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Opportunity to Respond (OTR) Proforma
This form is to be used by individuals who are named in Inquiry evidence and who wish to respond to a perceived criticism and/or factual inaccuracy in that evidence, in accordance with the Inquiry’s Protocol on Rule 13 Warning Letters and the Opportunity to Respond (OTR) Process.
The Inquiry will treat all information received via this form in accordance with its Privacy Information Notice, accessible here.
If you require assistance in completing this form or if you have questions about the OTR process more generally and wish to speak to a member of the Inquiry Team, you can contact the Inquiry using the details below.
All completed forms should be signed and dated and returned to the Inquiry by email using the following address legal@lampardinquiry.org.uk.

What you may respond to
You may respond only to:
· Statements about you that you consider amount to a criticism, meaning a statement which, if published without your response, may adversely affect your reputation, professional standing, or integrity; and/or

· statements about you which you consider to be factually inaccurate (i.e. objectively incorrect facts).
Disagreement with interpretation, emphasis, or opinion is not a factual inaccuracy.

What this form may not be used for
This form is only for correcting the record where you believe the Inquiry’s evidence contains a criticism of you or a factual mistake about you. 
Please do not use this form to: 
· raise new complaints or grievances about other people or organisations;

· respond to evidence that is about someone other than yourself;

· pursue employment, disciplinary, or regulatory issues; or

· give general comments on the Inquiry or its work.
Please keep your response focused on the specific statement you believe is wrong or unfair.  

Length and supporting material
Responses should ordinarily not exceed 1,000 words, unless strictly necessary. 
Only attach documents that are necessary and directly relevant.
Do not attach large bundles of collateral material.

How your response will be used
The Inquiry will review your response and take action as appropriate. 
Where considered necessary, it may be shared with the evidence-giver. In doing so, the Inquiry may redact parts of your response where necessary to protect the privacy of others or to ensure fairness.
If your response raises an issue that the Inquiry needs further information about, the Inquiry may contact you again with a formal request for evidence under Rule 9 of the Inquiry Rules 2006. If that happens you will be asked to provide information or documents in a more detailed and formal way.
If your name has been redacted in the published version of the evidence to which you are responding, the Inquiry will consider both your initial response and any subsequent responses to Rule 9 requests when determining whether to lift or maintain those redactions.  
The Inquiry will not provide individual determinations or rulings on the merits of your response.

	
SECTION 1: Your contact details


	Full name:
	

	Postal address:
	




	Email address:
	


	Telephone number:
	


	Preferred method of communication:
	☐ Phone
☐ Email
☐ Post

	
Do you have legal
representation?

If yes, please provide the
name of your lawyer, their
firm and contact details.

	
☐ Yes
☐ No

Name: 

Firm: 

Postal address: 

Email address:

Telephone number: 




	
SECTION 2: Evidence you are responding to


	
Written evidence:

If you are responding to written evidence, please use this box to identify the relevant evidence. Please include the following information:

(1) Name of witness who gave the evidence
(2) Title of document in which the evidence was given
(3) Document URN, if known (this will be a combination of between 8 and 10 letters and numbers, starting with letters, e.g. ABC0123456)
(4) Page and paragraph references that you are responding to

	

	
Oral evidence:

If you are responding to oral evidence, please use this box to identify the relevant evidence. Please include the following information:

(1) Name of witness who gave the evidence
(2) Date on which they gave the evidence
(3) Page and line references in the published transcript of that person’s evidence


	
















	
SECTION 3: Your response

Please set out your response to the evidence identified above in the box below. 

Your response should focus on:

· the perceived criticism, and/or
· the specific factual inaccuracy.

If you refer to other documents, please identify them and briefly explain their relevance. Only attach documents that are strictly necessary.  

	



















































Declaration 
I confirm that the information I have given in this form is true to the best of my knowledge and belief.

Signed:

Name:

Dated: 


www.LampardInquiry.org.uk     Email: Contact@LampardInquiry.org.uk 
Address: Lampard Inquiry, PO Box 78136, LONDON, SW1P 9WW. 
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