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1 Notice of appeal made by email must be in plain text format and be directed to info@ocei.gov.ie.  An appeal 
made by email to the address of an individual staff member is not valid. 
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5 Article 11(5)(a) of the Regulations clarifies that a decision to refuse a request for environmental information, 
which may be appealed to the Commissioner, includes a request that "has been refused on the grounds that the 
body or person concerned contends that the body or person is not a public authority within the meaning of these 
Regulations".  Thus, where a body or person contends that it is not a public authority for the purposes of the 
Regulations, this is a matter for the Commissioner to determine on appeal.  However, as a general matter, the 
notification of acceptance in such cases should not include a request for the subject records.  
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CHECKLIST 1.

CEI  SCREENING OF APPLICATIONS              REF NO______________

PART ONE-GENERAL   

1. Was the request made to a public authority as per Art 3(1) of the AIE 
Regs?  

YES  
[  ]   

NO  
[  ]

2. Is the decision in respect of which the appeal has been made one that 
falls within Art 12(3) of the Regs?                             

YES  
[  ]   

NO  
[  ]

3. Has the appellant availed of internal review?  (Note: if a 3rd party 
under 12(3)(b), internal review is not required.) 

YES  
[  ]   

NO  
[  ]

4. Does the appeal to the Office of the Commissioner for Environmental 
Information relate entirely to a matter contained in the original request? 

YES  
[  ]   

NO  
[  ]

5. Was the appeal to the Office of the Commissioner for Environmental 
Information made: 
  

• within 1 month of the decision? 

• if more than 1 month after the decision, does Art 12(4)(b) 
discretion to extend the time limit apply? 

YES  

  

  [  ] 

[  ]   

NO   

[  ]  

[  ]

6. Does the appeal relate to a deemed refusal (Art 10(7) and /or Art 
12(4)(a)(ii))? 

YES  
[  ]   

NO  
[  ]

7. Does the appellant have proper standing?       

YES  
[  ]  

NO  
[  ]   



Is the person the original requester/applicant or some person acting on 
his/her behalf? 

[  ]    [  ]

8. Does the appellant have other reviews (FOI or AIE)? - if so, this should 
be brought to the attention of the head of the support unit and noted on 
file for info of the Investigator. 

YES  
[  ]   

NO  
[  ]

9. Does the appeal to the Commissioner appear to relate to a matter which 
has been or will be the subject of another appeal?  If so, the file should 
be brought to the attention of the head of the support unit. 

YES  
[  ]   

NO  
[  ]

PART 2 - FEES 

  

10. Has the correct fee been paid? 

If the answer to this question is NO or the correct fee has not been 
paid, a letter should issue to the appellant seeking payment of the fee, 
because the appeal cannot be accepted as valid until the fee has been 
paid or waived (see “General Guidelines Re Waiver of Appeal Fee 
Under Article 15(6)” at the end of this checklist).

A fee must be paid for all AIE appeals, but the fee may be waived if 
the original decision was a deemed refusal pursuant to Article 10(7).  

YES  
[  ]   

NO  
[  ]

10a.

  
Is the appellant a third party under Art 12(3)(b)  objecting to release of 
the records?       If so, the fee chargeable is 15. YES  

[  ]   
NO  
[  ] 

10b. Is the appellant a medical card holder or the dependant of a medical 
card holder? (Note : if this is not clear, further information may be 
sought from the appellant). If so, fee chargeable is €15.  

If so, is there any evidence to suggest that the request has been made 
on behalf of some other person who is seeking to avoid the payment of 
a fee? If not, the fee chargeable is 15. 

YES  
[  ]   

NO  
[  ] 



   

In all other cases the fee chargeable is 50.
  

  

11. Where the fee was received after the appeal, has the deadline date been 
changed and the reason been noted for the change? 

YES  
[  ]   

NO  
[  ]

12. Where no fee was received after letter requesting fee issuing, has the 
appeal been rejected as invalid and the case file closed? 

YES  
[  ]   

NO  
[  ]

Signed:             Signed: 

Grade:        Grade: 

Date:          Date:                                                                                  

  

GENERAL GUIDELINES RE WAIVER OF APPEAL FEE UNDER ARTICLE 15(6)  

• If both the original decision and the internal review decision were late, the fee should be 
waived. 

• If the original decision was late, but the internal review decision was on time, please refer 
the matter to an Investigator or Senior Investigator. 

• If the original decision was timely, there would appear at present to be no discretion to 
waive the appeal fee even in the event of a deemed refusal on internal review; i.e. the 
correct fee must be paid. 

• However, where a case has been closed because of a “deemed refusal” of an internal 
review request or the determination of a threshold jurisdictional question, no additional fee 
will apply where the appellant seeks a further review following notification of the public 
authority’s revised position on the request.  Similarly, the appeal fee will be waived where 
the appeal relates to a previous search case.  

Note:  If in doubt, appellants should be advised to pay the fee in accordance with Article 
15(3).  We can then refund the fee if it transpires that a waiver was in order. 


