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1. Purpos e and Scope of the Standard Operating Procedure 
 
The objective of the Standard Operating Procedure (SOP) for the Acces s  to-Information 
Policy is  to guide UN Environment Programme (UNEP) (the Organization) personnel in 
implementing UNEP's  Acces s -to-Information Policy (the Policy). The SOP will ens ure tha t 
pers onnel will uphold the commitment to ens ure acces s  to information and implement 
the Policy in their day-to-day work.  
 
Information that is  not available on the Organization’s  webs ites  may be made available  
upon reques t. This  Standard Opera ting Procedure defines  whether and how, the 
Organization will provide information reques ted purs uant to the Policy. In particula r, it 
s ets  out the procedures  for the reques t of information from the Organization, the 
proces s ing of reques ts  and the appeals  proces s  s hould the reques t for information be 
denied. 
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2. Parties  involved in the Acces s  to Information Process  
 
The following s ection des cribes  the parties  involved in the proces s  of reques ting 
information from UNEP, the appeals  proces s  and the res pective roles , res pons ibilities , 
and mode of appointment of the members . 
 
2.1  Reques tor 
 
The Reques tor may include an individua l, organization, partner, s takeholder, government 
or the general public s eeking information held by UNEP. Reques ts  for acces s  to 
information may refer to any or particular kind of information rela ted to the Organization, 
its  s tructure, governance, operations , information concerning its  work or information 
genera ted though the Organization’s  programme of work. 
 
2.2 Acces s -to-Information Desk 
 
The Acces s -to-Information Des k s hall receive all reques ts  for information and appeals  via  
email a t unep-info@un.org; acknowledge receipt of s uch reques ts  and appeals ; 
coordina te the cons ideration of and res pond to the reques t or appeal with the res pective 
office within the Organization, including the Acces s -to-Information Panel; and provide 
this  information to the Reques ter. All reques ts  for information will be centrally channeled 
through the Acces s -to- Information Des k. Other officers  within the Organization may 
cons ult the Acces s -to-Information Des k regarding any reques ts  in order to obta in 
relevant guidance about the Policy. 
 
Reques ts  for appeals  will be directed to the Acces s -to-Information Panel through unep-
infopanel@un.org, which is  hos ted and managed by the Acces s -to-lnformation Des k. 
 
The Acces s -to-Information Des k is  loca ted in the Communication Divis ion as  the unit 
res pons ible for res ponding to public enquiries . The Head of the Acces s -to-Information 
Des k is  the Chief of the Digita l Stra tegy Section in the Communication Divis ion or any 
other personnel to whom the Communication Divis ion shall as s ign this  pos ition. 
 
2.3  Respons ible Office/Officer 
 
The Res pons ible Office or Officer within the Organiza tion s hall verify and confirm the 
exis tence of the information reques ted, undertake an initia l review to confirm whether the 
information can be s hared, engage with the Senior Legal Officer in cas es  where an 
exception may apply and ultimately re lay either the information its elf or the reas ons  why 
the information s hould not be given to the Reques ter, as  may be required. 
 
The Res pons ible Office or Officer will a ls o lia is e  with the Panel as  needed on appeals  
agains t decis ions  not to dis clos e information. Any Res pons ible Officer in UNEP can be 
as ked to provide the information which rela tes  to the reques t. 
 
Various  offices  within the Organiza tion will, by default, provide information within their 
line of work and a re res pons ible for clas s ifying their own information. 
 
2.4  Senior Legal Officer 
 
The role of the Senior Legal Officer s ha ll be carried out by the Senior Legal Officer in the 
Corpora te Services  Divis ion of the  Organization. The Senior Legal Officer is  involved in 

mailto:unep-info@un.org
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cas es  where the reques ted information may be cons idered an exception under the 
Policy. The Res pons ible  Office or Officer s hould s eek the guidance of the Senior Legal 
Officer while handling s uch reques ts . 
 
2.5  Acces s -to-Information Panel 
 
The Acces s -to Information Panel (the Panel) s hall review appeals  rela ting to the reques t 
for information; determine whether the policy has  been properly applied; and s ubmit its  
conclus ion and relevant recommendations  to the Head of UNEP. The Panel cons is ts  of 
three members : two UNEP s taff members  and one individual, in his  or her own pers onal 
capacity from outs ide of the Organiza tion. A Secreta ry of the Panel, who is  a  s taff 
member within the Communication Divis ion or any other office within the Organiza tion, 
s halt be s elected to provide adminis tra tive and logis tical s upport to the Acces s - to-
Information Panel. The Secreta ry s halt not be involved in the decis ion-making proces s  of 
the Panel. 
 
In addition, a ll panel members  are appointed by the Head of UNEP. These members  will 
s erve a term of two years , which may be extended for another term at the dis cretion of the 
Head of UNEP. The Panel will meet virtually or in phys ical meetings  whenever there is  an 
appeal for review. 
 
2.6  Head of UNEP 
 
The Head of UNEP s hall appoint the members  of the Acces s -to-Information Panel. He or 
s he makes  the fina l decis ion concerning appeals  agains t the decis ion denying a  reques t 
for information. He or she als o approves  the dis clos ure of confidentia l information. 
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3. Acces s  to Information Procedure 

 
This  procedure defines  whether and how UNEP will provide information reques ted pursuant 
to the Policy. The following s tep-by-s tep proces s  s hall apply with respect to the reques t for 
information from the Organization. 
 
3.1 Acces s  to Information 
 
Information rela ting to the functions  and res pons ibilities  of the United Nations  
Environment As s embly of the United Nations  Environment Programme and the Head of 
UNEP as  s tipula ted in Genera l As s embly res olution 2997 (XXVII) are  ava ilable to the 
public and can be acces s ed from the UNEP webs ite and its  s ub-s ites  through the link: 
www.unep.org. Information that is  not available  through thes e public webs ite(s ) may be 
made available upon reques t. Information will be made available to the Reques ter, in the 
original language of the information reques ted. UNEP s hall not be required to trans la te 
the information to the language of the Reques tor. 
 
3.2  Clas s ification of Information 
 

1. The Organiza tion s hall make available to the Reques tor any type of information 
including "environmental information," which may be in written, vis ua l, aural, 
electronic or any other materia l form. Such information s ha ll include: 

 
a . The s ta te of elements  of the environment, s uch as  a ir and atmos phere, water, 

s oil, land, landscape and natural s ites , biological divers ity and its  components , 
including genetically modified organis ms , and the interaction among thes e 
elements ; 
 

b. Factors  s uch as  s ubs tances , energy, nois e and radia tion, and activities  or 
meas ures , including adminis tra tive meas ures , environmenta l agreements , 
policies , legis la tion, plans  and programmes , affecting or likely to affect the 
elements  of the environment within the s cope of subparagraph (a) above, and 
cos t-benefit and other economic analyses  and as sumptions  used in 
environmenta l decis ion-making; and 
 

c. The s ta te of human health and s afety, conditions  of human life, cultura l s ites  
and built s tructures , in as  much as  they are or may be affected by the s ta te of 
the elements  of the environment or, through thes e elements , by the factors , 
activities  or meas ures  referred to in s ubparagraph (b) above. 

 
2. The Organization may not dis clos e information that is  des igna ted as  confidentia l. 

The following types  of information in written, vis ual, aura l, electronic or any other 
materia l form are cons idered confidentia l, and embody exceptions  to the Policy. 

 
a . Documents  created by the Organiza tion, received from or s ent to third parties , 

under an expecta tion of confidentia lity which has  been expres s ly s ta ted in 
writing; 
 

b. Documents  whos e dis clos ure is  likely to endanger the s afety or s ecurity of any 
individual, violates  his  or her rights , or invades  his  or her privacy; 
 

http://www.unep.org/
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c. Documents  whos e dis clos ure is  likely to endanger the s ecurity of Member 
States  or prejudice the s ecurity or proper conduct of any operation or activity 
of the Organization; 
 

d. Documents  covered by legal privilege or rela ted to internal inves tigations ; 
 

e. Internal inter-office or intra -office documents  and other communica tions , 
including draft documents , if dis clos ure would undermine the Organization’s  
free and independent decis ion-making proces s . 
 

f. Documents  containing commercial information, if dis closure would harm 
either the financial interes ts  of the Organization or thos e of other parties  
involved; and 
 

g. Information which, if dis clos ed, in the view of the Organiza tion, would s erious ly 
undermine the policy dialogue with Member States  or partners  concerned. 

 
3. The Standard Operating Procedure should also be read in line with the Secretary-

General's  Bulletin (SGB) on information s ens itivity, clas s ification and handling 
(ST/SGB/2007/6). 

 
a . Under the SGB, s ens itive information can be clas s ified as  “confidentia l” or 

“s trictly confidentia l,” as  defined below. 
 
The des ignation "confidential" shall apply to information or materia l whose 
unauthorized dis clos ure could reas onably be expected to caus e damage to the 
work of the United Nations . 
 
The des ignation "s trictly confidential" s hall apply to information or material 
whos e unauthorized dis closure could reas onably be expected to cause 
exceptionally grave damage to or impede the conduct of the work of the United 
Nations ." 

 
b. In addition, the des ignation "unclas s ified" s hall apply to information or materia l 

whos e unauthorized dis clos ure could reas onably be expected not to caus e 
damage to the work of the United Nations . 

 
c. According to the SGB, clas s ifica tions  s hould be us ed judicious ly and only in 

cas es  where dis clos ure  of the information may be detrimental to the proper 
functioning of the United Nations  or the welfa re  and s afety of its  pers onnel or 
third parties  or violate the Organiza tion’s  legal obliga tions . 

 
3.3  Reques ting Acces s  to Information 
 

1. All reques ts  for information from the public s hould be directed to: 
 

Acces s -to-Information Desk 
Communication Divis ion 
United Nations  Environment Programme 
E-mail: unep-info@un.org 

 
2. For the Organiza tion’s  internal tracking purpos es , a ll reques ts  s hould indica te that 

mailto:unep-info@un.org
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the reques t for information is  made purs uant to the UNEP Acces s -to-Information 
Policy. 
 

3. All reques ts  will be thoroughly reviewed to determine whether they are made 
purs uant to the Policy.  
 

4. All communica tion with the Reques ter will be channeled through the Acces s -to-
Information Des k, unles s  otherwise specified. 
 

5. In the event that a  reques t for information is  s ent to a  s pecific pers on within the 
Organization and not the Acces s -to-Information Des k, tha t pers on s hall be 
required to inform and forward to the Acces s -to-Information Des k the reques t as  
s oon as  it is  received. 
 

6. The time limits  required to res pond to the Reques tor s hall s tart running the day the 
res pons e is  received by the Acces s -to-Information des k from the pers on. 
 

7. Other circums tances  may warrant a  res pons e from a  s pecific UNEP office or 
pers on. In s uch cas es , the Res pons ible Office or Officer s hould inform the 
Acces s -to-Information Des k of any action taken and forward to the Acces s -to-
Information Des k a  copy of the res pons e s ent to the Reques ter or the information 
of the action taken. During this  proces s , if the pers on identified to res pond to the 
Reques tor decides  to delegate the tas k to another pers on or office, the delega ted 
pers on mus t res pond to the delegator, who will in turn res pond to the Reques tor. 
 

8. The Acces s -to-Information Desk will s end an acknowledgement of receipt to the 
Reques tor within five (5) working days  of receipt of the reques t in the format 
s tipula ted in the appendix to the Standard opera ting Procedure. The 
acknowledgement will inform the Reques tor that the reques t has  been received 
and is  being cons idered, and tha t UNEP will endeavor to res pond within thirty (30) 
calendar days . 
 

9. If it is  not pos s ible to handle a  reques t within the above time limits , the Acces s -to-
Information Des k will inform the Reques tor of the reas on why it needs  more time 
and the es timated date for communica ting the information concerned. 

 
3.4  Initial Review Process  
 

1. After acknowledging receipt of a  reques t, the Acces s -to-Information Des k will 
s end the reques t to the appropria te pers on in the s ubs tantive office res pons ible 
for, or capable of, providing the information reques ted. The Acces s -to-information 
Des k mus t s pecify in the reques t to the appropriate pers on, the date when the 
reques t was  received and the deadline for the Acces s -to-Information Des k to 
res pond to the Reques tor. 
 

2. The pers on res pons ible for providing the information will, in cons ulta tion as  
needed with the head of the office concerned, determine whether the information 
exis ts  and if it can be s hared. 
 

3. Where the information is  available and can be s hared, the pers on will provide the 
reques ted information to the Acces s -to-Information Des k as  s oon as  pos s ible 
bearing in mind that a  res pons e s hould be provided to the Reques tor within thirty 
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(30) calendar days  of receipt of reques t from the Reques tor. 
 

4. In cas e it appears  that the information is  confidentia l and fa lls  under the lis t of 
information under 3.2 (a) above, the Acces s -to-Information Des k or the 
res pons ible pers on in the s ubs tantive office will approach the Senior Legal 
Officer for guidance on whether the information s hould be s hared or whether an 
exception s hould be made. 
 

5. There a re circums tances  where the pers on or office s elected to provide the 
information will directly res pond to the Reques tor e.g. in cas es  where the 
Reques tor is  a  donor, government of a  Member Sta te, partner etc. In thes e cas es , 
the res pons ible office s hould inform the Acces s -to-Information Des k of the action 
that has  been taken and forward a  copy of the res pons e s ent to the Reques tor. 
 

6. If a  document conta ins  both confidentia l and non-confidentia l information, part of 
s uch document conta ining only non-confidentia l information may be made 
available to the Reques tor upon reques t. 
 

7. UNEP may partia lly or wholly deny a  reques t for information: 
 

a . In accordance with the limitations  s et out in the Policy, or 
 

b. If the reques t is  deemed an exces s ive demand upon the Organiza tion’s  
resources . 
 

8. Should a  reques t be denied in whole or in part, the pers on or Senior legal Officer, 
as  the cas e may be, will advis e the Acces s -to-Information Des k of the decis ion 
not to s hare the information, including the reas on for the decis ion. The Acces s -to-
Information Des k will then communica te this  to the Reques tor. 
 

9. Where the reques t is  denied, the Acces s -to-Information Des k s hall inform the 
Reques tor tha t the reques t has  been denied and inform them that they may s eek 
further review of the decis ion by the Acces s -to-Information Panel. The reques t for 
appeals  should be directed to unep-infopanel@unep.org which s hall be hos ted 
and managed by the Communica tion Divis ion. 

 
3.5  Appeals  Process  
 

1. The Reques tor may s eek the review of the decis ion by addres s ing a  le tter or email 
to the Acces s -to- Information Panel through the addres s : unep-
infopanel@unep.org providing reasons  for the appeal. 
 

2. All reques ts  for appea ls  will be acknowledged as  s et out in paragraph 3.3 (8} 
above. 
 

3. The Acces s -to-Information Des k s hall s end the reques t to the Acces s -to-
Information Panel (the Panel) by email within five (5) working days  of receipt of 
the appeal. The s ubject line of the email will be: “Confidentia l: Acces s  to 
Information Appea l." 
 

4. The Panel will review the appeal to determine whether the Policy was  properly 
applied in the initia l review of the reques t. Panel dis cus s ions  may take place either in 

mailto:unep-infopanel@unep.org
mailto:unep-infopanel@unep.org.
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pers on or through electronic means  including email. 
 

5. The Panel may reques t for information or cla rification in any given cas e from the 
office or pers on who handled the initia l reques t, as  well as  from the Senior Legal 
Officer. 
 

6. The Panel will s ubmit its  conclus ion and recommendations  to the Head of UNEP 
within forty-five (45) working days  of receipt of the reques t from the Acces s -to-
Information Des k. The recommendations  s hall be in the form of a  report which 
s hall be communicated to the Head of UNEP through a  memorandum s igned by 
the Chair of the Panel and copied to the other panel members . 
 

7. The Head of UNEP will have the authority to make the fina l decis ion concerning the 
reques t for information in ques tion. The Head of UNEP will inform the Panel of 
the final decis ion which will be forwarded to the Acces s -to-Information Des k in 
the s ame email or in s epara te emails . 
 

8. The Acces s -to-Information Panel through the Acces s -to-Information Des k will 
communicate the decis ion to the Reques tor. In cas e of rejecting an appeal, the 
communication made will provide the Reques tor with a  reas on for s uch rejection. 
 

9. The review proces s  should be completed within s ixty (60) working days  of being 
reques ted. 

 
3.6  Special Conditions  
 

1. In extraordinary circums tances  where the overall benefits  of dis clos ure of 
information lis ted as  confidentia l and in the exceptions  of information to be 
dis clos ed outweigh the potentia l harm, the Head of UNEP or s uch officia ls  as  the 
Head of UNEP s o authorizes  may authorize the dis clos ure of information covered 
in the lis t of exceptions . This  may include s itua tions  in which the dis clos ure of 
certa in confidentia l information would be likely to avert imminent and s erious  
harm to public hea lth or s afety, or imminent and s ignificant advers e impacts  on 
the environment. 
 

2. In s uch cas es , the information concerned will have to be declas s ified to a llow for 
its  dis clos ure . If applicable, s uch declas s ification will be done in accordance with 
the Secreta ry-General's  Bulletin (SGB) on information s ens itivity, clas s ifica tion, 
and handling (ST/ SGB/ 2007/ 6). 
 

3. Such dis clos ure by the Head of UNEP or the authorized officia l would be on the 
mos t res tricted bas is  neces s ary to achieve the purpos e of the dis clos ure. 
 

4. In every cas e, the dis clos ure of information received from a government or a  third 
party in confidence requires  the written cons ent of the government, or the third 
party concerned. 

 
3.7  Recordkeeping 
 
The Acces s -to-Information Des k is  res pons ible for mainta ining a  record of each reques t 
received. The record s hall indicate: 
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i. The name of the Reques tor and/ or the reques ting organization, as  the cas e may 
be, the date of receipt of the reques t, a  brief indication of the nature of the reques t; 
 

ii. The date of acknowledgement of receipt; 
 

iii. The res pons ible s ubs tantive office and or officer to whom the reques t was  
forwarded to for review, and the date to which this  was  done; 
 

iv. As  applicable, any additional time within which to provide the information to the 
Reques tor; 
 

v. If the matter was  s ubmitted to the Senior Lega l Officer for cons ideration of an 
exception and, if s o, when; 
 

vi. The res pons e provided by the s ubs tantive office or Senior Lega l Officer; and 
 

vii. The date the Acces s -to-Information Des k communica ted the information or the 
denia l to provide the information to the Reques tor. 
 

3.8  Cos ts  of Proces s ing the Information reques t 
 

Information dis clos ed under the Policy will be made ava ilable free of charge. However, 
UNEP may charge a  limited fee for information reques ts  that involve the reproduction of 
materia l in hard copies  and or in large quantities , which cannot be delivered within the 
available res ources . 
 
This  limited fee is  charged in order to recover the actua l cos t of printing s uch materia l 
and its  as s ociated labor cos t. The fee will be determined by the number of pages  or 
copies  to be provided and mus t be pa id in advance. The Acces s -to-Information Des k will 
determine the fee in cons ulta tion with the Res pons ible Office or Officer producing the 
information materia l and thereafter communicate the fee and the mode of payment to 
the Reques tor. Once payment is  made, the Acces s -to-Information Des k s hall inform the 
Reques tor tha t the payment has  been received and the information s hall be provided to 
the Reques tor. 
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Terms  and Definitions  
 
 
 Term Definition 

 Appeal This  is  a  reques t for a  recons ideration or revers al of 
decis ion to be granted acces s  to earlier denied 
information. 

 Calendar day This  is  any day of the month including working days  and 
weekends . It excludes  a ll UN holidays . 

 Class ification This  is  the act or proces s  by which information is  
determined to be confidential. 

 Communication Division This  divis ion communicates  UNEP’s  core mess ages  to a ll 
s takeholders  and partners , ra is ing environmental 
awarenes s  and enhancing the profile of UNEP 
worldwide. 

 Donor Member States  of the United Nations  and their 
governments , non-governmental organizations , 
intergovernmental organizations , other entities  or partners  
providing funding to UNEP. 

 UN General Assembly The UN General As s embly (UNGA) is  the main 
delibera tive, policymaking and repres enta tive organ of 
the United Nations . 

 Head of UNEP This  is  the Executive Director of the Organization. 

 Information Any information in written, vis ual, aural, electronic or any 
other materia l form. 

 Record(s) Information created, received, and maintained by the 
UNEP. 

 Working day Officia l UN working days . UN Holidays  s hall not be taken 
into cons idera tion for the calcula tion of working days . 
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Appendices  
 
Appendix A:  Sample acknowledgement of receipt of reques t to be sent by e-mail 
 
 

Dear [Name], 
 
We hereby acknowledge receipt of your inquiry reques ting information about [subject]. 
 
We will let you know whether we have the information and are able to disclose it to 
you. UNEP will endeavor to handle your reques t within thirty (30) calendar days  
(excluding United Nations  holidays). We will inform you should we require additional 
time to process  your reques t. 
 
Kindly contact the Acces s -to-Information Desk should you have any queries  related 
to your reques t.  
 
Yours  sincerely, 
 
 
Access  to Information Desk 
Communication Divis ion  
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Appendix B:  Sample acknowledgement of rece ipt of appeal to be s ent by email 
 
 

Dear [Name], 
 
We hereby acknowledge receipt of your appeal regarding the refusal to disclose 
information about [subject]. 
 
 
The Access -to-Information Panel will review the decis ion and revert to you in s ixty 
(60) working days  (excluding United Nations  holidays). 
 
Kindly contact us  should you have any queries  related to your reques t.  
 
Yours  sincerely, 
 
 
Access  to Information Desk 
Communication Divis ion 

 
 


