EDITING INSTRUCTIONS USED FOR FIRST ROUND OF REDACTION —
JULY–SEPTEMBER 2008
Redaction of claims information

Overall aim is to remove information which would impact on the privacy, financial interests or security of MPs and third parties.
Apart from information specific to claims relating to security, the publication of this information will provide access to data on what has been claimed for and what has been provided by whom.
General Redactions — information to be removed from all documents
· all advice letters (eg, “please send a copy of your mortgage statement”/”here is a copy of my mortgage statement”)
· barcodes
· cost centres and departmental identification numbers
· personal data of third parties including telephone numbers and email addresses (but not the general contact details of large businesses)
· bank/Giro details
· account numbers
· invoice numbers
· delivery numbers
· order numbers
· NI numbers
· reference numbers
· signatures
· numbers that appear in a sequence and could be related to individual documents (doc identification numbers)
· names other than MP’s name
· bank and credit card statements but not mortgage or rental agreements or statements
· any details of security claims (including total claimed), security services, security arrangements or security equipment purchased, for example locks, burglar alarm repairs, security lights or cameras
ACA Specific Redactions
· residential addresses
· names, addresses, contact information and other details of persons or suppliers making deliveries or providing services (but not the names of utilities, banks, telecoms providers etc)
IEP and Communications Allowance Specific Redactions
· MPs’ addresses where these are known to be a private residence — in most cases the address will relate to a business address and can be left in
· Names, addresses and other details of persons or suppliers making deliveries or providing services to private residences (but not the names of utility companies, banks, telecoms providers etc) in most cases the details will relate to services provided to a business address and can be left in
· In general all details can be left in but for MPs’ travel which is regular in nature (ie, not one off journeys) remove start and finish points but leave all other information
· Information on ‘C3’ forms (claims for staff expenses) — remove the names and addresses of the member of staff to whom it refers

EDITING INSTRUCTIONS USED FOR SECOND ROUND OF REDACTION
FROM NOVEMBER 2008
Guide to redaction of claims information
General principle
In relation to the claims based allowances, the revised publication scheme will make the following information available (subject to redactions described below and the particular circumstances of individual Members), all other information will be removed:
· Name of Member

· Allowance type

· Date of claim

· Value of claim
· Goods or services purchased

· Identity of supplier (subject to the rules below)
This means that the following information will be removed
Information no longer subject to the FOI Act
Remove all information relating to:
· any residential address of a Member of either House of Parliament

· travel arrangements of a Member where the arrangements relate to travel that has not yet been undertaken or is regular in nature
· the identity of any person who delivers or has delivered goods, or provides or has provided services, to a Member at any residence of the Member

· to expenditure by a Member on security arrangements
Information to be removed from all documents
The following information will be removed from all documents
· all Members’ residential addresses

· all names of hotels/guest houses used (based on general balance of privacy interests but not part of Order)
· correspondence or advice letters to or from Department of Resources DFA

· all manuscript additions to forms, receipts etc where these have been made by HoC staff

· notes and details of all rejected and adjusted claims
· dates and times on till receipts where the name of the supplier is included
· branch/office address/contact details for small suppliers where provided on invoices but leave name of supplier which does not deliver goods or services at a residential address (but see IEP specific instructions below where goods or services relate to a residential address).  Not head office addresses of large suppliers

· bank and credit card statements in their entirety but not mortgage or rental agreements or statements which will be published to the extent that the following details are provided (a) the names of the mortgagee/landlord/chargee (b) amount of interest and rent and (c) information contained on statements of account with mortgagees/landlord/chargee such as value of mortgage

· itemised parts of telephone bills listing calls to individual numbers

· Sensitive personal data relating to the MP or others under section 2:

· (a) the racial or ethnic origin of the data subject,
· (c) his religious beliefs or other beliefs of a similar nature. or
· (e)-(h) his physical or mental health or condition,, his sexual life, the commission or alleged commission by him of any offence, or any proceedings for any offence committed or alleged to have been committed by him, the disposal of such proceedings or the sentence of any court in such proceedings.
· All information that is not central to the purpose of the claim or could aid identity fraud including

· personal telephone numbers and other contact details
· barcodes
· cost centres and departmental identification numbers
· personal data of third parties (excluding the name of mortgagees, chargees or landlords),  including names, telephone numbers and email addresses
· bank/Giro details
· photocopies of cheques

· account numbers
· invoice numbers
· delivery numbers
· order numbers
· NI numbers
· reference numbers
· signatures
· numbers that appear in a sequence and could be related to individual documents (doc identification numbers)
ACA Specific Redactions

In addition to the above, information should be removed if it relates to:
· names, addresses, contact information and other details of persons or suppliers making deliveries or providing services at a residential address
We have been advised that this does not extend to the name and details of the mortgage provider
IEP and Communications Allowance Specific Redactions
In addition to the above, information should be removed if it relates to:
· MPs’ addresses where these are a private residence.  Great care will be needed here – in general, office addresses are public knowledge (e.g., published in Dods) and should be left in.  However around 40 Members operate from home and others are sent bills at residential properties for services provided in their constituency office.  Members will be asked to double check and highlight any security issues
· names, addresses and other details of persons or suppliers making deliveries or providing services at private residences — in general, names of suppliers of services etc to office addresses should be left in
· IEP travel, taxies etc, remove details of journeys that are regular in nature and all detailed start and finish points
· the names and addresses and other details of  members of staff on ‘C3’ forms (claims for staff expenses)
