


 

 

 

Guidance material on Access to Environmental Information  
 

For legal background please see: Environmental Protection Act, Aarhus Convention 

 

Preparation of the information request 

 Take time to get informed about structure and tasks of the authority you are contacting 

– what kind of information does she develop as a matter of routine? If you are 

uncertain which department is responsible for the record/ document – ask.  

 Consider contacting the authority by phone first: You might want to, or be asked to, 

put your request in writing, but a conversation in advance can clear up many issues. 

Some questions to ask: How hard is it to make the record available? How much time 

does the agency estimate it will need? 

 Many employees of the administration appreciate if you call in first – it doesn´t create 

a need for them to answer in written – and to document your query.  

 If you have the feeling that you are in an adversial position – hand in your request in 

written.  

 Build up trust: your appearance as a professional, polite and flexible custodian can 

enhance the agencies will to cooperate with you a lot.  

 

While writing your request:  

 Be clear in you request – formulating it in written can help to be specific 

 Make your request as specific as possible – name a title of the document, if possible 

the date of creation or the name of the author. In any case give a very detailed 

description of the content.  

 Check whether the content is subject to the Environmental Protection Acts section on 

environmental information and refer to that paragraph.  

 Go narrow first – start with one document and check what additional information you 

need from others. Consider the time and costs and the environment when asking for 

copies.  

 You are not obliged to give a reason for your request – but it might help the agency to 

understand your concern.  

 Ask the agency to consult with you first when costs are occuring for answering your 

request. Ask for a fee-waiver because you are working as a nonprofit/ non 

governmental organisation.  

 Ask specifically for an electronic version with document protection, or to get insight 

in documents at the agency.  

 

While your request is being processed 

 Be patient – remember that the agency has a lot of tasks, call in, but friendly 

 Don´t be adversial, don´t threaten the agency with a court appeal 

 

After approval of your request 

 Make sure to follow through – collect your documents/ get insights in documents 

within a short period of time. If that isn´t possible, inform the agency about your 

delay. Pay your duties soon.  

 

 



After denial  

 Ask about details of the document to understand its protection  

 Ask for partial access to the information, ask the agency to consider blackening of the 

confidential information, and to make available the other part  

 Propose the employee to consult with the legal department of the agency. Access to 

environmental information has not had much publicity yet. 

 Work the chain of command: overworked employees might deny information, because 

they don´t know the legal situation well enough – ask somebody who is in hierarchy 

above them and maybe more knowledgeable.  

 Get legal support for a review of the subject, if you are considering to appeal the 

denial. 

 

For the agency:  

 Look for dialogue: If a request is unspecific, too broad or ambigous – ask!  

 Reflect whether your decision is influenced by the intention of the custodian.  

 Listen intently to the custodian – not all requests are politically charged, and have to 

be reviewed by legal resources.  

 If you do not have the information – support the custodian in his search not only with 

naming the right agency but forwarding the request and contacting the agency 

yourself. This is also a way of conflict management, being send to several institutions 

discourages and irritates citizens.  

 Hold the costs on a reasonable level. Consider a fee-waiver for NGOs or citizens  

 Give the custodian choices to lower the occurring costs – i.e. propose giving insight 

instead of making copies.  

 

For additional questions please contact:  

 

Independent Institute for Environmental Concerns: Franziska Sperfeld – 

franziska.sperfeld@ufu.de 

 

Zelena Akcija: Željka Leljak-Gracin – zeljka@zelena-akcija.hr  

mailto:franziska.sperfeld@ufu.de
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