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[Person / Organisation with an interest letter]
Head of the Secretariat 

Department of Justice and Constitutional Development 

Private Bag X81 

Pretoria, 0001

Fax: 086 6425 357   


Attention: Mr. Frederick Heyns

Dear Mr. Heyns
RE: PARDON APPLICATION :  (name of the applicant and number) 

We/I refer to the recently advertised notice where the Department of Justice and the President have given notice that they are to consider an application for pardon brought by the abovenamed in respect of [set out the offence].
We/I/ [name of organisation] have a direct or substantial interest in this application for pardon and we/ I wish to make submissions to the secretariat for consideration by the President as to whether the applicant should be granted a pardon.
We/ I/ [name of organisation] have a direct or substantial interest in this application for pardon because ..................  [Set out the interest].  We/ I wish to make representations to the President.  In order to place me/ us in a proper position to do so, please provide me/ us with the following:

1
Copy of the application for pardon as submitted by the applicant;
2
Copies of any document considered by the Reference Group and/ or President; 

3
Copy of the Reference Group's reasons for recommending the applicant for pardons;
4
The record in respect of the voting on the recommendation for pardon.
I / we/ [name of organisation] require the above documents and information in order to:  
1. make informed and proper representations; 
2. rebut or support claims that the crimes in question were of a political nature or motivated by a political objective;

3. comment on any factual, mitigating or other circumstance as alleged by the perpetrator, and where necessary rebut such factual allegations; 

4. comment on any motivations set out by perpetrator as to why a pardon is appropriate in his case, and where necessary counter such motivations;

5. consider the reasoning of the Reference Group behind the recommendation for a pardon and make representations as to the appropriateness and correctness thereof.  

I/ We trust that I/ we will receive the documents as a matter of urgency to enable me/ us to respond within the time periods set out. If delay is caused by the non-delivery of the requested documents, I/ we may require more time than that currently proposed in the notice. If you intend to refuse disclosure of such documents please advise me/ us with your reasons within 7 days of receipt hereof so I/ we may take any appropriate action. 
We look forward to hearing from you 

Yours faithfully 

(Full names)

(Title “e.g. chairperson “name of organization, if letter is sent on behalf of an organisation)

(Postal address of organization)
