MLA PROMPT SHEET
Mutual Legal Assistance Requests must contain the following sections. The order of those sections are less important as long as all of the information has been provided.

OUTLINE OF MLA SECTIONS
SECTION 1: INTRODUCTION
· Who are you? 
“I, Jo Smith, do hereby present my compliments to the Government of …..”
· What is your role? 
“I am …”
· Which body do you act for? 
“ a Prosecutor at the National Prosecuting Authority of…”
· What is your domestic authority to write the request? 
“I am empowered by section… of the …Act to make this request.”
“authorised by a judge of the High Court in accordance with … Act”

“I have the honour to request your assistance in relation to a criminal investigation…”

OPTIONAL ADDITIONS TO INTRODUCTION
· Have you had any prior contact with the requested state?
“We are grateful for the assistance of XXX who has made initial enquiries”
· Is this request urgent? If so, why?
“URGENT: This request is urgent and requires a response by …. because….”
· Is this request confidential? If so, include another section entitled “Confidentiality”.
“CONFIDENTIAL: We would be grateful if these enquiries could be treated with confidentiality because…”
· What action should be taken if the requested action is likely to tip‐off the subject?
“In the event that you are unable to maintain confidentiality during the completion of this request, we would be grateful if you could…”

SECTION 2: BASIS OF THE REQUEST
· What is the International law basis of the request?
“I make this request pursuant to the…”
For example: 
UN Convention against Corruption
UN Convention against Transnational Organised Crime 2000
The Treaty on Mutual Legal Assistance in Criminal Matters 

SECTION 3: PURPOSE AND SUBJECT OF THE REQUEST
· Summarise type of assistance in broad terms
· What is the nature of the case? (investigation or judicial proceedings)
· Name and function of the authority conducting the investigation or proceedings
· List all purposes for the use of the material you receive
· Identify all of the subjects of the request
· Full name of every subject of the investigation (description if necessary)
· Address
· Nationality
· Identification numbers (passport, residency card, national insurance number, mobile)
· Identify and describe all possible offences
· Indicate the current status of the case in relation to the suspects

“This is a request for banking evidence for use in the investigation and subsequent prosecution (including any related restraint, confiscation and enforcement proceedings and any ancillary proceedings related thereto) of the following:
	SUBJECT
	DATE OF BIRTH
	PLACE OF BIRTH
	NATIONALITY
	ADDRESS

	[First name, SURNAME – one per row]
	[Written long hand]
	[insert]
	[insert, add passport or ID numbers if known]
	[insert and add email address or telephone numbers if known]



In relation to the following offences:
Money laundering contrary to … Act. The maximum penalty is…
The case is currently under investigation and a decision to institute proceedings is expected within the next year/The case is listed for hearing/trial on ….
A summary of [own Country] law is attached as annex A.”

SECTION 4: SUMMARY OF FACTS
· Summarise the relevant facts in the chronological order of the crime. This section must be sufficient to justify the court orders that will be required in the other jurisdiction.
· What is the connection between the case and the evidence you request?
· What is the value of the information you are requesting to the investigation/prosecution? The requested state may need to understand whether your request is necessary and proportionate.
· Avoid jargon! Watch your grammar and use sub-headings if needed.



SECTION 5: ASSISTANCE REQUESTED
· Assistance should be specific and clear – no fishing
· Assistance requested should be justified by the facts given above and the relevance of them to your case should already be obvious
· Use a description of your request which can be easily translated. Avoid jargon!
“A statement in writing from an official of Nedbank Bank producing banking material for account number 98748742129 held in the name of Helena Groot‐Kaas (nee Smit; date of birth, 6 May 1966; SA passport number NK74210902), including but not limited to:
a) Account opening documents and due diligence records, including identification documents for the account holder;….”

OPTIONAL SECTION: FORMAT OF EVIDENCE PROVIDED
· Only use this section if necessary. Additional requirements may slow down provision of a response.
· May be necessary, if you want exhibits produced in a specific way, you will need to explain how.
“… law requires that documentary evidence is authenticated, and any copies or extracts be certified. Please certify any copy documents with the following wording…”

OPTIONAL SECTION: UNDERTAKINGS
· Research whether an undertaking or assurance is required. Ask International Cooperation Section.

SECTION 6: RECIPROCITY
· Most States would expect (if they do not require) an undertaking of reciprocity.
· If you cannot offer reciprocal assistance, check with the central authority.

“I confirm that all the assistance requested above could be obtained under current law in the [own Country] if, in a like case, a request for such assistance were made.”

SECTION 7: TRANSMISSION OF THE EVIDENCE
· How do you want the requested evidence to be returned to you?
· Consider using the quickest route and think about asking to be notified when it is despatched.
“Please could any evidence obtained pursuant to this request be sent to…”




SECTION 8: CONTACT DETAILS
· Who may be contacted in the event that the requesting state needs further information? Provide prosecutor and investigator details where possible.
· How can that person be contacted?
“I am the…. in this case and can be contacted if you have any queries relating to this request. My full contact details are as follows: 
Name: 
Address: 
Telephone: 
e mail: 
Languages spoken: ……..”

SECTION 9: SIGN OFF
“I extend my thanks in anticipation of your valued co-operation and assistance in this matter.”
Signed

APPENDICES
· Don’t forget to append a summary of the relevant law. 
· You may need to provide certified copies of orders that you are trying to enforce or affidavits in support of applications to be made on your behalf. It is best to consult with contacts in the requested state.

USEFUL REFERENCES
· UNODC Writer Tool https://www.unodc.org/documents/organized‐crime/Publications/Mutual_Legal_Assistance_Ebook_E.pdf
· UN Manual on Mutual Legal Assistance and Extradition https://www.unodc.org/documents/organized-crime/Publications/Mutual_Legal_Assistance_Ebook_E.pdf 
· UN Sharing Electronic Resources and Laws on Crime https://sherloc.unodc.org 
