Appendix A: Standard RTI Request Form

[Reference NO i ]

APPLICATION FOR ACCESS TO
INFORMATION UNDER THE RIGHT TO
INFORMATION ACT, 2019 (ACT 989)

*

Name of Applicant:




Date:

3. Public Institution:

4. Date of Birth: DD MM YYYY

5. Type of Applicant: Individual I:l Organization/Institution I:l

6. Tax Identification Number

7. If Represented, Name of Person Being
Represented:

7 (a). Capacity of Representative:

8. Type of Identification: I:l National ID Card |:| Passport I:l Voter’s ID

Driver’s |:| License

8 (a). Id. No.:

9. Description of the Information being sought (specify the type and class of information including cover
dates. Kindly fill multiple applications for multiple requests):

10. Manner of Access: |:| Inspection of Information

|:| Copy of Information




Viewing / Listen
Written Transcript

Translated (specify language)

L OO

Hard copy |:| Electronic copy

I:l Braille

10 (a). Form of Access:

11. Contact Details:
|:| Email Address
D Postal Address
|:| Tel:

12. Applicant’s signature/thumbprint:

13. Signature of Witness (where applicable)

“This request was read to the applicant in the language
the applicant understands and the applicant appeared to
have understood the content of the request.”




1. Appendix B: Contact Details of GPCL’s Information Unit

Name of Information/Designated Officer:

Juliana Nyantakyi Danquah

Telephone/Mobile number of Information Unit:

0501305050

Postal Address of the institution:

P.O. BOX 124, ACCRA




2. Appendix C: Acronyms

Instructions: Provide a list of acronyms and associated literal translations used within
the manual. List the acronyms in alphabetical order using the table below.

Table 1 Acronyms
Acronym Literal Translation

RTI Right to Information

MDA Ministries, Departments and Agencies

S. section

MMDAs | Metropolitan, Municipal and District Assemblies
GPCL Ghana Publishing Company Limited




Appendix D: Glossary

This Glossary presents clear and concise definitions for terms used in this manual that
may be unfamiliar to readers listed in alphabetical order. Definitions for terms are based
on section 84 of the RTI Act.

Table 2

Glossary

Term Definition

Access Right to Information

Access to Right to obtain information from public institutions

information

Contact Information by which an applicant and an Information Officer may be

details contacted

Court A court of competent jurisdiction

Designated An officer designated for the purposes of the Act who perform similar

officer role as the Information Officer

Exempt Information which falls within any of the exemptions specified in

information sections 5 to 16 of the Act

Function Powers and duties

Government | Any authority by which the executive authority of the Republic of
Ghana is duly exercised

Information Information according to the Act includes recorded matter or material regardless of
form or medium in the possession or under the control or custody of a public
institution whether or not it was created by the public institution, and in the case of a
private body, relates to the performance of a public function.

Inf or mation The Information Officer of a public institution or the officer designated to whom an

officer application is made

Public Used throughout this document to refer to a person who requires and/or has
acquired access to information.

P ub/iC ] Includes a private institution or organization that receives public resources or

institution provides a public function

Right to ) The right assigned to access information

information

Section

Different parts of the RTI Act
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