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Dear Sir’,
My nameis Mr. 1. Should be
Brown? andinthe addressedtoa
1970's some specific
government

official person was
declared persona
non grata. There
was a hewspaper
articleon it.?

Or

| would like
information on the
Furniture Scandal*
Sincerely

Hurdell Brown

entity’ s office

2. Should
indicate in letter
his address, tel.
Number etc for
contact

3.Should
indicate the
name of the
paper if known

4. Should
specify the
documents
regquested.
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Principal Officer or other relevant Officer*

Name of Ministry
Address of Ministry

Re: Access to Information Act Request

Dear:
Thi sis arequest under the Access to Information
A ct.

| am aware that | am entitled to make this request
under the Accessiif to Information Act and that if
my request is denied | am entitled to know the
grounds for thisdenial *

If possible, | would prefer to see the original
documents in person rather than having copies
made, in order to avoid copying fees.

Sincerely,

Name
Address
Telephone Number and email address

1. Addresses | etter to
ATI officesin the
relevant Government

Entity;

2. Specifies law under
which the request

is being made;

3. Specifies documents

requested;

4. Establishes
familiarity with

the ATI Act
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SAMPLE LETTER APPEALING FEES

Permanent Secretary or Principal Officer
Name of Public Authority
Address of Public Authority

Re: Accessto Information Act Application for
Internal Review

Dear:

Thisis an application for Internal Review under the
Accessto Information Act. On [date] | requested
documents under the Act. My request was assigned
the following Reference Number: [ 000 000-000] .

On [date], | received aresponse to my request in a
letter signed by [official's name] stating that access to
the document regquested would be granted upon
payment of [$ amount of fees] | am appealing the
amount of the fee charged.

Or [Name of responsible Minister, official address
etc.]

On [date], | received aresponse to my request in a
letter signed by [official's name] stating that access to
the document requested would be granted upon
payment of [$ amount of fees]

| believe that | am entitled to a waiver/ reduction of
fees. Disclosure of the documents | requested isin
the public interest as the information islikely to
contribute significantly to public understanding of the
operations or activities of the government.

[or] I cannot afford any of the amounts charged as |
am a student engaged in research at the University of
the West Indies.

Thank you for consideration of this appeal.

A



Principal Officer or other relevant Officer
Name of Public Authority
Address of Public Authority

Re: Accessto Information Act Appeal

Dear :
Thisis an appeal under the Accessto Information Act.

On [date] | requested documents under the A ccess to
Information Act. My request was assigned the following
Reference Number: [ 000 000-000] .

On [date], | received aresponse to my request in aletter signed
by [official's name.] denying my request. | now wish to obtain
areview of the denia of my request.

| believe the documents that were withheld must be disclosed
under the ATI Act because

Thank you for consideration of this appeal.
Sincerdly,
Name

Address
Telephone Number
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