Some poor community group
Your address 
FOI Coordinator

XXX State or Federal 

Government Dept... 
Date
Dear Madam/Sir

We request access to the following documents under the Freedom of Information Act.

1. Be as specific as you can… 
2. Don’t ask for anything you don’t need, as they will charge you for it 
These documents do not contain information about my personal affairs.

The Poor Community Group is a not for profit unincorporated community organisation focused on the protection of natural ecosystems/fresh water/climate stability. Those involved in the organisation and its activities do so voluntarily and pay all costs and expenses associated with the activities themselves. We request the above documents in furtherance of our objectives. The documents will be used to identify activities which, in the public interest, require community input and comment.  Much of the above documents have been difficult to obtain and we believe the broader community require this information to be disseminated to them so as to be fully informed of the debate currently being undertaken over X issue. 

We note that, as we are experiencing financial hardship, and in any case, can demonstrate public interest we will receive a 50% reduction in the application fee of $30.  Accordingly, we attach a money order to the amount of $15 to cover the application fee.

We understand that we may be required to pay processing charges in respect of this request at a rate of $15 per hour. We further understand that we will be supplied with a statement of charges if appropriate. Further, we ask that an estimate of such charges be furnished to us prior to our request being processed and the documents being made available for our inspection.

We understand that under the FOI Act our request for access to the above documents will be dealt with as soon as practicable (and, in any case, within 21 days)  from receipt of this application. 

Thankyou in anticipation for your prompt attention to this application.

Yours sincerely
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