description of Information being
requested given?
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Log RFlinto System
-Use RFl log form
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RFI from RA/AB/Law
-Assign to appropriate staff.
-Notify client and / or

Third Party stating the

& then release information.
-If notification is prohibited

without prior notice.

RFI from other Stakeholder RFI from Media Vexatious RFI
-Assign to appropriate staff. Refer to Operations Director
- Notify client and / or who will communicate on Decline
Third Party stating the behalf of IBRATSA.
information being requested information being requested.
-Obtain authorisation to
release information in writing.
by law, information released
Responsible staff member Sign & Close off the RFI log form
Feedback provided to the Requester
Response given within 14 working days
Note: RA-Regulatory Authority; AB- Accreditation Body ; RFI — Request for Information
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