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This manual has been drawn up under the Code of Practice and should be viewed in tandem with the Code to promote best practice.
Chapter 1
Dealing with an FOI Request
Brief Overview & Checklist
1.1 Receiving and Recording a request
Record the Request
· Open the request and retain the envelope which should be date stamped according to the date of receipt. 
· Date stamp the request according to the date of receipt.
· Open a paper or registered file.

· Input the request details on any IT request tracking system in place.
· Note the deadline for reply on the front of the file. (This deadline may alter if consultation is required under section 38 or if an extension of the standard 20 working day time limit for a reply is applied or if the request if refined). 
Check that the Request comes within the Scope of the FOI Act
This means that the request must: 

· Refer to the FOI Act or be on an FOI body’s request form or be addressed to the FOI Officer of the FOI body.
· Have been received in writing, including e-mail, or other approved form.
· Contain sufficient particulars to enable the records sought to be identified by the taking of reasonable steps.
Records not held

· If a record requested is held by another FOI body follow the "Transfer of Request" arrangements outlined in Chapter 4.

Identify appropriate decision maker

· Determine the appropriate decision maker to handle the request.

· If the decision is to be made at local/divisional level in the body, notify the decision maker of the request and send him/her a copy of the application. 
· If the decision is to be decided in various areas of the body, notify the decision makers and advise them of the request and the process for formulating a single response. 
· If the decision is to be made by the FOI unit, notify the areas of the need to search for records and the need to forward those records for decision, where possible.
Acknowledge the request
· Issue an acknowledgment of the request within 10 working days.  This must include a summary of Section 19 (whereby if no response issues within the timeframe a decision to refuse has been deemed to be made) and particulars of rights of review including the procedure, and the address to submit this request for a review and the time limit for exercising these rights.
1.2 Processing the FOI Request in the Section/Division
It is important that before you start looking for records that you have ensured that the request provides you with sufficient details so that your search can be focused. It is not advisable to send out general e-mails to staff asking if they have records relating to a request. A request should have enough information that the requests for records should be sent to those who hold records within scope as opposed to sending out general unfocused searches.

The processes in this section are all written in on the basis that requests which are voluminous would have been addressed through the maximum search and retrieval and copying charges or if appropriate through the administrative options in Section 15.
Records relevant to the request

· Search for and locate the records relevant to the request.
· It is good practice to identify the steps taken to locate records. 
· In cases where the records are not located seek signed confirmation from the relevant divisions, of the searches which have been undertaken this will be required for the decision making process.

· Extract relevant electronic documents.

Extension of Time
· If the request relates to a large number of records, [having had regard to the application of fees or section 15 or a large number of similar requests are on hand, and it is not possible to deal with it within the usual 20 working day timeframe, follow the instructions on "Extension of Time" outlined in Chapter 5.

1.3
Making the Decision
· Number each page of the relevant file(s).
· Copy all records that come within the scope of the request.
· Check each page for exempt material.
· Prepare a schedule of records. 

· Consider whether the records coming within the scope of the request contain third party information.
· Undertake formal consultations if required under section 38.
· Undertake informal consultations with colleagues or other relevant persons, including FOI bodies with an interest in the subject matter, as appropriate.
· Consider any factors relevant to the FOI decision such as public interest or harm tests etc. – it would be beneficial to document these in your file so that you will be able to show the consideration given.
1.4
Deferral of access
· Consider if deferral of access is appropriate, this is detailed in Chapter 7.
· Notify the requester in writing (or other approved form) of:

· the decision.
· the day on which it was made.
· the name and designation of the person dealing with the request (unless particular safety issues arise).
· the reasons for the deferral

· the period of the deferral

· particulars of rights of review and appeal, the procedure governing the exercise of those rights and the time limits governing such exercise


1.5
Notifying of the Decision to Grant
· Advise the requester in writing (or other approved form) of:

· the decision

· the day on which it was made

· the name and designation of the person dealing with the request (unless particular safety issues arise)

· the form and manner of access

· any fee payable in respect of search/retrieval and copying of records being released.
· If no such fee is payable, or if the amount of a deposit already received exceeds the amount of the fee, the record should be made available forthwith

1.6
Notifying of the Decision to Refuse 

· Advise the requester in writing or other approved form of:

· the decision

· the day on which it was made

· the name and designation of the person dealing with the request (unless particular safety issues arise)

· the reasons for the refusal

· any provision of the Act pursuant to which the request is refused

· findings on any material issues relevant to the decision

· particulars of any matter taken into consideration

· particulars of rights of review and appeal, the procedure governing the exercise of those rights (including details of fees) and the time limits governing such exercise.
1.7
Particular requirements for personal affairs
Obtain suitable identification where a requester seeks access to records which concern his or her personal affairs. The requester will need to provide a copy of state issued photographic ID. The suitability of the identifying documentation will be determined by the FOI Officer/Decision Maker. 
· Obtain suitable authorisation where the requester seeks access to records on behalf of another person or with the authorisation of another person. Examples of this area; If the requester is seeking records relating to another person, do they have the consent of that person, is the consent valid, informed and recent. Given the nature of the records does the consent demonstrate that the person to whom the records relate know what they are consenting to.
· If the requester is seeking records relating to another person and they do not have consent, have regard to the requirements of section 37(8).
FOI bodies may have their own guidelines in relation to consent requirements, or in relation to a person acting for another – when considering these elements in FOI have regard to any guidelines which the body uses in this regard.
Chapter 2
The Essentials
This chapter contains further details of the particular steps involved in processing an FOI request.

2.1 Right of Access
Section 11 of the FOI Act establishes a statutory right of access to information held by FOI bodies. 
2.2 Who may make an FOI request?
Every person may invoke the FOI Act. The Act places no restrictions on individuals who may make a request. Section 11 confers a general right on ‘every person’ to be offered access to any record held by an FOI body, subject to the provisions of the Act. 

2.3 Request coming within the scope of the FOI Act
The procedure for making a valid request is set out at section 12(1) of the Act. Four criteria must be met. The request:

· must be in writing (or in another approved form)

· Most FOI requests are received in writing. However, FOI bodies may also receive oral queries from visitors or telephone queries. In order to assist such persons, each department or office should consider having available a standard FOI application form which may be completed by the caller, this should be available on the FOI section of the FOI body’s website.
· Requests can also be received by e-mail and should have any documentation required in support of the request attached.
· must state that the request is made under the FOI Act

· The Act requires that the requester refer to the FOI Act in his or her application. Where such reference is not made, the department or office may deal with the request as an ordinary request for information. 

· If a request envelope states FOI Office and it is addressed to the FOI officer but the body of the letter does not state FOI it would not be appropriate to consider this outside FOI without discussion with the requester.
· Where it may not be possible to provide the information in response to an administrative request, and such access may be possible under FOI, the FOI body is obliged to inform the person of his or her rights under the FOI Act. In addition, the Act requires that the FOI body offer to assist the person in the preparation of such a request (section 12(7)).
· must contain sufficient particulars in relation to the information concerned to enable the record to be identified by the taking of reasonable steps 
·    The request must contain sufficient particulars in relation to the information concerned to enable the records sought to be identified by the taking of reasonable steps. The Act obliges the FOI body to assist the requester in identifying the records required. 

· Some FOI bodies may have records management systems and there may be a minimum amount of information required in order to search for records in this case, requesters should be made aware of the minimum amount of information required and they should understand why this is the case.
2.4 Validity of Requests  
A request comes within the scope of the Act (section 12) if it is possible to identify the records concerned, notwithstanding that the request is large in its scope or covers a large number of records. A voluminous request is therefore valid. However before the process of search and retrieval commences, the FOI body would be advised to consult the requester in relation to a voluminous request in order to clarify those records of interest to him/her.   

A request is not valid if it is not possible, by the taking of reasonable steps, to identify the records concerned from the information supplied. In these circumstances, the FOI body is obliged to consult with the requester to assist them in identifying the records sought. When the terms of a revised request are agreed between the requester and the FOI body, the date on which such agreement is reached becomes the relevant date for receipt of the request. 

A decision as to whether a request can or cannot be processed should be made immediately on receipt of each request. If the FOI body considers that the request cannot be processed because the information sought cannot be identified, it should

· take immediate steps to contact the requester, preferably by phone or e-mail

· advise them that the request cannot be processed because it fails to identify the records sought with sufficient particularity to enable them to be identified

· inform the requester as to the records held by the FOI body relating to the matter of interest to the requester

· discuss with the requester the terms and scope of their FOI request

· agree with the requester the terms of their revised FOI request 

· advise the requester that the relevant date for receipt of the request is the date on which such agreement is reached

It is strongly advised that contact with the requester and an attempt to agree on a revised wording for the request should take place immediately on receipt of the initial request by the decision maker and certainly not later than 2 working days following receipt of the initial request. 
If following contact with the requester and the offering of assistance to identify the records sought it is still not possible to focus the request, the request may be refused in accordance with section 15(1)(b). 
In these circumstances the steps taken and details of the assistance offered to the requester should be recorded as this may subsequently become the subject of an internal review application or review by the Commissioner.

2.5 Persons with a disability 
Section 11(2)(b) places particular requirements on FOI bodies to assist persons with a disability in exercising their rights under the Act.
Chapter 3
Acknowledge Receipt of Request
3.1
Acknowledging Receipt

Each FOI request must be acknowledged within 10 working days of receipt (section 12(2)). 

The letter of acknowledgement should contain the following information:

· confirmation of receipt of the FOI request and the date of such receipt

· the deadline by which the FOI body is required to make a decision on the matter

· details of the requester’s right to seek review pursuant to section 19 if the FOI body fails to deal with the application within the specified time limit.

· particulars of rights of review and the procedures governing the exercise of those rights

· the time limits governing the exercise of those rights 

· an estimation of search and retrieval where applicable and the process for paying of a deposit where required

· details of any documentation which is required by the FOI body where requests relate to personal information and authorisation or proof of identity, relationship or standing is required.

 A sample acknowledgement letter is attached in the Appendix to this Manual 
Chapter 4
Transfer of Requests
The following procedure applies where all or some of the records sought are held by another FOI body:

4.1 Where no records are held (section 12(3) refers):
If the FOI body that receives the request holds none of the records sought, you should take all reasonable steps to identify any other bodies that may hold the records. Where the records are held by more than one body, the request should be transferred to the body:

· whose functions are most closely related to the subject matter of the record or records, or

· that is otherwise most appropriate 

The request should be transferred within two weeks of the receipt of the request.

The requester should be informed in writing of the transfer of the request to the other FOI body. 

The request is then deemed to have been received by the other body on the date of its receipt by that body and shall be processed accordingly as an FOI request. 

Alternatively, the requester may be advised that s/he can withdraw the request and resubmit it to the appropriate body.  

In either of these cases the request should be logged on the FOI body’s tracking system so that it can be returned as a Transferred or Withdrawn Request for statistical purposes.

4.2 What if the records are held by a body outside of the scope of the FOI Act?
If the records requested are held solely by a body outside of the scope of the FOI Act, no legal obligation arises to transfer the request to that other body. In that instance, good administrative practice would suggest that you advise the requester that the records may be held by X body, but that the access rights of the FOI Act will not apply. It would also be good practice to advise the other body of the substance of the request and ask them to assist the requester, insofar as is possible.

In relation to records which are considered to be held by a body which is outside the FOI Act, consideration should be given to section 11(9) and section 11(10) where records which are held by a service provider shall in so far as they relate to the service provided for under the contract be deemed for the purposes of the Act to be held by the FOI body who contracted the service.
 4.3 Where some records are held (Section 12(4) refers):
If your Department or Office holds some of the records, you should deal with the request as follows:

Those Records held by you: That part of the request in respect of which records are held by your Department should be treated as a normal FOI request and processed accordingly.
Those Records not held by you: You should take all reasonable steps to identify by which other bodies the records are held. The requester should then be informed of the names of the other FOI bodies that hold or may hold the records. This information may be included in the acknowledgement to the requester indicating clearly those aspects of the request that are being treated as an FOI request by you.

Chapter 5

Extension of Time [Section 14]
5.1
Extension of Time limits

The FOI Act allows the standard 4 week (20 working days) time limit for dealing with requests to be extended in certain limited circumstances:

· where the request relates to such a number of records that compliance with the standard 4 week time period is not reasonably possible, or
· where the number of other FOI requests relating to the particular record(s) sought or to information corresponding to that to which the request relates, are such that compliance with the standard 4 week time period is not reasonably possible.

The requester must be notified of the period of the fact of the extension and the period of the extension before the expiry of the initial 4 week period. The period of extension must not exceed 4 weeks (20 working days). 

Where a period of extension is proposed, the requester has the right to appeal the matter directly to the Information Commissioner, without going through internal review. The notification of the extension should clearly specify this right of direct appeal to the Information Commissioner together with details as to how the right may be exercised.

The FOI Act 2014, under section 27 has an upper limit on estimated search and retrieval and copying, and where a request is considered voluminous the decision maker should have regard to this and also to section 15 of the Act.
Chapter 6

Administrative Reasons for Refusing Requests [Section 15]
Under the FOI Act 2014, access to a record may be refused because it is an exempt record or on certain specific administrative grounds. These administrative reasons for refusal are set out in section 15 of the Act and are as follows
6.1
The record does not exist or cannot be found
A request may be refused if the records sought either do not exist or cannot be found upon the taking of "reasonable steps" (Section15(1)(a)). 

A key issue here will be the reasonableness of the searches undertaken for the records. 
The records management policies and procedures of the FOI body will be key. Staff seeking to locate the records should have an understanding of the records and information management/governance policy of the FOI body and should know where to look for the records. 
They should, when looking to locate records, be able to: 

· identify the records to be searched by knowing their location, or being able to access a directory which is either paper or electronic that will indicate a location 

· be aware of any electronic systems which may contain the information which can be obtained 

· in the event that the original record which was known to have existed but cannot be found use the systems that may be able to generate a copy of the record 
· undertake physical searches of cabinets, file holdings, etc. in the relevant area/division

· identify areas where the records may be stored based on where the records were used in the organisation 

· enquire of staff in the area/division to which the record relates - they may be able to assist in identifying why the record may be elsewhere, they may recall something happening to the record or they may be able to identify other records which were with the record that it may have been filed with.
These searches will form the basis for documenting the grounds on which a section 15(1)(a) refusal arises. 
In the event that an FOI body is refusing access to records on the basis of section 15(1)(a) they should be able to:

1. Refer to and provide the body’s policies, guidelines and any other such relevant documents which relate to the records sought.

2. Show the areas that have been searched, along with who searched for them, how they searched. 

3. Demonstrate that they have considered other areas where the records could potentially be held either by mistake, due to their nature or due to the interaction these records had with other records. 

4. Show that they have engaged with relevant staff who may have handled the records, who know the records management in the area. If the staff who are in the area were not there at the time, is there anyone in the FOI body who would be able to shed light on the practices of the time.  

Requesters may be unfamiliar with the particular record keeping practices of the FOI body. Insofar as is possible, all steps taken to locate the relevant records should be explained to the requester when replying. 
Should the requester feel that they would like to appeal the decision under section 15(1)(a) then there will be a need if this is appealed to the Information Commissioner to be able to demonstrate the efforts that were made to locate the records. 

It would also be good administrative practice to advise the requester of any other bodies that might hold records relating to the particular subject, in the event that there are any. 
6.2
The request is not sufficiently detailed to enable the records to be identified
Section 15(2)This aspect of the request is dealt with in detail in Chapter 2 of the Manual.  requires an attempt to offer assistance to the requester before such a refusal occurs. Refusal on this basis should occur only if the body, after making reasonable efforts, is left in the position that it simply cannot identify which of its records the requester wants.  In some cases while a body may know what records the person is seeking to find, the directory will require that there is information provided by the requester which will make the identification of the relevant record possible, in this case the requester should be advised at an early stage that they need to provide particular items of information in order for the records to be identified. Refusal should only be made when the requester has been given an opportunity to provide the required information and should be seen as very much a provision of last resort. Time and effort devoted to the provision of assistance to the requester can result in significant administrative benefits for the FOI body, including:
· good relationships with clients
· promotion of ‘quality customer service’ 

· a more focused request, requiring less administrative resources to process it, and
· a reduced likelihood of appeal.
6.3
A voluminous request
The volume of records sought by a requester can be a basis for a refusal under section 15(1)(c). However, there is a statutory obligation on the FOI body to assist the requester in narrowing his or her request before refusing a request on those grounds (section 15(4) refers). 

It should be noted that the expressions "retrieval and examination of such number of records" and "examination of such kind of records" are likely to be given a careful interpretation by the OIC in the event of a request for a review, given that use of section 15(1)(c) results in requesters not making any progress towards having their request considered. 
A body will not be able to include additional time or work needed because it’s filing system or directory searching is cumbersome or inefficient. Requesters are entitled to expect that an FOI body will have an efficient records management system. The records system in use should be fit for the purposes of the function which is undertaken by the FOI body.  An external person may form the opinion that the records systems are not what they feel they should be however, once it is fit for the purpose intended it would be considered to be appropriate. In addition, there should be recognition of the systems which were in place at the time of the record being created, for example it is reasonable for an FOI body to indicate that it hold records which were not computerised or that due to the records management of the time the records were stored but not catalogued.

If section 15(1)(c) is used, it should only be on the basis of a documented and defensible estimate of how work of the body would be interfered with or disrupted to a substantial and unreasonable extent. 

The Act includes within section 15(1)(c) ‘disruption of work in a particular functional area’. When considering applying section 15(1)(c) the decision maker should be able to detail the work that would be disrupted or the interference that would be caused to either the section or the FOI body. 

6.4
The Information is already in the public domain 
Section 15(1)(d) allows that a request which is received under FOI can be refused when the information is already in the public domain and can be accessed by the requester as a result. 

6.5 Publication of the record is required by law and it is intended to publish within 12 weeks (60 working days).
Occasionally, circumstances may be such that other legislation could require the publication (within 60 working days of receipt of the request) of the same record sought by the requester.

Section 15(1)(e) allows the refusal of the request on this basis. Such a refusal would be discretionary. A body could choose to proceed with the request where the earlier release of the record did not pose any particular difficulty.

6.6 The FOI body intends to publish the record within 6 weeks (30 working days)
The routine publication of information is strongly supported, encourages public engagement and facilitates transparency within FOI bodies.  FOI bodies may publish information which is not required by law. In cases where a request is for information which the FOI body knows that it will be publishing within 30 working days of receipt of the request, section 15(1)(f) allows that the body may refuse the request on this basis.  This is again a discretionary section and the body may decide to proceed and process the request in advance of their planned publication if this does not pose them any difficulty.  

6.7 Frivolous, vexatious or a pattern of manifestly unreasonable requests

Section 15(1)(g) of the FOI Act allows for an administrative refusal of records on the basis of three elements - it should be noted that any one of these elements on its own could form the basis as to why a head ‘may’ refuse to grant a request. 
Frivolous - The Act provides that requests can be refused on the basis that they are "frivolous" (section 15(1)(g) refers). The Oxford English Dictionary defines ‘frivolous’ as: ‘Not having any serious purpose or value’. A refusal on these grounds would need to be well grounded and supported by evidence.

Vexatious - The adjective "vexatious" needs to be seen in its statutory context within the Act. Repeated requests for precisely the same records may be properly characterised as "vexatious" and refused on that basis. However, requests which are made close in time to one another may not necessarily qualify as vexatious; the latter requests may in fact encompass subsequently altered or annotated, or newly created, records, and hence open fresh ground for decision. There may also be significant changes in the circumstances surrounding documents which were the subject of a previous request (regarding, for example, the public interest) such that a different decision may result.

Pattern of manifestly unreasonable requests from the same requester or a number of requesters acting in concert -  the Act provides that a request may be refused if it forms part of a pattern of manifestly unreasonable requests from the same requester or different requesters acting in concert (section15(1)(g)).  It is important to note that the request is what is considered here and it must be emphasised that a request cannot be assumed to be unreasonable simply because of who made it i.e. the request itself must be unreasonable and there must have been previous requests of a similar nature. 

Such a refusal would need to be well grounded and take into account the overall context of the FOI Act.  Requesters are entitled by the Act to seek to exercise the right of access to any of the records (including both significant and trivial records) that a body holds.    
The standard for the application of this section may be interpreted differently by those considering its application and while there are no decisions made in relation to the FOI Act 2014, there are decisions which were made pursuant to the FOI Act of 1997, as amended. These decisions may provide the basis for some direction when considering this application.

In general terms there needs to be a consideration of the rights under the Act and whether an application could be considered as being an abuse of the process or of the right of access which the Act establishes.  There is also a need to consider certain elements of the requests in relation to the overall FOI process in some cases.
1. Are the number of requests substantial, in reasonable terms? Consider how many requests the organisation has received in the year or month for example.  If the organisation received 100 requests in the year and 30 of them were from the same requester, this is 30% of the FOI workload which is substantial.
2. Then look at what the requests related to. Were the 30 requests all relating to the same records or were they requests where the requester made a request for records and subsequently indicated that they had a further request for other records arising out of what they had obtained. Then they asked for more based on that release. Or did they ask for 30 different unrelated records?

3. The purpose of the requests. Is there a process ongoing that these requests would delay or hamper? Is the requester trying to gather information on one specific person?

4. Are there other factors at play? The requester’s applications increased or became more regular following the instigation of court action.

5. The intent of the requester.  When the requests are considered, is this simply a person trying to exercise their rights or is this someone who is trying to stop an area from working or burden an area.

FOI bodies should look to all the facts, someone may have had requests which met the criteria for refusal under section 15(1)(g) in the past but that does not mean that all their requests are now to be considered in this light, each request is different and should be considered in its own standing unless there is a clear and established pattern.

The factors that people have considered in arriving at this decision should be documented in the file and they should be clear and it should be possible to demonstrate them to another person. 
6.8
A fee or deposit has not been paid in relation to this request or in respect of a previous request
The Act also permits refusal of requests where a fee or deposit payable under section 27 has not been paid (Section 15(1)(h)). This allows a public body to refuse a request where there has been a failure on the part of a requester to pay a fee or deposit in respect of search, retrieval and copying of records. This provision also encompasses a failure on the part of a requester to pay a fee or deposit in respect of a previous request submitted.
6.9 The request relates to records already released, to this or a previous requester

Section 15(1)(i) allows for the refusal of an FOI request on administrative grounds where the records are available to the requester concerned, or it appears that they are acting with a previous requester.
An example of this would be that records have been sought and a decision has issued for which there are outstanding fees in relation to search and retrieval. A subsequent request is made for the same records, an FOI body may make the decision to refuse this request on the basis that there is the fee outstanding on the other request and the requesters are considered to be acting in conjunction. 
Reminder before refusing a request on administrative grounds, under either section 15(1) (b) or section 15(1)(c) the FOI body must have made efforts to assist the requester or have made attempts to offer assistance to the requester, in order that their request would no longer fall within either of these subsections [section 15(4) refers]. 
6.10 The records are available

Section 15(2) deals with records that are available to the public [by way of inspection or obtaining a copy] either upon payment of a fee or free. In cases where the records which are being sought are available to the public as defined then the request can be refused in line with section 15(2), having regard to section 15(3) which indicates that this does not mean that they are available under Data Protection legislation. 

6.11 Terminology used in this section

Records Management: The practice of managing the records of an organisation throughout their life cycle.

Directory: Manual records may have a system referred to as an index, reference system, directory, register etc. The word directory is used in this chapter to cover any such system. Examples of this would be that records are stored in a file room, to locate a record you would check an index using a set number of data points and this would show you where the records are located.  A directory can be paper based or electronic.

Fee: A search and retrieval and copying charge as specified in section 27 of the Act. 

For further details on Fees please see CPU Notice No. 6:- (it is considered reasonable that an FOI request would fall in the case where a deposit is not paid within 8 weeks of the deposit being requested and that records should not be released in a case where a deposit has been paid but the final payment is not forthcoming.)  
Chapter 7  
Deferral of Access [Section 16]
7.1
Deferral of access
A deferral of access to a record may be made where:

· (a) the record was prepared solely for the Oireachtas and is to be provided within a reasonable period after receipt of the request (section 16(1)(a));



The purpose of this provision is to respect the Houses of the Oireachtas and allow the Houses of the Oireachtas or a Committee of the Houses of the Oireachtas to have priority of access to records prepared solely for its information prior to the release of that information under FOI.

· (b) the record is a kind specified in section 29(2)(b), (d) or (e) , the disclosure of which before a specified day would be contrary to the public interest (section 16(1)(b)); 


Section 29(2) provides that certain information cannot be regarded as coming within the exemption for deliberations of public bodies contained in section 29(1).  While such information does not enjoy the protection of section 29(1), access may nevertheless be deferred in accordance with section 16(1)(b).  The information in question includes:-


Section 29(2)(b): factual information; section 29(2)(d): a report of an investigation or analysis of the performance, efficiency or effectiveness of a public body in relation to the functions generally or a particular function of the body; section 29(2)(e): a report, study or analysis of a scientific or technical expert relating to the subject of his or her expertise or a report containing opinions or advice of such an expert and not being a report used or commissioned for the purposes of a decision of a public body made pursuant to any enactment or scheme.
· (c) the record is "of such interest to the public generally" that it is to be published by the Oireachtas within one week of the deadline for the decision on the request (section 16(1)(c)).


Deferral under section 16 is strictly subject to the above criteria. It represents a mechanism under which public bodies concerned with timing can disclose records consistent with the requirements of the Act and the head ‘may’ defer the access to the day after the specified day in these cases in line with section 13(3).
 7.2
Direct Appeal to the Information Commissioner
A requester may appeal a decision outlined in paragraph (b) and (c), above, directly to the Information Commissioner, without the requirement to first seek internal review of the matter.   
Chapter 8
Charges [Section 27]
8.0 General

The FOI Act has three types of fees:

· those relating to the search and retrieval involved in a request, 

· those relating to copying records at the prescribed rates, and
· those relating to the appeal processes. 
There are a number of considerations with fees, their application, deposits, when they do not apply and the impact that they have on the timing of responses.
8.1 Search and Retrieval
Section 27(1) of the Act allows for the application of a fee in relation to the search and retrieval and copying of the records concerned by an FOI body.
The search and retrieval fee is based on estimation of the time spent by an FOI body in locating and gathering the records for the decision making process, it includes:
· determining if the body holds the records
· locating the records which are within the scope of the request 

· retrieving such records
· extracting the information and/or records  from the files, document, electronic or other information sourced containing both it and other material not relevant to the request 

· preparing a schedule specifying the records for consideration for release

When an FOI request is received an FOI Officer needs to decide what records are within the scope of the request. The scope of a request means what records are relevant to the requesters request e.g. e-mails sent by or to a particular person, is there a file containing information relating to the subject matter.  These are the records that the decision maker needs to consider for this request and consider whether they should be released.

Search and retrieval is the time spent locating and gathering the documents which are within the scope of the request. Search and retrieval does not include time spent on decision making or time spent redacting information which is exempt. 

Search and retrieval is not applicable to personal records unless there are a considerable number of records and in such a case the means of the requester should be taken into consideration before search and retrieval fees are applied.
8.2 Upper and Lower Limits

There are upper and lower limits in terms of the actual payment which an FOI request is subject to.  The appropriate minimum amount of €101, if the actual search and retrieval of the records is below this level then the requester will not be charged. Where the actual costs of the search and retrieval are above €500, the appropriate maximum amount then the requester cannot be charged any more than this unless the request was above the upper ceiling limit of €700 and the FOI body has agreed to proceed with this request.
The limits are based on the cost of search and retrieval and copying.  This means that your fee will be calculated based on the costs of search and retrieval as outlined in 8.3 and the copying charges as specified in 8.8 below.

The actual costs which are charged to the requester must be the search and retrieval costs of the records released.  There can be no charge levied where records are not being released.

8.3 Estimation of fees and the upper ceiling limit
The current prescribed fee stands at €20.00 per hour for search and retrieval. When an FOI request is received, an estimation of the cost of search and retrieval should be calculated and advised to the requester as soon as possible but not later than 2 weeks from the date on which the request was received by the body. This estimate should include an estimate of the copying charges. 
If the fee is over €700 at the estimation stage then the requester should be contacted and advised as soon as possible. The following steps should be followed:

· Contact the requester and advise him or her of the estimate of fees and why the fees are at this level 

· The requester should be advised that a deposit of 20% of the appropriate maximum amount will be payable upon the agreement of the refinement and acceptance of the request. 

· The requester needs to be advised of the options which are open to both him or her and the FOI body at this stage.

· The requester must refine his or her request in order that the amount of time spent on search and retrieval can be reduced. 

· If the requester can refine his or her request, the FOI body can proceed with the request.

· If the requester is unwilling to refine the request, the FOI body may decline to process the request in line with section 15, or the FOI body can decide to process the request and the requester must incur the full cost of the search and retrieval.

8.4 Application of the appropriate maximum and minimum amounts
When a request is received an estimate of the search and retrieval should be calculated. 

If this fee is €100 or less then the request should proceed and the requester should be informed of the estimated costs and that given the amount there will be no fee applicable. 

The actual costs can be over or under the estimate based on the work involved and the release made to the requester but it is essential that the requester is advised of any increasing costs as they are arise. The requester should be given the opportunity to refine their request and try to avoid costs if possible. 

8.5 Deposit

Where the fee has been estimated over €101, the FOI officer must seek a deposit of an amount no less than 20% of the estimated costs. The process of search and retrieval of the records should not commence until the deposit is paid.  The number of days to a decision issuing is 20 working days, when a deposit is sought the clock stops and the counting of days does not proceed until the deposit has been paid.  For example when a deposit is sought on day 5, the count to day 6 does not commence until that deposit has be paid. 
Notice of a request for a deposit must be provided in writing to a requester within 10 working days of receipt of an FOI request.  It is recommended that notice of a deposit should issue as soon as possible so as to allow a public body adequate time to process a request subsequent to payment of the amount sought. Such notice should indicate an estimate of the length of search, retrieval and copying time involved, as well as noting that the search will not commence until the deposit is paid and advising the requester that a decision date on the request will be determined by reference to the date of the payment of the deposit.

An FOI body must, if approached on the matter by the requester, advise as to changes to the request which, if made, would have the effect of reducing or eliminating the deposit sought. 

Where a deposit is paid, the eventual fee for search and retrieval and copying to be charged must be reduced by the amount of the deposit paid and a refund must be made where the amount of such a fee in respect of records actually being released is less that the deposit paid.

In the case of requests where the estimated fees are above the upper ceiling limit the requester should be advised that if they refine their request and this is agreed with the body to be below the upper ceiling limit then they will be required under Section 27(5) to pay a deposit of 20% of the appropriate maximum amount of €500 which will be €100.  If the final request which is agreed ends up below the appropriate minimum amount of €100 then the requester will need to be refunded the deposit paid. 
The deposit should not be paid or accepted until such time as the request if refined and agreed.  The letter suspends the running of the time for the final decision, which should recommence when the refined request is agreed and the deposit is paid.
8.6 Waiver or reduction of fee/deposit

Section 27(6) states that the fee may be reduced or waived in the event that some or all of the information contained in the records would be of particular interest in understanding an issue of national importance.
8.7 Failure to pay a deposit or fee
Where a person, having paid a deposit in respect of search and retrieval and/or copying, subsequently fails to pay the balance of the fee due in respect of records to be released, the FOI body can retain the deposit.  An 8 week period should be allowed from the time of notification for the person to pay the balance of the fee outstanding. A similar period might be appropriate in respect of the period to elapse before a deposit is deemed not to have been paid.

Where a person fails to pay a fee in respect of search retrieval and/or copying, the FOI body may retain the records until such time as the fee is paid.  The discretion to refuse subsequent requests should be considered in a practical and fair way. Where considerable expense was incurred in processing a request it would be reasonable for an FOI body to require payment of the amount outstanding. Alternatively, an FOI body might simply impose a deposit well over 20% on a subsequent request.  Where a fee outstanding from a previous request is not significant, the matter might be disregarded, unless this follows a pattern of non-payment.
8.8 Copying Charges

Copying charges may be applied to the records which are being released to the requester. These fees are as follows:
· Photocopy per page 
        
4c
· CD rom


€10.00
· X-ray



€  6.00
8.9 Internal Review

A standard “up-front” fee of €30 must accompany an application for internal review under section 21.  A reduced fee of €10 applies if the person bringing the application is a medical card holder or a dependent of a medical card holder. No charge applies to the following internal review applications:

(a) an application in relation to a decision concerning records containing  personal information in relation to the requester, including a person belonging to a class of persons specified in regulations under section 37(8)
(b) an application in relation to a decision under section 9 concerning an amendment of records relating to personal information
(c) an application in relation to a decision under section 10 concerning a statement of the reasons for a decision affecting the person
(d) an application in relation to a decision to charge a fee or deposit, or a fee or deposit of a particular amount, under section 27
An internal reviewer may affirm, annul or vary an original decision.  An internal reviewer may, therefore, affirm the initial decision to charge a fee or deposit, annul such a decision and decide that no fee or deposit is chargeable, or decide to charge a fee or deposit of a higher or lower amount.  The basis for any variation made to the original fee should be properly documented.

8.10 External Review by Information Commissioner

A standard fee of €50 must accompany applications to the Information Commissioner under section 22.  A reduced fee of €15 applies if:
(a)  the person bringing the application is a medical card holder or a dependent of a medical card holder, or 

(b)  the person is specified in section 38(2) i.e. a third party with the right to apply directly to the Information Commissioner where a public body decides to release their information on public interest grounds.

No charge applies to the following applications to the Information Commissioner:

(a) an application concerning records containing personal information relating to the requester (including applications arising from requests under section 37(8))
(b) an application in relation to a decision under section 9 (right of amendment of records relating to personal information) 
(c) an application in relation to a decision under section 10 (right of a person to information regarding acts of FOI bodies affecting that person).

(d) an application in relation to a decision to charge a fee or deposit, or a fee or deposit of a particular amount.

8.11 Deemed refusals 
A review under section 21 or Section 22 of the FOI Act may arise in a case where a public body has failed to respond to an initial request for a record or, as the case may be, to a review application under section 21 within the necessary time limit, as set out in section 19.   Such decisions mean that the requester will have made no progress in relation to his or her request and can be distinguished from a decision issued in accordance with the detailed requirements of section 13 of the Act to refuse or partly refuse a request.  

A review under section 21 or Section 22 arising from section 19 decisions deemed to have been made should carry no appeal fee.
8.12 Medical Card Holders

A medical card holder or the dependent of same who wishes to pay the reduced fees for a review under section 21 or section 22 has an onus to provide evidence in support of such coverage.  While the form of such evidence will be a matter for each FOI body to consider, it is suggested that this could be a copy of the current medical card and written consent that the details may be verified if required. 
The reduction in the fee for medical card holders does not apply if there is evidence to suggest that the request is being made on behalf of some other person who is seeking to avoid the payment of the standard fee. In the case of a dispute, the requester may apply for an internal review of the decision to charge the standard fee rather than the reduced fee.

8.13 Refund of Fees

An appeal fee should be refunded where the requester withdraws a request in full before a final decision on the request is made.  

8.14 Application under sections 9 and section 10
No charge applies to an application under section 9 (right of amendment of personal information) or section 10 (reasons for decisions of public bodies affecting the person).  A review of a decision on such an application under section 21 or section 22 of the Act is also free of charge.

8.15 Summary 
· No fee should be charged where the cost of search and retrieval and copying is up to and including €100.
· The maximum fee which can be charged is €500 unless the request was considered in relation to the upper ceiling limit and it was agreed that it would be processed.

· When the estimation of the search and retrieval and copying exceeds €700 the requester should be contacted and the request must be refined or there is agreement to process and the full cost will be applied. 
For further details on Fees please see CPU Notice No. 6 
Chapter 9
Summary of Time Limits
	Requirement 
	Time Limit 
	Section of the FOI Act 2014

	Acknowledge Request 
	within 10 working days of receipt of initial request
	s.12(2)

	Initial Decision on Request 
	within 20 working days of receipt of initial request
	s.13(1)

	Transfer of Request to another FOI body
	within 10 working days of receipt of initial request
	s. 12(3)

	If consultation is required with third parties under section 38
	notify third party within 10 working days of receipt of request and right to make submissions not later than 15 working days from receipt of that notification

may notify third party within 20 working days in cases which involve a significant amount of records or a large number of third parties  (requester must be notified of the extension and reasons therefore before expiration of initial 10 day period)

make decision within 35 working days of receipt of the request or 45 working days in the case of a significant amount of records 
	s.38(2)



s.38(3)





	Extension of time limit in accordance with section 14
	time limit may be extended for a maximum of 20 working days in specific circumstances
	s. 14(1)

	Keep records available pending payment of a fee
	40 working days from issue of notification of decision
	s. 13(3)(b)

	Keep records available following payment of a fee
	20 working days from receipt of the fee
	s.13(3)(a)

	Delay release of third party information to allow him or her to appeal to Commissioner
	10 working days
	s.26(2)(a)

	Defer records 
	until the ‘specified day’ 
	s. 16

	Internal Review 
	within 15 working days of receipt of request for internal review
	s.21(4)


 9.1
Time Limits which the FOI Body must meet
9.2
Time Limits which the Requester must meet
	Requirement 
	Time Limit
	Section

	Submit application for internal review
	within 20 working days of notification of initial decision 
	s. 21(7)

	Submit application for review by the Commissioner
	within 6 months of notification of decision by the FOI  body
	s. 22(4)(b)

	Review of record in respect of which a Ministerial Certificate has expired
	within 28 days of the certificate being revoked, annulled or having expired 
	s.34(12)



9.3
Time Limits which a third party must meet
	Requirement 
	Time Limit
	Section

	Submit observations on proposed release of information 
	within 15 working days of the request from the FOI body for observations 
	s.38(4)

	Submit appeal to the Information Commissioner 
	within 10 working days of issue of notification of decision from the FOI body
	s.22(4)(a)



9.4
Indicative Time Limits for the Information Commissioner 
	Requirement 
	Time Limit
	Section

	Dealing with an application for review 
	Within 4 months from receipt of application
	s.22(3)
 


Chapter 10
Access to Parts of Records [Section 18]
10.1
Access to parts of records

Where part of a record is exempt, this section provides for access to the remainder, provided such partial access is practical and does not mislead.

Section 18​(1) states: 
“Where an FOI request would fall to be granted but for the fact that it relates to a record that is an exempt record, by reason of the inclusion in it, with other matter, of particular matter, the head of the FOI body concerned, shall, if it is practicable to do so, prepare a copy, in such form as he or she considers appropriate, of so much of the record as does not consist of the particular matter aforesaid and the request shall be granted by offering the requester access to the copy”
(2) Subsection (1) shall not apply in relation to a record if the copy provided for thereby would be misleading.

(3) Where a requester is offered access to a copy of part of a record under this section, then (unless the record is one to which  section 28(5), 31(4), 32(2), 33(4), 35(4), 36(4) or 37(6) applies), the notice under section 13(1) concerned shall specify that such access is offered pursuant to this section and that the copy does not purport to be a copy of the complete record to which the FOI request relates and shall also specify the nature of the matter contained in the record by virtue of which subsection (1) applies to the record.

The FOI body is required to comply with this section when it is practicable to do so. In considering whether the release of an edited version of the record may be practicable, one should consider:

· the extent to which the exempt matter is discrete or forms an integral part of the record

· the proportion of the material in the record to be deleted

· the extent to which the edited version of the document continues to convey the general sense and meaning of the original document

· whether the edited version would be misleading to the requester. Section 18(2) specifically provides that this section should not be used if the resultant version of the record would be misleading.

10.2
Obligation to inform the requester
Section 18(3) provides that the requester should be informed that the version of the record has been edited. The notice to the requester should also specify the nature of the matter deleted, unless the information is such that a "refusal to confirm or deny provision" of the Act is applicable (section  28(5), 31(4), 32(2), 33(4), 35(4), 36(4) or 37(6) refer).
Chapter 11
Form of Access [Section 17] 
11.1
Manner of Access
In accordance with section 12(1), a requester may seek access to a record in a particular form. 

Section 17 of the Act provides that access may be offered to requesters in the following forms:

· a copy of the record

· a transcript of the information 

· where available [and subject to subsection 2] in a searchable electronic version
· a reasonable opportunity to inspect the record

· in case the record is of sound images, a reasonable opportunity to hear the record

· in case the record is of visual images, a reasonable opportunity to view the record

· in case the information is in shorthand, the information in written form

· in case the information is in code, the information in decodified form

· the information in such other form or manner as may be determined
· the information in a combination of any two or more of the foregoing.
11.2
Access other than in requested form
While the spirit of the Act requires that a public body comply insofar as is possible with the wishes of the requester, a body may, in certain circumstances, offer access in an alternative form. Section 17(2) sets out the circumstances in which such alternative access may be offered:

a) where access in another form would be significantly more efficient
This may arise, for example, where the information is held in a form other than that requested and the transfer of the records to the preferred form would impose a significant burden on the resources of the body e.g. information stored on cassette may require many staff hours to transcribe to paper.

While the Act does not require consultation with the requester when this provision is invoked, it would be good administrative practice to explain fully to the requester, the problems associated with access in the requested form and the reasons for offering the alternative option.

b) where the giving of access in the form or manner requested would:
(i) be physically detrimental to the record

For example, it may be inappropriate to allow physical handling of an old record which is in a particularly fragile or delicate condition.

(ii) involve an infringement of copyright (other than copyright owned by the State, the Government or the FOI body concerned)

Where copyright of a record belongs to a third party, the public body may have an obligation to prevent release of copies of the record e.g. architectural drawings. In such circumstances, it may be more appropriate to allow inspection of the record. 
(iii) conflict with a legal duty or obligation of a public body, or

A public body can justify offering information in an alternative form if the original format would breach a legal duty. A body may, for example, owe a duty of confidence to a third party in respect of a record. In such circumstances, it may be willing to release a transcript of the record rather than an actual photocopy to prevent release of information which may help to identify the supplier e.g. style of handwriting. 
(iv) prejudice, impair or damage any interest protected by Part 4 or 5
If disclosure in the preferred manner would prejudice the interests protected by the exemption provisions, the FOI body can make the information available in another form. Under section 18, an FOI body can delete exempt material from documents and release the remainder of the information. In some instances, the actual copy of the edited document may provide clues to the exempt information removed e.g. the number of confidential sources relied on by a body in relation to a particular investigation. In such cases, the body may prefer to issue a written statement of the non-exempt information.

11.3
Consultation
Where any of the circumstances in section 17(2)(b) apply, the decision maker may consult with the requester to agree an alternative form of access. Where, following such consultation, agreement on the form of access is not possible, the decision maker may grant the request in the form he or she considers most appropriate.

11.4   Records created by searches of electronic systems

Section 17(4) sets out the standing of records created when electronic searches for information create an extract which could be considered a new record. Information which is stored on either one or more electronic systems may involve searching for the records by electronic means.  The extract of this information for the purposes of the request may result in the creation of a new record.  In terms of considering whether this record is new or indeed whether it post-dates the FOI request, it should be considered that the record was deemed to be created on the date of receipt of the FOI request. 

Chapter 12
Notifying the Decision [Section 13]
12.1
Notification of Decision:
Section 13 of the Act requires a formal notification of the decision on the request to issue to the requester. This notice must contain the following elements:

· the decision concerned and the day on which it was made [s.13(2)(a)]

· the name and designation of the person in the FOI body concerned who is dealing with the request (unless the head concerned believes that disclosure of the name could prejudice the safety or well-being of the person concerned) s.13(2)(b)]

· if the request aforesaid is granted, whether wholly or in part​

· the day on which access to the records will be offered to the requester 

· the form of access 

· the period during which the record will be kept available for the purpose of such access, [s.13(2)(c)(i)] and

· the amount of any fee payable by the requester in respect of search/retrieval and copying [s.13(2)(c)(ii)]

· if the request aforesaid is refused, whether wholly or in part​

· the reasons for the refusal, [s.13(2)(d)(i)] and

· the following additional information relating to the decision, (unless a refusal to confirm or deny provision in an exemption is being invoked i.e. pursuant to section 28(5), 31(4), 32(2), 33(4), 35(4), 36(4) or 37(6):
· any provision of this Act pursuant to which the request is refused, 

· findings on any material issues relevant to the decision, and 
· particulars of any matter relating to the public interest taken into consideration for the purposes of the decision, [s.13(2)(d)(ii)]
· if the giving of access to the record is deferred under section 16, the reasons for the deferral and the period of the deferral, [s.13(2)(e)] and

· rights of review and appeal under this Act in relation to the decisions referred to in the notice, 

· the procedure governing the exercise of those rights (including details of fees, if applicable) and 

· the time limits governing such exercise. [s.13(2)(f)] 

12.2
Naming the Person Dealing with the Request
Section 13 requires that the name of the person dealing with the request be included in the notification given to the requester. In rare circumstances, a public body may not wish to identify the particular member of staff involved because of fears for their personal safety or well-being. In such a case, details of an appropriate contact point for the body should be provided. This person should be sufficiently aware of FOI matters to handle queries and pass them on to the appropriate areas of the organisation (i.e. the information officer, press officer, etc.)

12.3
Reasons for Decisions
The ability to give a rational explanation for a decision is central to good decision making in all areas of administrative law. Section 13 of the FOI Act requires that a notice be given of the decision including the reasons for each decision and the findings on material questions of fact underlying the reasons. It is not sufficient when refusing access to a record to merely include or paraphrase the words of the particular exemption.
The statement of reasons should show a connection, supported by a chain of reasoning, between the findings of fact and the decision. A decision-maker should look at each specific record, or separate part of a record, and state specifically why access to it is being refused. A failure to give such an explanation may appear to be an arbitrary one and not based on proper considerations.  
Including the details of the reasons for decisions will allow requesters to give consideration to the decision which they have received and will facilitate informed decisions in relation to the appeals process. Where a requester receives a response which includes only the detail contained in the legislation and no details specific to their request they are more likely to move to the appeals process on the basis that they believe that their request was simply refused as opposed to there being grounds for this refusal.

12.4
What does this mean in practice?
When access is refused, the decision maker must advise the requester of the following, having regard to the particular requirements of each exemption:

· a description of the records that are within the scope of the request, without revealing exempt matter

· why the records are sensitive

· the exemptions claimed for different records (or parts of records) and why each applies

· what the likely consequences of release may be 

· a fully developed public interest test and arguments for and against disclosure, where appropriate.
The notice must contain the real reason for not disclosing documents. Embarrassment at either political or administrative level is not a reason to deny access.

12.5
Standard of Proof
In any review by the Information Commissioner, the onus of proof that the decision was justified rests with the FOI body. 
The decision maker should establish that the records in question contain exempt matter. This is done by making findings of fact that establish that the record: 
· is of a type described in an exemption, and
· where required, one of the effects described in the exemption could reasonably be expected to follow if it were disclosed.

Where the exemption is limited by the public interest test, the decision maker should consider the relevant public interest factors for and against release and apply a weighting to each.  Details of consideration of the public interest should be conveyed to the requester, including those factors which influenced the decision in weighing the various public interests and deciding where the balance of the public interest might lie. 

There needs to be a consideration of the public interest in a neutral manner by the decision maker.  The FOI Act allows for a right of access by an individual and the granting of this access should be considered to be the aim of the act and the appropriate weighting should be given to this when the decision maker is trying to decide on an FOI request. 
The setting out of the public interest needs to be in a manner that can be understood by a person who is not involved in the operation of FOI - while they may not agree with the outcome, a requester should be able to understand the elements that the FOI decision maker considered.

12.6
Findings on material issues
‘Material’ issues are facts which are relevant to the decision. Material issues are the facts necessary to establish the basis for the decision. Some will be facts in the sense of basic factual matters on which the decision depends, such as the identification of the relevant documents. Others may be facts in the sense of evidence on which can be based the conclusions necessary to satisfy the statutory requirement of a particular exemption. 

The ‘findings’ are the decision maker’s conclusions about the material facts. However, only those findings of fact which are relevant to the issues to be determined in the decision need be set out in the statement. A finding on a question of fact will be relevant:
· where it is a fact upon which the decision is based
· any relevant consultations, statutory or otherwise, which have taken place

· the scope of the request as interpreted by the body
· any transfers of requests to other bodies
· any matters of fact which have, for example, influenced a decision to defer access to a record or to provide access in a form other than that requested
· any other matters of fact relevant to the processing of the request.

Sometimes the facts will be immediately apparent from the material before the decision maker. In other cases, the findings will be reached by a process of reasoning i.e. where they are deduced from the primary facts. It will generally be necessary to state the primary facts and the process of derivation or inference from those facts in order to provide adequate information about how the decision was reached.

All material findings of fact that have been relied on should be set out and clearly stated. In the event that a requester brings their request to the appeals process it will be essential that any material issues which are considered are set out in the correspondence. 
12.7
A proper FOI decision: Summary
A proper FOI decision must be based on the detailed and complete evidence required in the context of the particular circumstances and where applicable the exemption provision at issue.
The foundation of the decision in properly considered evidence must be reflected in the statement of reasons and in its references to the material supporting the findings made.

A decision maker in arriving at his or her decision will have considered a number of facts and circumstances, both in terms of the request and the information which was supplied by the requester.  They will also have regard to the public interest facts which may not necessarily be relevant to the requester’s access alone. It is important that the decision letter which issues is reflective of the considerations that were taken into account in arriving at a decision and also shows efforts and considerations that the decision maker has gone to.
12.8
Schedule of Documents

The use of a schedule to list and describe the records identified as being within the ambit of the request is strongly recommended where more than a few records are involved. The schedule is not a substitute for the statement of reasons but will assist in the preparation of the more detailed statement.

More specifically, a schedule will assist decision makers to properly discharge their duties under the FOI Act by: 
· providing a means of ordering the records under consideration

· setting out the considerations attaching to each one

· providing an essential reference source both for internal review and for review by the Information Commissioner

A version of the schedule from which sensitive information has been removed should be attached to the statement issuing to the requester. It will assist the requester by giving a clear overview of the records considered and the decision made in relation to each one. 

12.8.1 What should it contain?
A sample schedule is attached in the Appendix. The level of detail contained in the schedule will depend to a large extent on the nature of the FOI request under consideration. It is recommended, however, that the schedule list the records sequentially by number and contain the following information:

· the date of each record

· the author of the record and the person or persons to whom it is addressed (or the title of the record if it is a report or a submission of some kind).

· a brief but sufficient description of the record or its contents to show a prima facie claim for exemption (i.e. a letter seeking legal advice which may be exempt under section 31(1)(a)).

· the exemption claimed for each record

· where the claim for exemption relates to parts of a record, a clear indication of the part or parts involved (e.g. paragraph 5 or line in paragraph 5 on page 3). 
12.8.2 Identification of documents [the defining of scope] 
One of the material questions of primary fact which must be decided in relation to an FOI request is the identification of the documents which fall within the scope of the request. The notification and schedule which issues to the requester should contain sufficiently detailed descriptions of records to enable him or her to know what records are in issue and the nature of those records. It should be sufficiently clear and detailed to allow the requester to make an informed decision on appeal options.

There may be occasions when records can be grouped rather than listed individually. Grouping may be done where the number of records is voluminous and where the specific information in the records involved is not the significant factor in the claim for exemption. Care should be taken not to deprive the requester unnecessarily of specific information which he or she needs to make an informed decision about seeking review. This approach also does not relieve the decision maker of his or her responsibility to examine each record to determine exempt material.
12.8.3 What is a ‘record’ for the purposes of preparing a schedule?
Generally it is good administrative practice to identify as separate records each item that is different from other items in respects as source, author, date, addressee, contents, title, etc. It will be necessary to identify each part of a record individually where the exemptions or the specific reasons for claiming exemptions are different. Where edited copies are being released it will be necessary to deal with each record page by page. 

12.9
Rights of Review
Section 13(2)(f) requires that a notice of decision give particulars of rights of review and appeal under this Act in relation to the decision and the procedure for the exercise of those rights including time limits governing such exercise. Where applicable, the information should include particulars of the manner in which an application for internal review should be made and details of fees.
What constitutes particulars of rights of review and appeal will depend on the circumstances:

· Where the original decision is made by a head, as defined in the Act and not a delegated head, the notice should not include information about the right of internal review, since it does not apply in such cases, but it will be necessary to inform the requester of his or her right to apply to the Information Commissioner for review of the decision.

· A third party consulted with under section 38 should also be informed, where appropriate, of his or her right to apply directly for a review by the Information Commissioner.

· A body that has acknowledged a request but has failed to make the decision within the statutory timeframe will have advised the requester of the rights of appeal in the acknowledgment letter in this case (section 19)

· Bodies may find it convenient to prepare standard statements concerning rights of review which can be varied according to circumstances, and attach such a statement to the notice. 
12.10 Summary of decision notification

A notification of a decision under the Act, should demonstrate the decision making process that the decision maker has undertaken, it should allow the requester to be able to see the facts that the decision maker has considered in arriving at their decision. While the notification should contain some of the required details of the Act there is an obligation on all FOI bodies to be certain that the requester is able to understand the letter. The requester should be then able to make an informed decision as to consideration of a review or an appeal.
Chapter 13 
Amendment of Personal Information [Section 9]
13.1
Introduction

The FOI Act confers a right on members of the public to seek amendment of records relating to personal information held by FOI bodies.  Section 9 of the Act sets out the mechanism whereby such a record may be amended if it is incomplete, incorrect or misleading.  This right parallels a provision in the Data Protection Acts 1988 and 2003 allowing for amendment of personal data.

13.2
Making the Decision
13.2.1 Requirements of the application: The decision maker must first be satisfied that the application meets the terms of section 9.  It must therefore meet the following requirements:

· It must be in writing (or such other form as may be determined)

· It must specify the record concerned

· It must specify the amendment required

· It must include appropriate information in support of the application.  It is not sufficient for the requester to merely state that the record in question is incomplete, incorrect or misleading. He or she must provide sufficient evidence to back up the claim e.g. if factual information, such as birth date, is claimed to be incorrect, then evidence of the correct date must be supplied.

· The amendment sought must relate to 

· Personal information
 of the individual submitting the application (or a representative properly authorised to act on his or her behalf).  

or

· A parent or guardian of the individual to whom the records relates, and others as specified in section 37(8)
13.2.2 What time limits apply?  
A decision must be made on the application within 20 working days of receipt by the public body.  A working day excludes a Saturday, a Sunday and a public holiday. 
13.3
Is the amendment appropriate? 

The key step in the decision making process is to consider if the information in question is incomplete, incorrect or misleading:  
Incomplete - Information may be incomplete if it does not adequately deal with the relevant facts and circumstances, the records may contain only part of the information which is needed. 
Incorrect - Information that is wrongly recorded, based on a mistake of fact or without proper regard to the evidence in a particular case may be incorrect. An example of this could be that the person’s address could be wrong, their marital status could be wrong etc.
Misleading - Information can be said to be misleading if it could lead a person reading it to take a mistaken meaning from it.  It may also be misleading if the language or terminology used might have particular meaning to a specialist or professional but convey an alternative meaning to the ordinary reader.  Examples of this could be an abbreviation which means one thing to the FOI body that holds the records but could have another reading from an ordinary person’s reading and imply something different.
13.4 Procedures for amending records relating to personal information
Where an FOI body agrees to amend a record relating to personal information, it may, at its discretion, avail of any of the three options outlined in section 9:

i. alter the record so as to make the information  complete,  correct  or not misleading, as may be appropriate
ii. add to the record a statement specifying the respects in which the body is satisfied that the information is incomplete, incorrect or misleading, as may be appropriate, or
iii. delete the information from the record.
Guidance is not provided in the FOI Act itself as to the criteria on which decisions on amendment are to be made.  In processing an application for amendment the decision maker should have regard to the following
· the level of proof supplied by the requester in support of  his or her application, and

· the context in which he or she is making the decision.  This will include consultation with colleagues, perusal of the relevant files, familiarisation with the details of any scheme, etc. associated with the matter.  

· whether the record was used for other purposes or by others and if so did the information which is being requested to be changed form part of the decision making process
· if the information was part of the decision making does changing the information mean that any other records are impacted i.e. will the decision that was made now look like it was made in error 

· is the information in the record used by another FOI body and will this have an impact on them 

The decision maker should always be aware of the possible consequences of any amendment sought e.g. if the granting of the amendment may be pivotal to the conferring of a benefit or privilege on the requester.

Care should be taken to ensure an appropriate level of proof from the requester.  The decision maker needs to be satisfied, on the balance of probability that the requested amendment is reasonable, having regard to the material presented by the requester and the information available to the decision maker from the organisation’s files. 

13.5 Procedure for amendment:

In considering the appropriate form of amendment, the decision maker should have regard to:

· the nature of the amendment proposed

· the form in which the information is stored i.e. manually or electronically

· the physical condition of the record

· the desirability of maintaining the historical accuracy of the original record, having regard to the nature of the amendment sought

Alter the record - The incorrect record may be amended by putting a line through the incorrect information and writing “amended under FOI - to be disregarded” alongside.  The correct information should be included on the same page, where practicable or, if not, then on a new page with appropriate cross-references.  The advantage of simply striking through the original record is that the historical accuracy of the record is maintained and the nature of the amendment sought and made is clearly shown.
Adding to the record a statement - Where the amendment sought requires the correction of several lines or paragraphs, it may be preferable to add a statement to the record indicating the respects in which the body is satisfied that the information is incomplete, incorrect or misleading.  In that case, the original record should be clearly annotated indicating that the statement of amendment exists.  This form of amendment may also be preferable, in the case of many electronic records, where the format in which the information is stored does not readily lend itself to significant amendment or annotation.  The electronic version of the record should be cross-referenced to indicate the existence of the amending statement and its location.  
Delete the information from the record - While section 9 provides for deletion of information from a record, it is preferable, where practicable, to preserve the integrity of the original record.  Deletion of information may leave gaps in the record and make other documents and events on the file inexplicable in the light of the deletion.  Information should only be removed from a record where the other options for amendment are not practicable, and the decision maker believes that there is justification for amendment in that form.    Where information is deleted from a record, a note should be made on the record clearly indicating that a portion of the record was “deleted under FOI”.
In all cases, the following steps should be taken following amendment of a record:

· The requester should be notified of the amendment and the manner of amendment within 20 working days of the receipt of the request.  The most convenient means of satisfying the requester as to the adequacy of the amendment made would be to give a copy of the amended record to the requester.
· Any administrative action which may be required as a consequence of the amendment should be communicated to the appropriate staff or section having responsibility for the matter in the organisation.  It is to be expected that the decision-maker will previously have consulted with these staff prior to making the decision to grant the request for amendment.

· A copy of the evidence provided in support of the application should be placed on the requester’s file(s) with appropriate cross-references to the amended application, in the event that it is appropriate that this would be stored in the record, otherwise it should be stored in the FOI unit and should be referenced in the amendment note.
· The Act requires that, where a record is amended pursuant to section 9, the FOI body concerned shall take all reasonable steps to notify of the amendment –

· any person to whom access to the record was granted under the FOI Act, and

· any other FOI body to whom a copy of the record was given during the previous twelve month period.

13.6
What amendments are likely to be sought?

The requested amendment may relate to either: 

· a record of factual information

or

· a record of opinion, advice  or recommendation

Requests for amendment of factual information

Many requests for amendment will relate to personal information which is factual in nature e.g. date of birth, income level, marital status, address, educational record, etc.  Where factual information is in contention, the requester should be able to provide documentary evidence in support of his or her claim.  Where the decision maker is satisfied that the request for amendment is reasonable and has verified the evidence supplied, he or she should proceed to consider the appropriate form of amendment to the record.

Requests for amendment of opinions

Requesters may also seek correction of records containing opinions of other persons about the requester.  

Requesters, in seeking amendment to opinions on file, may provide contradictory opinions from other professionals in the same field in support of their claim e.g., opinions of professional persons such as doctors.  In most cases, the record on file will reflect the bona fide views that the person held at the time the record was created.  The right of amendment should not necessarily prompt a review of a decision previously made.  Rather it allows a mechanism to:

· check that the opinion, as recorded, is correct in terms of representing accurately the views of the persons involved, and 

· check that any contrary views known to the public body are also recorded.

Amendment of records should be undertaken on the basis of good reasons, supported by evidence.  In this regard, it may be helpful to consider, where the original opinion appears incorrect, etc., whether this was based on a mistake of fact or on misconceptions.

While the Act does not provide for formal consultation procedures in relation to amendment of personal information, a decision maker should always, where practicable, consult informally with the original author of the record. In cases where he or she is contemplating amendment of a record containing opinions, the most appropriate form of amendment may be the addition of a statement giving details of the contrary opinion, with appropriate cross-reference to the earlier record.  

Consideration should be given to the decisions which may have arisen following the entry of the opinion of the person and the implications for the record which stemmed from this record. The amendment when attached should clearly indicate the date at when this entry was made and this will allow anyone to see whether this information was there at the time of decision making. 

13.7
Refusal to grant an application for amendment

If the decision maker refuses to grant a request for amendment, he or she should take the following steps:

· notify the requester within 20 working days of the decision to refuse the application and state why.

· include in the notification particulars of the requester’s rights of review, the procedures for  exercising those rights and the relevant time limits

· attach to the record concerned, the application or a copy of it and an indication that amendment has been refused.  Where that is not practicable, for example, if the record is held on computer, a notation should be added to the record indicating that the application has been made. This requirement does not apply where the application is defamatory or the alterations would be unnecessarily voluminous.
13.8
Do the exemption provisions apply to section 9?
When preparing a notice of decision under section 9, you are not required to include any information which may be exempt under the Act.  You may also apply the ‘refusal to confirm or deny provision” where it is appropriate to do so.

13.9
Is section 9 retrospective?
The question as to what records an amendment can be requested on, was appealed and decided on under the Freedom of Information Act 1997 and 2003, this case was Number 98158 – Mrs ABZ and the Office of the Revenue Commissioners. A decision issued by the Information Commissioner, and while this is not a review under the 2014 Act it could be used as guidance in relation to how we could expect the issue to be viewed

In this case the Information Commissioner found that the right of amendment under the then section 17 applied to personal information regardless of the date of creation of the records. Section 9 states ‘where personal information in a record held by an FOI body’, this would indicate that the records which are subject to a request for an amendment are simply those held by the body without confinement. 

13.10
Is there a fee for a section 9 application?

No.  An application under section 9 or a subsequent review application under section 21 or 22 is exempt from FOI charges.
For further details on Freedom of information and Data Protection please see CPU Notice No. 18 

Chapter 14 
 Reasons for Decisions [Section 10]
14.1
Introduction

The FOI Act confers a right on members of the public to seek reasons for decisions.  This right can be exercised by a person who is affected by an act of a public body and who has a material interest in the matter.  

14.2
Key Words and Phrases

‘an act of an FOI body’ – this is an action or decision taken by the FOI body, it is any action or decision 
‘material interest’ - this indicates that the person is directly affected by a decision or act of a public body, but that the people in general, or a large class of people, are not similarly affected.  The term is defined in the Act in the following terms: 

“a person has a material interest in a matter affected by an act of a public body, if the consequences or effect of the act, may be to confer on or withhold from the person a benefit, without also conferring it on or withholding it from persons in general or a class of persons which is of significant size having regard to all the circumstances and of which the person is a member”.
benefit - essentially includes:- 

 any advantage to the person, or

 the avoidance of a loss, liability, penalty, forfeiture, punishment or other disadvantage affecting the person.

14.3
Right under Section 10
Section 10 confers a right on a person who is affected by an act of the body, and has a material interest in a matter affected by the act or to which it relates to be given a statement of 

· the reasons for the act, and 
· any findings on any material issues of fact made for the purposes of the act.

14.4 Requirements on the requester
The requester must comply with the following requirements of section 10:

· The request must be submitted in writing (or such other form as may be determined) to the public body

· The requester must demonstrate that he or she is affected by an act of the public body.  This contrasts with requests under section 12 where, subject to the Act’s other provisions, the standing or motive of the requester is to be disregarded.  An act of the public body is defined to include decisions of the body (other than decisions under the FOI Act).

· The requester must have a material interest in a matter affected by the act or to which the act relates i.e. that he or she is affected by the act in a way that persons generally are not affected.  In order to satisfy this the requester should be able to provide the decision maker with the details as to how this material interest arises and indeed they should be able to demonstrate a very clear benefit or lack thereof.  This needs to be something which can be clearly demonstrated as opposed to a purported effect.
14.5
Making a decision on a request under section 10
A decision on the application must be made within 20 working days of receipt.  The decision maker should:

· satisfy him or herself that the application conforms with the  requirements of section 10, as set out above

· retrieve the relevant file and consider whether reasons were previously given and, if so, were they full and complete, when that decision or act was communicated originally to the person

· consult with the person who has dealt with the  decision or act referred to in the request

· if satisfied that the reasons previously given, meet fully with the terms of section 10, these may form the basis of the response to the requester.  The notice should include full details of the requester’s rights under the FOI Act.

· if not satisfied that full information has been previously given, proceed to prepare a statement of reasons in accordance with section 10.

14.6 Preparing a Statement of Reasons
The statement must contain:

· the reasons for the decision or act 
· any findings on any material issues of the decision or act referred to in the request made for the purposes of the decision or act 
In preparing a statement of reasons, the guiding principle for the decision maker is to adequately explain to the requester how the decision was reached.  Further guidance on these two phrases is set out at the end of this chapter.
The purpose of the statement should allow the requester to understand why the FOI body acted as it did, they should set out the reasons and the facts that were recorded as part of the decision making process at the time.  The creation of the statement should be based on the reasons that were part of the decision making at the time rather than a means to create reasons for a decision. 
14.7
What about sensitive information?

When preparing a statement of reasons, you are not required to include any information which may be exempt under the Act.  You may also apply the ‘refusal to confirm or deny provision” where it is appropriate to do so.

14.8
Is the right to reasons retrospective?
No. The right to reasons set out in section 10 applies to acts of FOI bodies made on or after commencement of the FOI Act.

14.9
Is there a fee for a section 10 application?

No.  An application under section 10 or a subsequent review application under section 21 or section 22 is exempt from FOI charges.

14.10 Further guidance 
Reasons for the act -
· Every decision should be capable of a logical explanation.  A statement of reasons should contain the steps linking the facts to the ultimate decision made.  In this way, the person affected can understand how the decision was reached

· The criteria relevant to the decision, the weight attached to each criterion, and the conclusion reached on the criteria should be stated.  

· The reasoning should identify any element of policy or guideline or departmental practice which is part of the justification of the decision made.

· Decision-makers frequently act upon recommendations, reports, and results of investigations carried out by other officers or appropriately qualified experts.  Where those recommendations, etc. are considered in making a decision, the statement of reasons should incorporate the recommendation, etc. as well as the facts (and a reference to the evidence or other materials on which they are based) and the reasons leading thereto.  It is insufficient merely to state that the decision maker has relied upon the advice of a named person.
· In the event that the reasons for the act are not documented and upon consultation there is no recollection by those involved as to the reasons for the decision, there is no requirement on an FOI body to create for the purposes of this section reasons after the fact.
Findings on material issues of fact - 

· Set out matters of fact which were taken into account in making the decision.  If a fact is relied upon, it should be set out.  If a matter was considered then the findings of fact in relation to it must be set out. 

· In so far as the statement of reasons does not set out findings of fact on a matter, it may be inferred that those facts were not considered to be relevant.

· Sometimes, a material fact is established directly by the evidence or other material.  

· Where, however, a material fact is inferred from other facts (which are in turn established by evidence or other material), it may be necessary to state those other facts and the process of inference in order to provide adequate information on the way in which the decision was reached.

· Findings of fact are distinguishable from subjective judgments or opinions.  Where a subjective judgment or opinion is based on facts, it is desirable that those underlying facts should be set out as well as the judgment or opinion formed on the basis of them.
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Sample Template Letter 1 - Insufficient particulars given by the requester for non-personal records / offer to assist 

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request - Insufficient particulars provided to process request [Insert reference number]
Dear [Insert Name]
I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. 

We [or I] have had several discussions with you about the records you seek.  The goal of these discussions was to agree a more specific description of the records involved, which we would then use to identify the actual records which relate to your request.

In your request, you described the records as:

[Quote request wording here]
Section 12(1)(b), of the Freedom of Information (FOI) Act,  requires that you, the requester, give us 'sufficient particulars' to enable us to identify the records you require.  We are then required to take 'reasonable steps' to identify and locate those records.  

12. (1) A person who wishes to exercise the right of access shall make a request, in writing or in such other form as may be determined, addressed to the head of the FOI body concerned for access to the record concerned—

 (b) containing sufficient particulars in relation to the information concerned to enable the record to be identified by the taking of reasonable steps, 
We [or I] have advised you and I must now explain formally that your request does not contain sufficient particulars to enable the records sought to be identified and may have to be refused on this basis.  In accordance with the FOI Act, I wish to offer further assistance to you with your request.  Below, I set out information on particular records which we hold relating to the subject matter of your request:

[Enter suggested descriptions of records that may meet section 12(1) (b)]   

If you wish to consider revising the wording of your request to identify more specifically the records you seek, we may be able to proceed with consideration of your request.  

Should you wish to discuss the above, please contact me at [Insert telephone number and email address], if I do not hear from you within the next 8 weeks I will proceed to make a decision on your request.
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 2 - Insufficient particulars given by the requester for ‘personal’ records / offer to assist

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request- Insufficient particulars provided to process request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. 

We [or I] have had several discussions with you about the records you seek.  The goal of these discussions was to gather the required information to enable the identification of the records you are seeking from the records which we hold, we would then use this information to identify the actual records which relate to your request.  We [or I] have explained to you that the records which you are seeking are [insert an explanation of the storage of these records, e.g. they are by date or name etc. and explain what is required to identify the records to be searched] 
In your request, you described the records as:

[Quote request wording here]
The Freedom of Information (FOI) Act requires that you, the requester, give us 'sufficient particulars' to enable us to identify the records you require.  We are then required to take 'reasonable steps' to identify and locate those records.  Section 12(1)(b) of the Act is the relevant section here, and a copy of it is enclosed [or include the text here]
I must now explain formally that your request does not contain sufficient particulars to enable the records sought to be identified and on this basis your request may have to be refused.  In accordance with the FOI Act, I wish to offer further assistance to you with your request.  Below, I set out information on the details which we require in order to identify the records. 
[enter the details that are need in order to locate the records]   

If you are able to provide the required information to identify more specifically the records you seek, we may be able to proceed with consideration of your request.  

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]

 Sample Template Letter 3 – Insufficient/ or no evidence of relationship to the person to whom the records relate / offer to assist

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, requesting evidence of relationship to the person to whom the records relate [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
We [or I] have had several discussions with you about the records you seek.  The goal of these discussions was to gather the required information to establish your relationship to the individual to whom the records relate. I must now explain to you formally that the records which you have requested relate to the personal information of another person. In order for your request to be considered in line with Section 37(8) of the Act, which is the relevant section here, and a copy of it is enclosed [or include the text here], you must provide us [or me] with ‘state issued’ identification or other records as listed below:
[enter the details of the state issued documents that are required in order to establish relationship e.g.: Passport, driving license, marriage certificate, death certificate, adoption paper, or evidence of co-habitation such as bills, joint accounts etc. or evidence of your standing with regard to the administration of an estate]   

In the event that you are unable to provide these records in the next 8 weeks [Insert Date] your request will be considered as a request for records which does not fall within the scope of Section 37(8) and we [or I] will proceed to a decision in this matter. 

In accordance with the FOI Act, I wish to offer further assistance to you with your request and should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 4 – No evidence of authorisation from the person to whom the records relate and offer to assist

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request seeking evidence of authorisation [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
We [or I] have had several discussions with you about the records you seek.  The goal of these discussions was to gather the required information to establish your authorisation from the individual to whom the records relate. I must now explain to you formally that the records which you are seeking relate to the personal information of another person, and in order for your request to be considered in line with the Act you must provide the consent of the individual to whom the records relate or you must be able to demonstrate that this consent is not required as you currently hold their legal authority. If you are providing consent this must be accompanied by a copy of signed ‘state issued’ identification for the person to whom the records relate. 

Please note, it may be required to contact the person to whom the records relate in order to discuss the consent and/or the records which are being sought and therefore current contact details must be provided for the person to whom the records relate.

In the event that you are unable to provide adequate consent or contact details your request may have to be refused on this basis.   
In accordance with the FOI Act, I wish to offer further assistance to you with your request and should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 5 – Insufficient evidence of authorisation where the information sought is sensitive from the person to whom the records relate and offer to assist

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request seeking sufficient evidence of authorisation [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
We [or I] have had several discussions with you about the records you seek.  The goal of these discussions was to gather the required information to establish your authorisation from the person to whom the records relate. I must now explain to you formally that the records which you are seeking relate to personal information of another person, and having regard to the request, the records in question are considered to hold exceptionally personal sensitive information.  While consent has been provided, I must draw your attention to the fact that having considered the type of records which you are seeking I consider that the consent required needs to be much more explicit, and must demonstrate that the person is aware of the nature of the records which may be disclosed as part of this request. When you are providing consent it must be accompanied by a copy of signed ‘state issued’ identification for the person to whom the records relate. 

Please note, it may be required to contact the person to whom the records relate in order to discuss the consent and/or the records which are being sought and therefore current contact details must be provided for the person to whom the records relate.
In the event that you are unable to provide adequate consent or contact details your request may have to be refused on this basis. 

In accordance with the FOI Act, I wish to offer further assistance to you with your request and should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 6 - Acknowledgement of FOI request  

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: Acknowledgement of FOI request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
The decision maker handling your request is [Insert Name] and they [or I] can be contacted at [Insert telephone number].  A final decision on your request would normally be sent to you within 4 weeks, where a week is defined as 5 working day excluding the weekend and public holidays. This means that you can expect a decision letter to issue not later than [Insert Date].
I wish to advise you that details of all non-personal FOI requests, and associated documents released will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
There are some limited situations under the FOI Act, where a final decision may take longer than 4 weeks.  If this occurs in the case of your request, we will advise you promptly in writing setting out the reason and the new decision date.

Section 27 of the Act, provides for the charging of fees in relation to costs associated with search, retrieval and copying of records. You will be advised shortly if any such fee applies in this case.

If you have not heard from us once the allotted time has expired, you are automatically entitled to appeal [Name of FOI Body] a review of the matter.  This review proceeds on the legal basis that the initial request is considered to be refused once the specified time for responding to it has expired.  The review is a full and new examination of the matter carried out by a more senior member of staff.

In the event that you need to request such a review, you can do so by writing to FOI Unit [Name of FOI Body and Address] or alternatively by sending an e-mail to [email address].You should state that you are seeking this review because an initial decision was not sent to you within the time allowed for a response. You have 4 weeks (after the initial decision should have been sent to you) in which to make the appeal. Consideration will be given to late applications in appropriate circumstances. 

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 7 - Acknowledgement of FOI request - part held by others 
[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: Acknowledgement of FOI request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
Some of the records, which you have sought, are not held by us but are held by another FOI Body.  These records are:  [Description of records].  

Unfortunately, we are unable to assist you further with this element of your request. However, we [or I] have detailed below, the address and contact details for the FOI body which hold these records:

[Name of FOI Officer]
[Address details FOI Unit of body that holds the records]
[Email or Telephone number for FOI Unit]

If you wish to seek access to the records held by the above, you will need to make a new and separate FOI request to the above.

As regards the records held by [Name of FOI Body], the decision maker handling your request is [Insert Name] and they [or I] can be contacted at [Insert telephone number].  A final decision on your request would normally be sent to you within 4 weeks, where a week is defined as 5 working day excluding the weekend and public holidays. This means that you can expect a decision letter to issue not later than [Insert Date].
I wish to advise you that details of all non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

There are some limited situations under the FOI Act, where a final decision may take longer than 4 weeks.  If this occurs in the case of your request, we will advise you promptly in writing setting out the reason and the new decision date.

Section 27 of the Act, provides for the charging of fees in relation to costs associated with search, retrieval and copying of records. You will be advised shortly if any such fee applies in this case.

If you have not heard from us once the allotted time has expired, you are automatically entitled to appeal [Name of FOI Body] a review of the matter.  This review proceeds on the legal basis that the initial request is considered to be refused once the specified time for responding to it has expired.  The review is a full and new examination of the matter carried out by a more senior member of staff.

In the event that you need to request such a review, you can do so by writing to FOI Unit [Name of FOI Body and Address] or alternatively by sending an e-mail to [email address].You should state that you are seeking this review because an initial decision was not sent to you within the time allowed for a response. You have 4 weeks (after the initial decision should have been sent to you) in which to make the appeal. Consideration will be given to late applications in appropriate circumstances. 

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 8 - Notice of transfer of FOI request

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: Notice of transfer of FOI request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
The [Name of FOI Body] does not hold the records which you have sought.  However, we have determined that these records are held by the FOI body named below:

[Name of FOI Officer]
[Address details FOI Unit of body that holds the records]
[Email or Telephone number for FOI unit]

We have transferred your FOI request to this body on [Insert date].  Should you have any queries or concerns, you can contact the FOI Officer detailed above. 
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 9 - Advice letter if more than one FOI body is involved

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, advice regarding more than one FOI body involvement [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
 [Name of FOI Body] does not hold the records which you have sought. However, we [or I] have determined that the records you are seeking are held by several other FOI bodies. We [or I] have transferred your request to the FOI officers named below on the basis that they are most closely related to the subject matter of the records and are the most appropriate FOI bodies, having regard to the details of your request. 

[Name of FOI Officer]
[Address details FOI Unit of body that holds the records]
[Email or Telephone number for FOI unit]

Should you have any queries or concerns, you can contact the FOI officers detailed above. 
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 10 - Request for search 
[Insert Date]

[Insert Name]

[Insert Address/department]
Re: FOI request to search for records [Insert reference number]
Dear [Insert Name]

The FOI Unit has received a Freedom of Information request, a copy of which is attached [or the relevant section is outlined below]. I am the delegated decision maker handling this request and as a first priority I must collate and examine all records which come within the scope of this request.

I would therefore request that you conduct a comprehensive search and forward to me any records in your possession which come within the scope of this request. If you are aware of records which are not held by you but which come within the scope of this request please inform me of same and where they might be located.
Please complete this search no later than [Insert Date]. 
I must remind you to search for both electronic and non-electronic records (including e-mails, spreadsheets etc.) and for records held on formal files, temporary folders or in any other manner.
I would appreciate if you could sign the attached search records template to confirm that you have complied with this request. It is important that this template is completed as it may be required as evidence should an appeal be made on this request to the Information Commissioner.

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 11 - Records cannot be located [s15(1)(a)]

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request - records cannot be located [Insert reference number]
Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by [Name of FOI Body].
[Quote request wording here]
A final decision was made on your request by [or Insert Name and title] on the [Insert Date]. I [they] may be contacted by telephone on [number] in order to answer any questions you may have, and to assist you generally in this matter.

As you know, we [or I] have discussed with you the records you are seeking and our difficulties in finding them.  I am sorry to inform you that we cannot locate the records and that I must therefore refuse your request.  As is explained below, this decision is made under Section 15(1)(a) of the Act. 

Section 15(1)(a) of the Act states that an FOI request may be refused if:

‘the record concerned does not exist or cannot be found after all reasonable steps to ascertain its whereabouts have been taken,’
1. Search efforts
[In the next paragraphs you should list the records policy, the searches that have been undertaken, where, when how and by whom, details of your discussions with staff of the body or with other organisations and where there is any documentation which will support this such as search sheets these should be included].

[Each set of circumstances will require a tailored response. Below is an example of how this should be set out:]
In an effort to locate the records that you are seeking I referred to the attached policy regarding the creation, destruction and storage of this type of record. 

This indicated to me that the records should have been created at the time of your interaction with [Name of FOI Body] and that a file would then have been registered. After a period of about 5 years if there was no activity on the file it would then have been transferred to off-site storage. 

The entry in the register was located and the relevant department was contacted in order to obtain the records, they located the entry for the file in question and subsequently attempted to locate the file. Unfortunately when they attempted to locate the file it was not found.

At this stage a number of staff from our records department undertook searches, we have a three search records policy which is attached and this was utilised in relation to the records searches. The search documentation is attached and shows the time that was spent searching and where was searched.

Having not been able to locate the records at this stage we spoke with the team who were in the area and would have originally created the file, they outlined that there was nothing in their files that would have indicated that the record was used post the date and that there was a record of it going to the records department on 1 May 2015.  Subsequent discussion with the records team indicated that they received the file on the 2 May 2015 and that this record was then listed, boxed and sent off site. 

The decision was then taken to look at any records which were in the records department at the same time. There was a considerable number of records in the Department and there were 15 boxes sent to offsite storage on the 2 May 2015.  Having discussed this with the records department and following our discussion by phone last week it was agreed that as a last effort we would search any boxes that were sent off site at the same time as the documents in question. 

Unfortunately I must inform you that we have undertaken these searches and the search documentation is attached, and we were unable to locate the records in question.

The above are the reasonable steps which we have taken to locate the records which you have sought.  We have not only given consideration to where the records are supposed to be but also to where they could be within reason. At this stage we [I] would be deciding after taking these steps that the records cannot be found. 
2. Decision

I have listed above the searches undertaken, and the results of those searches.  In accordance with the requirements of section 15(1)(a) I am satisfied that all reasonable steps have been taken to identify and locate the records requested. 

I am unable to locate the records concerned and must therefore refuse your request on this basis.

3. Rights of Review

In the event that you are unhappy with this decision you may seek a review of the decision by writing to the Freedom of Information Unit, [Insert address] seeking an internal review of the matter, referring to or enclosing a copy of this letter.[Insert for non-personal records - Please note, that a fee applies for such a review. The level of this has been set at €30 [€10] [delete as appropriate for medical card holder] and payment should be made by way of bank draft, money order or postal order, and made payable to [Insert details]. Should you wish to make payment by electronic means please contact [Insert name and contact details]. You should submit this within 4 weeks from the date of this notification, where a day is defined as a working day excluding the weekend and public holidays. The making of a late appeal may be permitted in appropriate circumstances. The review will involve a complete reconsideration of the matter by a more senior member of the staff of this body and the decision will be communicated to you within 3 weeks.

4. Publication 

Details of all non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 12 - Records do not exist [s15(1)(a)]

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request – decision letter [Insert reference number]

Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by this [Name of FOI Body].
[Quote request wording here]
A final decision was made on your request by myself [or Insert Name and title] on the [Insert Date]. I [they] may be contacted by telephone on [number] in order to answer any questions you may have, and to assist you generally in this matter.

As you know, we [or I] have discussed with you the records you are seeking and our difficulties in finding them.  I am sorry to inform you that we cannot locate the records and that I must therefore refuse your request.  As is explained below, this decision is made under section 15(1)(a) of the Act. 

Section 15(1)(a) of the Act states that an FOI request may be refused if:

‘the record concerned does not exist or cannot be found after all reasonable steps to ascertain its whereabouts have been taken’

1. Search efforts
[In the next paragraphs you should list the records policy, the searches that have been undertaken, where, when how and by whom, details of your discussions with staff of the body or with other organisations and where there is any documentation which will support this such as search sheets these should be included].

Each set of circumstances will require a tailored response. Below is an example of how this should be set out:

In an effort to locate the records that you are seeking I referred to the attached policy regarding the creation, destruction and storage of this type of record. This indicated to me that the records should have been created at the time of your interaction with [Name of FOI Body] in certain circumstances, it would appear that there was no requirement to create a file based on the interaction and this policy.

In our conversation of [Insert Date], I explained to you that my understanding was that this was the situation in relation to the records and following this we agreed that I would speak with the staff at the time in the area and ascertain whether as you believe they would have created a file. 

I have since spoken with [Insert number of staff] of the staff who were there at the time and they have confirmed that they would have followed the policy and only created a file as outlined in this policy, I therefore must inform you that the records that you are requesting do not exist.

2. Decision

I have listed above the searches undertaken, and the results of those searches.  In accordance with the requirements of section 15(1)(a) I am satisfied that all reasonable steps have been taken to identify and locate the records requested [or to identify any records in relation to your request as they do not exist]. I am unable to locate the records concerned and must therefore refuse your request on this basis.

3. Publication

Details of all non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

4. Rights of Review

In the event that you are not happy with this decision you may seek a review of this decision by writing to the Freedom of Information Unit, [Insert Address] seeking an internal review of the matter and referring to or enclosing a copy of this letter. [Insert for non-personal records - Please note that a fee applies for such a review. The level of this has been set at €30 [€10] [delete as appropriate for medical card holder] and payment should be made by way of bank draft, money order or postal order, and made payable to [Insert details]. Should you wish to make payment by electronic means please contact [Insert name and contact details]. You should submit this within 4 weeks from the date of this notification, where a day is defined as a working day excluding the weekend and public holidays. The making of a late appeal may be permitted in appropriate circumstances. The review will involve a complete reconsideration of the matter by a more senior member of the staff of this body and the decision will be communicated to you within 3 weeks.

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 13 - Letter informing requester of extension of time

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, extension of timeline [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, for records held by [Name of FOI Body]. I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

I am now writing to advise you that it is necessary to extend the period for consideration of your request by [x weeks]. The Act allows for the extension of time, by up to four weeks in certain circumstances as specified in Section 14(1) as follows:-

(a)  If the request relates to such number of records, or

(c)  If the number of other FOI requests relating either to the record or records to which the  specified request relates or to information corresponding to that to which the specified request relates or to both that have been made to the FOI body concerned before the specified request was made to it and in relation to which a decision under section 13 has not been made is such,

that compliance with that subsection within the period specified therein is not reasonably possible.
In relation to your request the decision to extend the timeline has been made as provided for in Section 14(1)(a) or (b) as [Insert a text explaining the reasons]
This means that you can now expect to receive your decision by [Insert Date].

In the event that you are unhappy with this decision to extent the timeline you may appeal the decision by writing to the Information Commissioner.

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2. 
D02 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
You should state that you are are seeking a review of the matter and provide a copy of this letter.[Insert for non-personal records -  Please note, that a fee applies for such an appeal. The level of this has been set at €50 and €15 for a medical card holder. Payment should be made by way of bank draft, money order, postal order or personal cheque and made payable to [Insert Details] should you wish to make payment by electronic means please contact the Office of the Information Commissioner directly] . 

You should make your appeal within 2 weeks from the date of this notification, where a day is defined as a working day excluding the weekend and public holidays. The making of a late appeal may be permitted in appropriate circumstances. If an appeal is made by you and accepted by the Information Commissioner, they will fully investigate and consider the matter and issue a fresh decision.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template 14 – Notification of estimation of fees and they are below the minimum
[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, estimation of fees [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, for records held by [Name of FOI Body].I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

The Act allows for the charging of fees in certain circumstances and this is set out in section 27 of the Act, a copy of which is enclosed [or include the text here].

I am now writing to you to advise you of the costs of your request. The Act allows for the charging of search, retrieval and copying of records which are within the scope of your request, from within this body as set out in Section 27(2) and (3).
After careful consideration and consultations, I estimate that the services of [x] staff member(s) for [y] hours will be the minimum amount of time required to efficiently complete the 'search and retrieval and copying' work on your request.  The prescribed amount chargeable for each such hour is €20.00 resulting in an overall fee of € [less than €101 - insert appropriate amount]  

The estimated cost of your request is therefore under the appropriate minimum amount provided for in Section 27(3)(d) of the Act. There will therefore be no charges in relation to your request and this request is currently being processed. 

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 15 – Notification of fees that are within the range for payment and require a deposit

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request – deposit request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, for records held by [Name of FOI Body]. I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

The Act allows for the charging of fees in certain circumstances, and this is set out in Section 27 of the Act, a copy of which is enclosed [or include the text here]. I am now writing to advise you of the costs of your request as set out in Section 27(2) and (3).
After careful consideration and consultations, I estimate that the services of [x] staff member(s) for [y] hours will be the minimum amount of time required to efficiently complete the 'search and retrieval' work on your request.  The prescribed amount chargeable for each such hour is €20.00 resulting in an overall fee of [€x] 

The estimated cost of your request is within the range set out in the Act where fees are payable. I am therefore required to notify you of this estimate [€x] and the deposit of [€x] which will be required in this regard representing at least 20% of the estimated search, retrieval and copying. Payment should be made by way of bank draft, money order, postal order or personal cheque, and made payable to [Insert details]. Should you wish to make payment by electronic means please contact [Insert FOI Body contact details]. 

The actual 'search and retrieval and copying' work to be carried out will not commence until the deposit is paid, and the final amount that you pay will be based on the actual work undertaken in relation to the records which are released to you.  Incorporated in this final charge will be the cost of any copying of records at the prescribed rate.  In the event that the final amount is less than the deposit which you have paid you will be refunded the excess.

You should also note that this notice suspends the running of the time limit for our final decision on your request for access to the records. That time limit will commence running again only if and when the deposit is paid. 

Please let me know if you wish to explore possible amendments to your request which might reduce or eliminate the deposit and/or fee in this matter.  

A separate course open to you now is to seek a review of this decision to impose the stated deposit and fee. This request can be made in writing to the Freedom of Information Unit [Insert FOI Body contact details] or alternatively by sending an e-mail to [Insert address]. In that event, you would normally have 4 weeks from receipt of this notification in which to make a request for a review. We will, however, allow the request for a review to be made late in appropriate circumstances. It would assist us if your letter referred to the present letter and stated the reasons as to why you are seeking the review.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 16 – Notification of estimation of fees that exceed the overall ceiling limit – refine or decline

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, estimation of fee above ceiling, request to refine request or the request as stands will be refused. [Insert reference number]
Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by this [Name of FOI Body].  I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

The act allows for the charging of fees in certain circumstances, and this is set out in Section 27 of the Act; a copy of which is enclosed [or include the text here].

I am now writing to you to advise you of the costs of your request. The Act allows for the charging of search, retrieval and copying of records which are within the scope of your request. After careful consideration and consultations, I estimate that the services of [x] staff member(s) for [y] hours will be the minimum amount of time required to efficiently complete the 'search and retrieval' work on your request.  The prescribed amount chargeable for each such hour is €20.00 resulting in an overall fee of [€x], exclusive of copying charges.
The estimated cost of your request is, therefore, in excess of the overall ceiling limit  which currently stands at €700.  On that basis, I am proposing to refuse to process your request unless it can be refined so that the estimated cost of search, retrieval and copying cost falls below the overall ceiling limit.  I would be happy to assist you refine your request.  If you would like to contact me we can discuss this.

If, following our discussions, you agree to refine your request so that the estimated search, retrieval and copying charges (SRC) are less than the overall ceiling limit of €700, you will be required to pay a deposit of not less than 20% of the maximum amount for SRC this currently stands at €500, therefore a deposit of €100 will be required. 

The actual search and retrieval work to be carried out will not commence until you have refined your request as required and the deposit has been paid.  No deposit should be paid until the text of the refined request has been agreed and relevant SRC has been calculated.

The final cost of processing your request will be based on the actual amount of work undertaken in relation to records released to you.  Incorporated in this final charge will be the cost of any copying of records at the prescribed rate.  Should the final amount be less than the deposit which you have paid you will be refunded the excess.

You should also note that this letter suspends the time limit for a final decision on your request for access to the records. The time limit will recommence if and when your request is refined so that the estimated search, retrieval and copying fee is less than the overall ceiling limit and the relevant deposit is paid.  In the event that we are unable to agree an appropriate refinement of the scope of your request, then I will be unable to process your request and in line with Section 27(12)(a)(iii), your request will be refused. 

A separate course is open to you, which is to appeal the decision to impose the stated deposit and fee.  This appeal can be made in writing to the Freedom of Information Unit [Insert address] or alternatively by sending an e-mail to [Insert address]. In that event, you would normally have 4 weeks from receipt of this notification in which to make the appeal. We will, however, allow the appeal to be made late in certain circumstances. It would assist greatly, if in your letter of appeal you refer to this letter and stated the reasons for your appeal.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 17 – Notification of estimation of fees that over the maximum – refine or pay full fee
[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, estimation of fee above ceiling, request to refine request or pay full fee.   [Insert reference number]
Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by this [Name of FOI Body].  I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

The Act allows for the charging of fees in certain circumstances, and this is set out in Section 27 of the Act, a copy of which is enclosed [or include the text here].

I am now writing to you to advise you of the costs of your request. The Act allows for the charging of search and retrieval of records which are within the scope of your request as set out in Section 27(2) and (3).
After careful consideration and consultations, I estimate that the services of [x] staff member(s) for [y] hours will be the minimum amount of time required to efficiently complete the 'search and retrieval' work on your request.  The prescribed amount chargeable for each such hour is €20.00 resulting in an overall fee of [€x], exclusive of copying charges.
The estimated cost of your request is in excess of the overall ceiling limit provided for in Section 27(12) which currently stands at €700.  On that basis, I am proposing to refuse to process your request unless it can be amended or limited so that the estimated cost of search, retrieval and copying is below the overall ceiling limit.  I am happy to assist you in amending or limiting the request in order to reduce the charges below the ceiling limit.  In the event that we are able to amend or limit your request to bring it under the maximum ceiling limit, your request will be processed and the date of a decision will be adjusted to take account of the number of days from the notice of this letter to the agreement on the refinement of the request. 

[Where the FOI Body decides to proceed with a request over the ceiling limit the following text should also be included]

[We have decided however to process your request in line with Section 27(12)(a)(iv), you will be obliged to pay the full amount of the actual search and retrieval costs. The actual costs will be calculated on the hours spent in search and retrieval and may also include a fee for the copying of any documentation as prescribed, this will also take account of the documentation released.]  

Please note that the decision date will be adjusted to take account of the days from the issuing of this letter to the date of the payment of a deposit upon agreement on how to proceed.

A separate course open to you now is to appeal this decision to impose the stated deposit and fee. This appeal can be made in writing to the Freedom of Information Unit [Insert address] or alternatively by sending an e-mail to [Insert address]. In that event, you would normally have 4 weeks from receipt of this notification in which to make the appeal, where a day is defined as a working day excluding, the weekend and public holidays. We will, however, allow the appeal to be made late in appropriate circumstances. It would assist if your letter of appeal referred to the present letter and stated the reasons for your appeal.
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]
[Insert Title]
Sample Template Letter 18 - Receipt for deposit received

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, Receipt for deposit [Insert reference number]
Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by this [Name of FOI Body].  I also refer to my letter dated [Insert date date] relating to the amount of the deposit and fees to be paid in relation to your request.

I hereby acknowledge receipt of the amount of [€x] being the amount of the deposit specified in my letter to you.  The deposit was received in this office on [Insert Date].  The period allowed to this body for handling your request, which was suspended pending payment of the deposit, has commenced running from that date. The 'search and retrieval' work to be carried out will now commence and you can expect to receive your decision by [Insert New Date].
I also wish to advise you that all non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 19 - Receipt for final fee

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, receipt of final fee [Insert reference number]
Dear [Insert Name]

I refer to the request which you have made under the Freedom of Information Act 2014 for records held by this [Name of FOI Body].  I also refer to my letter dated [Insert Date] relating to the amount of the fees to be paid in relation to your request.

I hereby acknowledge receipt of the amount of [€-Amount Received] being the final fee in relation to your request.
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 20 - Required consultation with third party

[Insert Date]

[Insert Third Parties Name]

[Insert Third Parties Address]

Re: FOI request - consultation process [Insert reference number]

Dear [Insert Name]

I am writing to you in connection with the Freedom of Information Act 2014.

A request under the FOI Act has been made to [Name of FOI Body] for access to certain records.  Included in those records is material that contains [Delete as appropriate] your personal information/ your commercially sensitive information/ confidential information which was supplied to us by you. The records relevant to your interests have been copied, scheduled and are attached. 
I am the decision maker assigned to this request and in reviewing this request I am required, under Section 38 of the Act, in certain instances to consult with the third party to whom the records relate. The records attached are being considered in line with [Delete as appropriate] Section 35 Information Obtained in Confidence, Section 36 Commercially Sensitive Information, Section 37 Personal Information which I have attached along with Section 2 of the Act, which provides definitions that you may require when considering this request.

Each of these sections requires that a ‘public interest’ test be undertaken to consider whether these records should be released in the public interest. Essentially this means that we have to consider whether the ‘public interest’ would be better served by the release of this information than the withholding of this information under these sections. (Further information in relation to the operation of this Act and the ‘public interest’ test is available at www.foi.gov.ie)

At this stage I would ask you to review these records and if you have no objections to the release of this material, please contact me at [Insert telephone number and email address]. 

If you believe this information should not be released, you are entitled under Section 38 Act to make submissions to [Name of FOI Body] about access to the records.   Your submissions must be made within 15 working days of the receipt of this letter.

My preliminary view in this matter is that the ‘public interest’ would on balance be better served by granting the requester this information than refusing it. I have considered many factors in arriving at this decision and the details of these are outlined below, [Insert the Public Interest case]

If you have concerns about the possible release of this information in the public interest, you may send your views in writing on the matter to me at the above address.  

Your letter of reply should be as detailed as possible, giving a careful account of:
1. how, in your view, disclosure would be harmful to the public interest
2. how disclosure of the records would be harmful to your interests – please note that you are required to provide evidence to support this, it cannot simply be a case that you would propose that there may be an adverse effect to your interest. The effect must be something that can be clearly seen as a possible event
3. any evidence or other supporting arguments in support of your views

You may refer to the relevant section(s) of the Act enclosed to support your views.  You may also refer to any other consequences of release of the records in question which you believe would be harmful or prejudicial to your interests. To assist me as the FOI decision maker, please give as much detail as possible in your reply. 

Should you choose to make submissions on this matter, your views will be carefully considered before I reach a final decision on this matter.  You will be notified in due course of the decision. 

If, having fully considered your views, [Name of FOI Body] is of the opinion that the records should be released in the public interest; you will be advised of your right to appeal that decision to the independent Office of the Information Commissioner.  In that event, I will send you further details on the appeal procedure. No records will be released without your consent before you have had an opportunity to make such an appeal to the Information Commissioner. 

I also wish to advise you that details of all non-personal FOI requests, will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you have any queries on this correspondence or need assistance in responding, please feel free to contact me at [Insert telephone number and email address]
Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 21 - Letter to requester informing of third party involvement

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, third party consultation requirement [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, for records held by [Name of FOI Body]. I refer also to the acknowledgement of your request which was sent to you on [Enter the date of the acknowledgement letter].

I am now writing to you to advise that some of the requested records may affect the interests of third parties. At present, we are considering if it is in the public interest to release these records.

In these circumstances we are required to advise the third parties of your request and to provide them with an opportunity to make a submission to us about access to the material concerned.  The third parties have 3 weeks from receipt of our notification to make a submission on the records under consideration for release. 
[Name of FOI Body] then have 2 weeks from receipt of submissions to make a decision in relation to the records at issue.  Should we decide to release the records, we must inform the third parties and if this is at odds with the third parties views on the matter they may appeal our decision to the Information Commissioner. We will contact you in due course should this occur. 

In the event that the third party view is the same as [Name of FOI Body] the decision will issue to you within the timeframe indicated.  
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 22 - Advice to third party of decision (refused) / appeal rights

[Insert Date]

[Insert Third Parties Name]

[Insert Third Parties Address]

Re: FOI request – consultation process, decision [Insert reference number]
Dear [Insert Name]

I refer to the Freedom of Information Act 2014 and my correspondence to you of [Insert Date] and to your submissions to [Name of FOI Body], dated [Insert date] and received on [Insert Date].

Having considered the information and the content of your submissions we have now formally refused to grant the requester access to the records identified as affecting your interests.  The requester has the right to appeal this decision to the Information Commissioner.  If this occurs you will be notified and given a further opportunity to make submissions. The Information Commissioner will take these into account in forming his views on the matter.
All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 23 - Advice to third party of decision (granted) / appeal rights

[Insert Date]

[Insert Third Parties Name]

[Insert Third Parties Address]

Re: FOI request consultation process, decision [Insert reference number]
Dear [Insert Name]

I refer to the Freedom of Information Act 2014 and my correspondence to you of [Insert Date] and to your submissions to [Name of FOI Body], dated [Insert Date] and received on [Insert Date].

Having considered the records within the scope of this request and having regard to the submissions which you have made in relation to these records, we have now formally decided to grant the requester access to the records identified as affecting your interests.  However, before the requester is allowed to access these records, we are legally required to inform you of your right to appeal against our decision and to enable you to exercise this right.

You may appeal this decision by writing to the Information Commissioner at 18 Lower Leeson Street, Dublin 2, D02 HE97. There is a fee of €15 in respect of such an appeal. If you wish to appeal, you must do so not later than 2 weeks from the date of this notification where a day is defined as a working day excluding, the weekend and public holidays. Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy. 

If an appeal is made by you, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision. While the appeal is pending, the records identified as affecting your interests will not be disclosed to the requester.

If no appeal is made by you within 2 weeks, the records identified as affecting your interests will then be disclosed to the requester in accordance with the decision of this body. If you decide to submit and appeal to the Information Commissioner I would appreciate if you could copy me on this so that I am aware that you have submitted this.
All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 24 - to requester granting request – personal no fee required.

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, granting request [Insert reference number]
I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to grant your request on [Insert Date].  
You have sought access to the records by means of [photocopies] and I consider this an appropriate form of access in this case. Accordingly, a copy of the records is now enclosed including a copy of the schedule to these records. [or the schedule of these records is now enclosed and the records will be made available to you on [insert date] for collection] 

In the event that you are not happy with this decision you can make an appeal in relation to this matter, you can do so by writing to the Freedom of Information Unit, [Insert address] or by e-mail to [Insert address].  You should make your appeal within 4 weeks (20 working days) from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays, however, the making of a late appeal may be permitted in appropriate circumstances. 
The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

[Where third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ .

In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 25 - Letter to requester granting request – fee balance to be paid involved.

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, granting request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to grant your request on [Insert Date].  
You have sought access to the records by means of [photocopies] and I consider this an appropriate form of access in this case. I wrote to you in relation to an estimation of the fees that were involved in your request and I am now writing to you to advise you that the final cost is [€x].

The records will be made available to you on payment of a fee in the amount of € [euro amount] this amount is calculated on the following basis, [no. of hours] hours of staff time to locate and draw together the records covered by your request (at €20.00 per hour,) and 4 cents for each page of photocopying (there are [number] such copies to be released to you), please note that the search and retrieval is based on the records which have been released to you.  Your deposit was paid to the value of [€x] and therefore the balance remaining in this regard is [€x]

Payment should be made by way of Bank Draft, Money Order, Postal Order or personal cheque made payable to [Insert name] if you wish to make an electronic payment please contact [Insert department or name and contact number] in this regard. The payment should be forwarded to the undersigned at your earliest opportunity.
The photocopied records will be sent to you within 1 week of the date of receipt of payment, where a day is defined as a working day excluding, the weekend and public holidays.

Should you wish to pay the fee, you must do so within 8 weeks of the date on which you received this letter. We are obliged to hold the records ready for only 8 weeks for possible access by you.

Should you not agree that the above fee is appropriate, you may make an appeal on this point.  A copy of section 27 of the FOI Act is enclosed for your reference [or insert the text]. This Section of the Act details the fee requirements, there is no fee required in relation to this appeal. You can do so by writing to the Freedom of Information Unit, [Insert address] or by e-mail to [Insert address].  You should make your appeal within 4 weeks (20 working days) from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays, however, the making of a late appeal may be permitted in appropriate circumstances. In relation to an appeal regarding this decision there is a fee payable in the amount of [€x]

The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of [Name of FOI Body]..

[Where third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ .

Should you wish to make an ‘application for review’ in writing, please use the details below:
The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 26 - Letter to requester granting request – fee refund involved.

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, granting request and refunding fee [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to grant your request on [Insert Date].  
You have sought access to the records by means of [photocopies] and I consider this an appropriate form of access in this case. I wrote to you in relation to an estimation of the fees that were involved in your request and I am now writing to you to advise you that the final cost is [€x].

This amount is less than the deposit which was paid by you initially which was [€x] and accordingly, a copy of the records is now enclosed including a copy of the schedule to these records. [or the schedule of these records is now enclosed and the records will be made available to you on [insert date] for collection].  Also enclosed is the amount of [€x] which is the refund due to you in this matter.
This amount is calculated on the following  basis, [no. of hours] hours of staff time to locate and draw together the records covered by your request (at €20.00 per hour,) and 4 cents for each page of photocopying (there are [number] such copies to be released to you).  Your deposit was paid to the value of [€x] and therefore the balance remaining in this regard is [€x]

In the event that you are not happy with this decision you can make and appeal in relation to this matter, you can do so by writing to the Freedom of Information Unit, [Insert address] or by e-mail to [Insert address].  You should make your appeal within 4 weeks (20 working days) from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays, however, the making of a late appeal may be permitted in appropriate circumstances. In relation to an appeal regarding this decision there is a fee payable in the amount of [€x]

The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

[Where third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ . 

In the event that you need to make an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 27 - Letter to requester refusing request- fee involved
[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, refusing request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to refuse your request on [Insert Date].  
The purpose of this letter is to explain that decision.  This explanation has the following parts:

1.
a schedule of all of the records covered by your request;

2. 
an explanation of the relevant findings concerning the records to which access is denied, and

3. 
a statement of how you can appeal this decision should you wish to do so.

This letter addresses each of these three parts in turn.

1.  Schedule of records

A schedule is enclosed with this letter, it shows the documents that this body considers relevant to your request.  It describes each document and refers to the sections of the FOI Act which apply to prevent release.  The schedule also refers you to sections of the detailed explanation given under heading 2 below, which are relevant to the document in question.  It also gives you a summary and overview of the decision as a whole.

2. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant, outline the public interest considerations. This should be in plain english and understandable to someone not familiar with the Act. The paragraph should also provide them with the details that they would need to consider when making an appeal.]
3. Rights of appeal

In the event that you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact details]. Your correspondence should include a fee of €30 [€10] [delete as appropriate for medical card holder] for processing the appeal. Payment should be made by way of bank draft, money order, postal order or personal cheque made payable to [Insert Details] if you wish to make payment by electronic means please contact [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

[Where third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ .

In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.
4. Publication 

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 28 - Letter to requester refusing request- no fee involved

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request refusing request [Insert reference number]
Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to refuse your request on [Insert Date].  
The purpose of this letter is to explain that decision. This explanation has the following parts:
1.
a schedule of all of the records covered by your request;

2. 
an explanation of the relevant findings concerning the records to which access is denied, and

3. 
a statement of how you can appeal this decision should you wish to do so.

This letter addresses each of these three parts in turn.

1.  Schedule of records

A schedule is enclosed with this letter, it shows the documents that [Name of FOI Body] considers relevant to your request.  It describes each document and refers to the sections of the FOI Act which apply to prevent release.  The schedule also refers you to sections of the detailed explanation given under heading 2 below, which are relevant to the document in question.  It also gives you a summary and overview of the decision as a whole.

2. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the details that they would need to consider when making an appeal.]
3. Rights of appeal

[Personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of [Name of FOI Body].

Or 

[Non personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. Your correspondence should include a fee of €30 [€10] [delete as appropriate for medical card holder] for processing the appeal. Payment should be made by way of bank draft, money order, postal order or personal cheque made payable to [Insert Details] if you wish to make payment by electronic means please contact [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

Or 

[Where Third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-For-Review/Fees-Payable/ .

In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

4. Publication 

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
Should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 29 - Letter to requester part granting request – fee involved

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]
Re: FOI request, part granting request – fee involved [Insert reference number]
Dear [Insert Name]
I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to refuse your request on [Insert Date].  
The purpose of this letter is to explain that decision.  This explanation has the following parts:

1.
a schedule of all of the records covered by your request;

2. 
an explanation of the relevant findings concerning the records to which access is denied, and

3. 
a statement of how you can appeal this decision should you wish to do so.

This letter addresses each of these three parts in turn.

1.  Schedule of records

A schedule is enclosed with this letter, it shows the documents that [Name of FOI Body] considers relevant to your request.  It describes each document and refers to the sections of the FOI Act which apply to prevent release.  The schedule also refers you to sections of the detailed explanation given under heading 2 below, which are relevant to the document in question.  It also gives you a summary and overview of the decision as a whole.

2. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.
[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal.]

3. Rights of appeal

[Personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of [Name of FOI Body].

Or 

[Non personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. Your correspondence should include a fee of €30 [€10] [delete as appropriate for medical card holder] for processing the appeal. Payment should be made by way of bank draft, money order, postal order or personal cheque made payable to [Insert Details] if you wish to make payment by electronic means please contact [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

Or 

[Where Third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from the date of this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ . 

In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

4. Publication 

All non-personal FOI requests, will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]
Sample Template Letter 30 - Letter to requester part granting request – no fee

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request, part granting request [Insert reference number]
Dear [Insert Name]
I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:
[Quote request wording here]
I, [Insert name and title] have now made a final decision to refuse your request on [Insert Date].  
The purpose of this letter is to explain that decision.  This explanation has the following parts:

1.
a schedule of all of the records covered by your request;

2. 
an explanation of the relevant findings concerning the records to which access is denied, and

3. 
a statement of how you can appeal this decision should you wish to do so.

This letter addresses each of these three parts in turn.

1.  Schedule of records

A schedule is enclosed with this letter, it shows the documents that [Name of FOI Body] considers relevant to your request.  It describes each document and refers to the sections of the FOI Act which apply to prevent release.  The schedule also refers you to sections of the detailed explanation given under heading 2 below, which are relevant to the document in question.  It also gives you a summary and overview of the decision as a whole.

2. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.
[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal.]
3. Rights of appeal

[Personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of [Name of FOI Body].

Or 

[Non personal information – use the following text]

If you are unhappy with this decision you may appeal it. In the event that you need to make such an appeal, you can do so by writing to the Freedom of Information Unit, [Insert Contact Details] or by e-mail to [Insert Contact Details]. Your correspondence should include a fee of €30 [€10] [delete as appropriate for medical card holder] for processing the appeal. Payment should be made by way of bank draft, money order, postal order or personal cheque made payable to [Insert Details] if you wish to make payment by electronic means please contact [Insert Contact Details]. You should make your appeal within 4 weeks from the date of this notification, where a day is defined as a working day excluding, the weekend and public holidays. However, the making of a late appeal may be permitted in appropriate circumstances. The appeal will involve a complete reconsideration of the matter by a more senior member of the staff of this body.

Or 

[Where Third Party consultation has occurred – use the following text rather than the appeal process above]
In the event that you are not happy with this decision you may make an ‘application for review’ of this decision to the Information Commissioner no later than 2 weeks from this notification. There is a fee of €15 and payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ . 

In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Should you write to the Information Commissioner making an appeal, please either refer to this letter or enclose a copy.

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

4. Publication 
All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].
Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 31 - Acknowledgement of receipt of appeal 

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request, acknowledgement of receipt of appeal [Insert reference number]

Dear [Insert Name]

I refer to your request dated [Insert Date] made under the Freedom of Information Act 2014, which was received on [Insert Date] for records held by [Name of FOI Body]. Your request sought:

[Quote request wording here]

Your letter, seeking a review of the decision in relation to you request for records, dated [Insert Date] was received by this office on [Insert Date].
A final decision on your appeal will be sent to you within 3 weeks of receipt of your appeal, minimum amount of time required to efficiently complete the 'search and retrieval' work on your request.  This means that you can expect to receive a new decision on your request by [Insert Date].  

In accordance with Section 19 of the Act where notice of the decision is not given within the appropriate timeframe you are automatically entitled to appeal to the Information Commissioner for a review of the matter.  This review proceeds on the legal basis that the original decision is considered to be affirmed on review once the specified time for responding to it has expired. An ‘application for review’ should be made no later than 6 months from the date of this notification. In your application for review you should state that you are appealing because a review decision was not made within the time permitted. There is a fee of €50 and €15 [delete as appropriate for medical card holder]. Payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. 

Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ .

Should you wish to make such an ‘applications for review’ in writing, please use the details below:
The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97
Alternatively you may appeal using the Information Commissioner’s on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an application for review’ is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Publication 

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address].

Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 32 - internal review - original decision affirmed

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request, original decision affirmed [Insert reference number]
Dear [Insert Name]

I refer to the appeal which you made under the Freedom of Information Acts 2014 and my acknowledgement letter dated [Insert Date].

I am a more senior member of staff in [Name of FOI Body], than the original decision maker in this case.  I have decided today [Insert Date], to affirm the original decision made in relation to your request.  This review of your request is an entirely new and separate decision, and is explained as such below.  

[Some reference to the differences between this decision and the previous one may be necessary.  This should, however, not be allowed to diminish the importance of the review decision being a ‘fresh’ rather than a ‘perfunctory’ one.  This pro forma assumes that the appeal is not in relation to the form of access or the fee to be paid.] 

Your original request, sought access to the following records [insert original request text], in arriving at this decision I have had regard to the original request the records which were located as part of that request and the appeal letter which you submitted in this regard.

I enclose for your attention a schedule of these records, this schedule summaries my findings and refers you to the latter part of this letter for a further explanation. 

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal.]
Having regard to the aforementioned I have decided to affirm the decision made by the original decision maker in relation to your request and I have enclosed again for your attention a copy of the relevant sections of the Act which this decision relies on.

[Non Personal information – use the following text]

You may make an ‘application for review’ of this decision to the Information Commissioner no later than 6 months from the date of this notification. There is a fee of €50 [€15] [delete as appropriate for medical card holder]. Payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’.

Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ . 

Should you wish to make such an ‘application for review’ in writing, please use the details below:

Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Or 

[Personal information – use the following text]

You may appeal this decision by writing to the Information Commissioner. If you wish to make an ‘application for review’ of this decision, you must usually do so not later than 6 months from the date of this notification. Should you wish to make such an ‘application for review’ in writing, please use the details below:

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Details of non-personal FOI requests, will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.
Yours sincerely,

[Insert Name]

[Insert Title]

Sample Template Letter 33 - Sample advice of internal review - original decision varied or annulled with no fee

[Insert Date]

[Insert Requester Name]

[Insert Requester Address]

Re: FOI request, advice of internal review original decision varied or annulled [Insert reference number]

Dear [Insert Name]

I refer to the appeal which you made under the Freedom of Information Act 2014, dated [Insert Date] and received on [Insert Date] seeking a review of the earlier decision of this body dated [Insert Date].

I am a more senior member of staff in [Name of FOI Body], than the original decision maker in this case.  I have decided today [Insert Date], to vary/annul the original decision made in relation to your request.  This review of your request is an entirely new and separate decision, and is explained as such below.  

[Some reference to the differences between this decision and the previous one may be necessary. This should, however, not be allowed to diminish the importance of the review decision being a ‘fresh’ rather than a ‘perfunctory’ one.  This pro forma assumes that the appeal is not in relation to the form of access or the fee to be paid.] 

Your original request, sought access to the following records [insert original request text], in arriving at this decision I have had regard to the original request the records which were located as part of that request and the appeal letter which you submitted in this regard.

I enclose for your attention a schedule of these records, this schedule summaries my findings and refers you to the latter part of this letter for a further explanation. 

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal.]
2. Access Arrangements

You have sought access to the records by means of [outline access type e.g. photocopies], and I consider this an appropriate form of access in this case.  Accordingly, the records described as granted or part granted are now enclosed.

3. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal and should identify for the requester areas where the decision has been annulled or varied from the original decision (it is recommended that an additional column would be added to the original schedule for ease of reference for the requester).]

4. Rights of appeal

[Personal information – use the following text]

You may make an ‘application for review’ of this decision to the Information Commissioner no later than 6 months from the date of this notification. There is a fee of €50 [€15] [delete as appropriate for medical card holder] for non-personal appeals, other than appeals against a decision to impose a fee. Payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/
Should you wish to make such an ‘application for review’ in writing, please use the details below:

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97
Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Or 

[Non Personal information – use the following text]

You may make an ‘application for review’ of this decision to the Information Commissioner no later than 6 months from the date of this notification. There is a fee of €50 [€15] [delete as appropriate for medical card holder]. Payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/ . 

Should you wish to make an ‘application for review’ in writing, please use the details below:

The Office of the Information Commissioner,

18 Lower Leeson Street,

Dublin, 2.

DO2 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

5. Publication 

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Should you wish to discuss the above, please contact me at [Insert telephone number and email address]

Yours sincerely,

[Insert Name]
[Insert Title]

Sample Template Letter 34 - Sample advice of internal review - original decision varied or annulled with fee

[Insert Date]

[Insert Requester Name]
[Insert Requester Address]

Re: FOI request, internal review - original decision varied or annulled [Insert reference number]

I refer to the appeal which you made under the Freedom of Information Act 2014, dated [Insert Date] and received on [Insert Date] seeking a review of the earlier decision of this body dated [insert date].

I am a more senior member of staff in [Name of FOI Body], than the original decision maker in this case.  I have decided today [Insert Date], to vary/annul the original decision made in relation to your request.  This review of your request is an entirely new and separate decision, and is explained as such below.  

[Some reference to the differences between this decision and the previous one may be necessary.  This should, however, not be allowed to diminish the importance of the review decision being a ‘fresh’ rather than a ‘perfunctory’ one.  This pro forma assumes that the appeal is not in relation to the form of access or the fee to be paid.] 
Your original request, sought access to the following records [insert original request text], in arriving at this decision I have had regard to the original request the records which were located as part of that request and the appeal letter which you submitted in this regard.

I enclose for your attention a schedule of these records, this schedule summaries my findings and refers you to the latter part of this letter for a further explanation. 

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal.]

2. Access Arrangements

You have sought access to the records by means of [photocopies] and I consider this an appropriate form of access in this case. The records described as granted or part granted will be made available to you upon payment of the outstanding fee. The actual fee is [€x] which amount is calculated on this basis [no. of hours] hours of staff time to locate and draw together the records covered by your request at €20.00 per hour, and 0.4 cents for each page of photocopying (there are [no of copies] such copies to be released to you). Please note that the search and retrieval and copy cost (SRC) cost has been based on the records which are being released to you.

Payment should be made by way of Bank Draft, Money Order, Postal Order or personal cheque made payable to [Insert contact Details] if you wish to make payment electronically please contact [Insert Contact Details]. The payment should be forwarded to the FOI Unit of the [Name and address of FOI Body], at your earliest opportunity. Should you wish to pay the SRC fee, you must do so within 8 weeks of the date on which you received this letter. [Name of FOI Body] is obliged to hold the records ready for only 8 weeks for possible access by you.

The photocopied records will be sent to you within one week of the date that the above payment is received by [Name of FOI Body], where a day is defined as a working day excluding, the weekend and public holidays.  

Should you not agree that the above fee is appropriate, you may make an appeal on this point.  A copy of section 27 of the FOI Act which outlines fee requirements, is enclosed for your reference [or insert the text].  There is no fee required in relation to making such an appeal. Details of where to make this appeal are outlined below.

3. Findings, particulars and reasons for decisions to deny access

The sections of the Act which can apply to deny access to documents are known as its exemption provisions.

[In this paragraph you should include a reference to records(s) on the schedule or the class of records(s) on the schedule to which the argument applies, you should also set out the reason(s) for considering why the record(s) should be looked at in light of the exemption and where relevant outline the public interest considerations. This should be in plain English and understandable to someone not familiar with the Act. The paragraph should also provide them with the detail that they would need to consider when making an appeal and should identify for the requester areas where the decision has been annulled or varied from the original decision (it is recommended that an additional column would be added to the original schedule for ease of reference for the requester).]

4. Rights of appeal

[Non-personal– use the following text]

You may make an ‘application for review’ of this decision to the Information Commissioner no later than 6 months from the date of this notification. There is a fee of €50 [€15] [delete as appropriate for medical card holder]. Payment should be made by way of bank draft, money order, postal order or personal cheque: crossed and made payable to the ‘Office of the Information Commissioner’. Alternatively you can make payment on-line which can be located at: https://www.oic.gov.ie/en/Apply-for-Review/Fees-Payable/
In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Or 

[Personal – use the following text]

You may appeal this decision by writing to the Information Commissioner. If you wish to make an ‘applications for review’ of this decision, you must usually do so not later than 6 months from the date of this notification. In the event that you need to make such an ‘application for review’ you can do so by writing to:

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

Or 

[Insert for appeal related to fee – use the following text]

You may appeal the fee decision by writing to the Information Commissioner. If you wish to make an ‘application for review’ of this decision, you must usually do so not later than 2 weeks from the date of this notification. In the event that you need to make such an ‘applications for review’ you can do so by writing to:

The Office of the Information Commissioner 

18 Lower Leeson Street, 

Dublin 2,

D02 HE97

Alternatively you may appeal using the Office of the Information Commissioner on-line application form which can be located at:

https://www.oic.gov.ie/en/apply-for-review/apply-for-review-online/
If an appeal is made by you and accepted, the Information Commissioner will fully investigate and consider the matter and issue a fresh decision.

All non-personal FOI requests will be recorded on an FOI disclosure log which will be published on the [Name of FOI Body] website in due course.

Yours sincerely,

[Insert Name]

[Insert Title]
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Please Note: This template is also available in Excel format with dropdown menu’s in a number of the columns 

� Please refer to the part of the manual dealing with � HYPERLINK "http://www.irishstatutebook.ie/eli/2014/act/30/section/37/enacted/en/html" ��section 37� for further information on the definition of “personal information”.
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