[Use official letter head]
TO THE COMPETENT AUTHORITY OF [COUNTRY B]
REQUEST FOR ASSISTANCE IN A CRIMINAL MATTER

This is a request by [Country A] for assistance in a criminal matter, made under the [Treaty/Convention]. Such a request may be made by the [Attorney-General/Minister] of [Country A] or their delegate. 

PURPOSE OF THE REQUEST
2. The purpose of this request is to obtain evidentiary material to assist in the [select relevant status: investigation and potential prosecution/ prosecution/ prosecution and further investigation/ sentence proceedings] of [name of offender/unknown offender] for [summary of offence/s]. 
3. Assistance obtained in response to this request may also be used in the [select relevant status: investigation and potential prosecution/ prosecution/ prosecution and further investigation/ sentence proceedings] of [name of offender/unknown offender] for [list offence/s]. 
4. The competent authorities conducting the investigation and prosecution to which this request relates are the [law enforcement agency] and the [prosecuting agency]. [Insert brief explanation of the role of each the law enforcement agency and the prosecuting agency]. Material received in response to this request will be provided to the [law enforcement agency] and the [prosecuting agency] for these purposes.
OR
5. The competent authority conducting the investigation to which this request relates is the [law enforcement agency]. The [law enforcement agency] is the law enforcement agency responsible for investigating alleged offences against the criminal laws of [Country A]. The [law enforcement agency] also has functions in relation to matters conducted under confiscation laws of [Country A]. Material received in response to this request will be provided to the [law enforcement agency] for these purposes. 
OR
6. If this matter proceeds to prosecution, the prosecution will be conducted by the [prosecuting agency]. The [prosecuting agency] is an independent authority established by the [Country A] Government to prosecute offences against [Country A's] law and has a function in relation to matters conducted under confiscation laws of [Country A]. Material received in response to this request will be provided to the [prosecuting agency] for these purposes. 
7. If this is a supplementary request: [Country A] thanks [Country B] for the assistance provided to date. [Country A] has made the following previous requests to [Country B] in this matter: 
(a) request dated x, which sought …etc
(b) request dated x, which sought …etc
8. This request asks for [brief description/list of material requested]. 
9. The requested evidentiary material is sought for use in prosecution proceedings. To ensure that it can be used in these proceedings the material is required in a form that is admissible in a [Country A] court. Please provide the material in the form specified in this request. [Country A] authorities appreciate that these requirements may be different from admissibility requirements for the purposes of court proceedings in [Country B]. However, these requirements must be met for the evidence to be of value to [Country A] authorities. If [Country B] authorities have any queries or concerns about [Country A’s admissibility requirements please contact the [Country A] Central Authority. 

ALLEGED FACTS
10. [Briefly introduce the investigation / prosecution and the assistance being sought, particularly where the facts are extensive or complex.]  
11. [bookmark: _GoBack][Country A] authorities are seeking the assistance of [Country B]’s authorities to obtain [type of assistance], in a form admissible in [Country A] courts, to assist in the [select relevant status: investigation and potential prosecution/ prosecution/ prosecution and further investigation/ sentence proceedings] of [name of offender/unknown offender] for [summary of offence/s]. 

Background 
12. [Succinctly but clearly list the facts of the case. Think about the information that the foreign country needs in order to provide the requested assistance.]  

Connection to [Country B] 
13. [Set out the facts applicable to the Country B, being sure to link the background to the requested assistance and the alleged offending.]  
[bookmark: _Ref104704473]
OFFENCE PROVISIONS
14. Where charges have been laid: [name] has been charged with the following offences:
(a) [offence] contrary to section [section]  of the [legislation], and
(b) [offence] contrary to section [section]  of the [legislation].
15. Where charges are yet to be laid: [Country A] authorities suspect that [name] has committed the following offences:
(a) [offence] contrary to section [section]  of the [legislation], and
(b) [offence] contrary to section [section]  of the [legislation].
16. [Note whether alleged offender is on bail, in custody etc] 
17. Section [section] of the [legislation] provides that it is an offence to [list conduct]. The maximum penalty for this offence is [penalty].
18. A copy of the relevant offence provisions is at Attachment A. 

PERSONAL PARTICULARS OF [SUSPECT/ALLEGED OFFENDER]
19. The personal particulars of the [suspect/alleged offender] are as follows:
Name: 	[Name]
Alias(es): 	[Alias]
Date of Birth: 	[DOB]
Nationality: 	[Nationality]
Passport number: 	[Passport Number]
Current location: 	[Current location]

DESCRIPTION OF ASSISTANCE SOUGHT
20. [bookmark: _Ref251938218]Delete if not applicable (eg witness testimony in person only): Please provide the material requested at paragraphs [x to y] in a form which is admissible in a [Country A] court. [Country A]’s evidentiary requirements are explained at Attachment B. 
21. [Country A] authorities’ preference is for the pro forma affidavits provided with this request to be used. The pro forma affidavits meet [Country A] admissibility requirements. If affidavits are not available in [Country B], an alternative process to provide the evidence in admissible form is set out at Attachment B. 
22. [Insert description of assistance sought, including contact details for all witnesses and business entities] 

LIAISON WITH THE [COUNTRY A] CENTRAL AUTHORITY
23. In order for material sought in this request to be admissible in [Country A] courts, the original material must be provided to and certified by the [Country A] Central Authority for Mutual Assistance in Criminal Matters. Please return the requested material to the [Country A] Central Authority. 
24. The [Country A] Central Authority can be contacted as follows:
[Country A Central Authority Name] 
[Address] 			
Telephone: 	[telephone number] 
Email: 	[email address] 

LIAISON WITH [COUNTRY A] LAW ENFORCEMENT AUTHORITIES
25. The officer responsible for this matter is [officer's name], who may be contacted as follows:
[Law enforcement agency]
[Address]			
Telephone: 	[telephone number] 
Email: 	[email address] 

LIAISON WITH [COUNTRY B] AUTHORITIES
26. [Country A] authorities understand that the following [Country B] authorities are aware of this matter: 
[Country B Central Authority Name]
[Address]			
Telephone: 	[telephone number] 
Email: 	[email address] 

CONFIDENTIALITY
27. [bookmark: OLE_LINK3][bookmark: OLE_LINK4]This request relates to [insert reason for confidentiality, eg an ongoing investigation in which suspects are still to be identified/ in which suspects may not be aware they are being investigated/ involving children under the age of 16 years]. Please ensure the existence, contents and execution of this request are treated as strictly confidential except as insofar as disclosure of this request is required to execute it. 
28. For requests to countries that routinely notify individuals of MARs or requests for government access to records, eg US: The [agency] believes that providing [suspect/alleged offender] with notification of an application to obtain the [record type] records would [insert reason that notification should not be provided, eg jeopardise the investigation, leading to loss or destruction of evidence/ frustrate attempts to locate the offender]. [Country A] authorities therefore ask that [Country B] authorities seek applicable court orders in relation to the requested accounts. 

RECIPROCITY 
29. The [Country A] Government assures the Government of [Country B] that it would, to the fullest extent permitted by [Country A] law, comply with a request for assistance of this kind in respect of equivalent offences made to it by the Government of [Country B]. 

TIME LIMITS
30. [Country A] authorities would be grateful if [Country B] authorities can provide the assistance requested [include relevant timeframe information: as soon as practicable./ There are no relevant court dates, as no suspect has yet been identified. Trial is listed for hearing on [date]]. [Country A] authorities will keep [Country B] informed of court dates as this information becomes available. 

I, [Name, Title, Agency, Country A], make this request acting in reliance upon a delegation by the [insert e.g. Attorney General of Country A] of their executive power to make requests to foreign countries for assistance in criminal matters.


[Name, Title, Agency, Country A]
[Date] 
[INSERT ATTACHMENTS AS NEEDED: As a general rule, Attachment A: Legislative / Offence Provisions; Attachment B: Evidentiary Requirements; Attachment C: any pro forma affidavits etc. This may vary if you have attachments referred to throughout the Background (eg screenshots from email accounts). Check that references throughout the request are in order and match the headings of each Attachment.] 
