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THE HANDBOOK	
  
It will be recalled that the Bank Group’s Policy on Disclosure and Access to Information (the "DAI
Policy"), approved by the Boards of Directors on May 2, 2012, specifically required that a clear
implementation framework be developed in the form of an Information Disclosure Handbook.
This Handbook is central to the implementation of the DAI Policy, and guides staff and
stakeholders on all issues related to information disclosure. It outlines the workflow arrangements
for making operations-related information available to the public in accordance with the revised
policy. It also clarifies the processes and procedures for classification and declassification of
documents, and the appeals mechanism, and elaborates the best practice for disclosure of
information in a systematic and timely manner. All Departments and Units of the Bank will have a
role to play in the implementation process, and disclosure of information will be mainstreamed into
work programmes.
This Handbook is a living document which will be updated and revised by Management as new
procedures become available, however in strict compliance with the DAI Policy as approved by the
Board.
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I.

THE POLICY: KEY INFORMATION	
  

1.1 The Objective
The objective of the new Policy on Disclosure and Access to Information (DAI) is to provide a
clear framework for ensuring greater awareness and understanding of the Bank’s development
mandate and activities through public outreach, and providing better access to information,
particularly on the Bank’s operations. Specifically, the new policy is designed to:
•
•
•
•
•
•
•

Maximise disclosure of information in the Bank Group’s possession and limit the list of
exceptions;
Facilitate access and sharing of information on the Bank Group’s operations with a broad
range of stakeholders;
Promote good governance, transparency, and accountability;
Improve implementation effectiveness and better co-ordinate the information disclosure
process;
Give more visibility to the Bank Group’s mandate, strategies and activities;
Support the Bank Group’s consultative process, and stakeholder participation in the
implementation of projects financed by the Bank Group; and
Ensure harmonization with other Development Finance Institutions (DFIs) on disclosure of
information.

1.2 Key Changes
The revised policy constitutes a major change from a list-based eligibility approach for disclosure,
to one under which the presumption of disclosure applies to any information in the Bank Group’s
possession that is not on a list of exceptions. Under this policy, information will be made
accessible to the widest external audience possible to increase public awareness and broaden
stakeholder understanding of the Bank Group’s activities. Key changes include the following new
elements:
•

A strengthened presumption of disclosure, eliminating the positive list and emphasizing a
limited negative list;

•

Introduction of an appeals mechanism;

•

Provision for simultaneous disclosure; and

•

Increased access to a broad range of stakeholders.

1.3 Guiding Principles
The new policy defines the Bank’s rules for sharing its information externally, either as a routine,
or upon request. In other words, public disclosure becomes the rule and non-disclosure the
exception.
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Hence, the policy guiding principles are:
•

Maximum disclosure

•

Proactive disclosure

•

Limited exceptions to disclosure

•

Enhanced access to information

•

Consultative approach

•

Safe-guarding the deliberative process

•

Right to Appeal

1.4 Information that may be made Public
Most information generated or received by the Bank will be made public, except information on
the list of exceptions in paragraph 3.3 of the DAI policy and Appendix 2 of this Handbook. As a
result, certain information not subject to disclosure under the previous policy will now become
public information. Notably, over a sufficient time horizon, most information in the Bank’s
possession will be disclosed, either proactively or on request. The categories of information that
will routinely be made available to the public include (i) operations information, (ii) Board
reports, (iii) annual reports, economic data and research, (iv) Bank financial information, (v) legal
information, and (vi) administrative information (see Appendix 1 of this Handbook for details).
Figure 1 shows the AfDB project cycle, including a list of documents that will be made public
during the various stages of the project, from country programming to evaluation.
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Figure 1. AfDB Project Cycle.
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Furthermore, depending on the type of information and document, the information will be
disclosed, to the public, in a different format.

1.5 Different Types of Disclosure of Public Information
The timing of the disclosure of the different types of information in the possession of the Bank
Group will vary based on the applicable procedure and the nature of the information. In the case
of information/documents destined for the Board, the options are: pre-Board approval disclosure
or simultaneous disclosure, and post-Board approval disclosure. The DAI Policy also provides for
the disclosure of non-Board documents.
Pre-Board approval disclosure (Simultaneous disclosure): Certain Board documents classified
as "Public" will be disclosed to the public at the same time they are circulated to the Board.
Accordingly, these documents will be made available to the public before Board consideration and
approval. Documents subject to simultaneous disclosure, described in paragraph 4.10 of the DAI
Policy, include:
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•
•

•

Documents classified as "Public" and provided by Management to the Board for information;
Operational Policies and Sector Strategies (to be disclosed to the public at the time they are
circulated to the Board, in cases where the Board had considered an earlier version of the
document);
Country and regional strategy papers and loan proposals (project appraisal reports) for
sovereign-guaranteed operations (to be disclosed to the public at the time they are circulated to
the Board subject to the consent of the country concerned).

Post-Board approval disclosure: Certain documents classified as "Public", will only be
disclosed to the public after Board consideration and approval (e.g., Bank Group Program and
Budget Document (PBD), Bank Group Annual Report, etc.).
Post-internal clearance disclosure: Routine documents classified as "Public", that will not be
considered by the Board, will be disclosed to the public following the completion of the applicable
internal review and clearance processes (e.g., Knowledge products, Project Completion Reports,
etc.).

1.6 Classification Levels
All official Bank documents created or received by the Bank on or after 3 February 2013 are
required to be classified by the responsible staff (i.e., author, owner or originator). The
classification level determines whether the document may be disclosed, and if disclosable, when it
can be disclosed. The policy has established two information classification levels in terms of
access to information (paragraph 4.7 of the DAI Policy):
•

Public: applies to all documents that do not fall under the policy’s list of exceptions
(paragraph 3.3, DAI Policy and Appendix 1 of this Handbook). Such documents shall be
classified as "Public" and routinely released on the Bank’s external website or upon request.

•

Restricted: includes two sub-classifications levels, (i) "Confidential" for documents eligible
for declassification at a certain point in time; and (ii) "Strictly Confidential" for documents not
to be disclosed.

1.7 Exceptions to Disclosure
The policy excludes eight categories of information that are non-disclosable, described in the
policy’s list of exceptions (paragraph 3.3, DAI Policy). If the information in the Bank’s possession
falls under one of these exceptions, it should be classified as Restricted - "Confidential" or
Restricted - "Strictly Confidential". Table 1 below lists what these categories of exceptions are and
provides examples of documents that would fall under the policy’s exceptions and how they
should be classified.
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Table 1. List of Exceptions
Exceptions

Restricted

1	
   Deliberative information and incomplete Reports	
  

Confidential / Strictly
Confidential	
  

2

Communications involving the Bank Group’s President and Executive
Directors (except if authorized by both parties)

Strictly Confidential

3

Legal, disciplinary or investigative matters

Strictly Confidential

4

Information provided in confidence by member countries, private sector
entities or third parties

Strictly Confidential

5

Internal administrative information

Strictly Confidential

6

Financial information

Confidential / Strictly
Confidential

7

Safety and security

Strictly Confidential

8

Personal information

Strictly Confidential

	
  

1.8 Policy Override Options
As a general rule, the presumption under the DAI Policy is in favor of maximum disclosure and
access to information by the public, with limited restrictions for information that fall under the
policy list of exceptions. However, the Bank Group maintains the right to disclose (Positive
override prerogative) or withhold information (Negative override prerogative) regardless of whether
it is on the list of exceptions (Figure 2).
Figure 2. Positive and Negative Override Prerogative
Negative Override
Prerogative

Positive Override Prerogative
The Bank Group may
decide to disclose
information at an
earlier stage (e.g.,
earlier declassification
of deliberative
information for
disclosure purposes)

OR

The Bank Group may
decide to disclose
certain deliberative or
financial information
that is protected by
an exception under
the Policy

OR

Under exceptional
circumstances, the
Bank Group can
decide not to
disclose information
that it would
normally disclose
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1.9 Main Disclosure Responsibilities
(i)

Bank Staff:
Bank staff will be primarily responsible for implementing the policy, including classifying, filing
and timely disclosing the information they produce or receive, in accordance with the DAI policy
requirements. They will play a critical role in the successful implementation of the policy (detailed
procedures specified in Chapter II of this Handbook).

(ii)

Disclosure Focal Points:
Disclosure Focal Points designated by the head of their organizational units will serve as liaison
between their vice presidential complex/departmental units and disclosure contact persons in the
DAI unit in the General Secretariat (SEGL) and the External Relations & Communication Unit
(ERCU). They will provide inputs on the implementation status in their organizational units and
keep unit staff informed of issues and guidelines related to DAI policy implementation. In
particular, they will assist staff in their various complex/departmental units on disclosure
requirements for documents routinely produced in their complex/departmental units.

(iii)

General Secretariat (SEGL):
SEGL will coordinate and monitor implementation and consistent application of the policy
(working closely with Management, departments, and field and external representation offices)
including:

(iv)

•

Raising awareness on the obligation to disclose

•

Monitoring disclosure and ensuring compliance

•

Reporting on implementation

•

Handling information requests

•

Designating an information disclosure help desk

•

Liaising with Board members on disclosure of Board-related information

•

Serving as Secretariat of the IDC

External Relations & Communication Unit (ERCU):
ERCU will be responsible for making information available on the Bank website and providing
guidance and support to staff for selecting and using the most appropriate communication tools to
increase access to information held by the Bank.

(v)

Public Information Center (PIC):
The PIC will be responsible for disseminating Bank information and documents.

(vi)

General Counsel and Legal Services Department (GECL):
GECL will be responsible for handling complex policy interpretation queries from staff, in close
collaboration with the DAI Unit in SEGL.

(vii)

Information Disclosure Committee (IDC):
IDC will be responsible for advising Management and staff on the application of the policy. It is
also the first level of appeal for information requests denied by the Bank. It can decide to disclose
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documents on the negative list, or under exceptional circumstances not to disclose information that
would normally be disclosed.
(viii) Appeals Panel:
The Appeals Panel is the final recourse mechanism for members of the public who consider that
the Bank Group violated the DAI Policy by denying their request for information. It will comprise
at least two external members, out of three, to review requests denied by both Bank staff and the
IDC. Decisions of the Appeals Panel will be final.
(ix)

Board of Directors:
The Board will be responsible for exercising the Bank’s prerogative to disclose "Confidential" or
"Strictly Confidential" Board records or papers. Similarly, the Board can restrict access to Board
records that would otherwise be public. Board decisions are not subject to appeal.
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II. DISCLOSURE PROCEDURES	
  
2.1 How to Classify, File and Disclose Information
Staff members must determine a classification category for all documents they
produce. Indeed, once the document is saved, the author/originator should:
Figure 3. Classify, File, Disclose Process
Board Documents Process
PRODUCE
DOCUMENT

PUBLIC

UPLOAD IN
BPPS

CLASSIFICATION
(Choose/tag)

REVIEW
PROCESS

RESTRICTED
CONFIDENTIAL
STRICTLY
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(For translation)

S
L
AL ENT
M
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DO

SEGL
(Editing / Board distribution)

PUBLIC
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ONLY
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(For web posting)
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Monitoring by SEGL-DAI Unit

Non-Board Documents Process
PRODUCE
DOCUMENT

ERCU
(For web posting)

PUBLIC

UPLOAD IN
BPPS

CLASSIFICATION
(Choose/tag)

RESTRICTED
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STRICTLY
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REVIEW
PROCESS

IC S
BL NT
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Y
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DO O
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ME
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(File in)

Monitoring by SEGL-DAI Unit

(i)

Choose from the sample lists of documents attached in Appendices 1 and 2 the
classification category applicable to the document you produce.

(ii)

If the document is not part of any of the sample lists attached in Appendices 1
and 2, determine whether there are any restrictions to disclosure or select the
corresponding exception that applies from the list of exceptions (Table 1,
Section 1.7). In cases where there are no applicable restrictions, the document
will automatically be tagged and classified as "Public". Otherwise in the case
where there is an applicable restriction based on the list of exceptions; the
document will be tagged and classified as "Restricted". More specifically,
based on the exception that applies, it should be classified as "Strictly
Confidential" (never to be disclosed) or "Confidential" (eligible for disclosure
after some time). For "Confidential" documents, the originator will also have to
indicate the declassification schedule in the system (see Table 3).
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(iii)

Once the document is appropriately classified, the originator can proceed with
its submission in the system.
The document will automatically be directed through the system to the review
process. At this stage the document will either be approved or sent back to the
originator for revision (and re-submission). If the document is approved it will
be directed to CLSD for translation (such as with Board documents), before the
system transfers both a copy of the original document and a copy of the
translation to the DARMS records management system for archiving. Upon
approval a copy of the document will automatically be sent to DARMS for
storage. For documents classified as "Public", upon approval a copy will also
be sent to ERCU for web posting (Figure 3). Additional guidelines on how to
use the platforms/systems for filing and disclosing documents will be detailed
to staff on the Intranet, DAI page.
2.1.1 Public Classification
If a document is not on the policy list of exceptions, it should be classified as
"Public". All information classified as Public will be disclosed on the Bank’s
external website within 5 working days of its approval, distribution,
completion, endorsement, discussion, issuance, receipt or submission, unless
specified otherwise in the DAI Policy (e.g., simultaneous disclosure), or may
be released on request. A significant number of documents which the Bank
produces will not be distributed externally until the Board of Directors has
received, considered and/or approved the document. In this case, the document
although tagged as Public when distributed to the Board, should not be
disclosed until Board consideration. A detailed but non-exhaustive list of
documents that constitute public information with specific disclosure timelines
is attached in Appendix 1 to guide staff in classifying the information they
produce.
2.1.2 Restricted Classification
Documents/information classified as Restricted have two possible sub-levels of
classification: "Confidential" and "Strictly Confidential". All drafts are to be
classified as "Confidential" or "Strictly Confidential", except for drafts subject
to public consultations and final drafts subject to public disclosure at the time
they are distributed to the Board for consideration.

(i)

Restricted - "Confidential" (subject to declassification over time): 	
  
A document should be classified as Restricted and "Confidential" if it is
confidential at the time of its creation (on the list of exceptions) but is subject
to declassification and disclosure after a number of years, upon request or on a
proactive basis (e.g., deliberative information). After tagging the document as
"Confidential", its originator shall also assign the appropriate disclosure time
period (either 5, 10 or 20 years). Table 3 below provides a non-exhaustive list
of documents that constitute restricted confidential information, with specific
declassification timelines to guide staff in classifying the information they
produce.
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(ii)

Restricted - "Strictly confidential":
A document should be classified as Restricted and "Strictly Confidential" if it
is confidential at the time of its creation (on the list of exceptions) and is also
considered non-disclosable at every point in time, given the sensitivity of the
information it contains (e.g., staff medical record). In most cases those
documents will also be subject to restricted distribution within the Bank. A
non-exhaustive list of documents that constitute Restricted and "Strictly
Confidential" information is attached in Appendix 2 to guide staff in
classifying the information they produce.

2.2 Disclosure of Information Pertaining to Clients and
Partners
If the information is provided in confidence, with the understanding that it
should not be disclosed, it will be classified as Restricted and "Strictly
Confidential". The Bank will not disclose such information unless the third
party concerned gives a written consent.
Correspondence with the concerned third party regarding consent (or
objection) to public disclosure of a document provided to the Bank, must be
recorded carefully by concerned staff (email exchanges, formal letter, minutes
of loan negotiation, signed aide memoires or aide memoires for mission
meetings, as the case may be).
If a document provided by a third party is not classified properly at the time it
is shared with the Bank, and the Bank is not sure about its disclosure status, it
will be classified as Restricted. If an external party later requests this document
to be disclosed, the Bank will seek the written consent of the document’s
originator (paragraph. 4.11.4, DAI Policy). The Bank’s request for consent will
specify a deadline and indicate that a non-response within the specified
deadline will be considered consent to disclosing the requested document.
However, the Bank will not make public, information received in confidence,
without the written consent of the originator.
It is the responsibility of each staff member to communicate the implications of
the new DAI policy with third parties with which they are working. In
particular, borrowers and private sector clients need to be informed on how
information produced by or related to them is to be disclosed under the policy
(e.g., borrower-prepared annual audited financial statements; project summary
notes for private sector projects). See Table 2 below, for examples and
procedures.
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Table 2. Communicating with Third Parties: Examples and Procedures
Type of Document

Example

Procedures to Follow

Documents prepared
jointly with member
countries

CSPs and RISPs
(Section 1.3.1: Example
1), Country Governance
Profile

Documents prepared or
commissioned as a
condition for doing
business with the Bank

Annual audited financial
reports, safeguard
documents, EITI, PRSPs

Special documents not
regularly produced by the
Bank

Research & knowledge
products

Documents prepared by
member countries &
provided to the Bank

Financial/governance
analysis

Documents/Information
related to private sector
operations

PAR (restricted); project
summary note &
updates/environ. &
social impacts for cat.
1&2 projects (disclosed)

Draft document: ask client to
identify confidential information. If
Country agrees, draft will be
redacted (paragraph 4.11.1 of the
Policy). Written communication
received by Bank identifying
confidential information should be
documented and recorded.
Final version submitted to the
Board: authorization of the country
concerned for simultaneous
disclosure to the Board and the
public needs to be secured by staff
during final preparation and
documented in writing during
negotiations.
Staff informs counterparties
involved in preparation and
negotiations that these documents
will be subject to public disclosure
at a specific point in time. If the
concerned counterparty considers
the original document to have
sensitive, restricted information, it
can be redacted and an abridged
version accepted by the Bank can be
submitted for public disclosure
(paragraph 4.11.2 of the Policy).
The original document will be
classified Restricted - Strictly
Confidential, and will not be
disclosed.
To be disclosed after Board
distribution. Director may consult
with country concerned if she/he
believes it contains confidential
information. The document can then
be redacted and an abridged version
submitted for public disclosure,
while the original will be classified
Restricted-Strictly Confidential and
will not be disclosed.
Disclosed according to member
country’s decision. If unclear,
recipient staff needs to seek relevant
government written consent.
Majority of document/information
related to private sector operations
is to be classified as Strictly
Confidential according to exception
4 (Table 1; Paragraph 3.3D, DAI
Policy).
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2.2.1 Documents prepared jointly with member Countries/Private sector
entities
These documents include documents such as CSPs, RISPs, Aide Memoires,
Operational Policies and Sector Strategies, and PARs.
CSPs and RISPs
Operations documents prepared by the Bank in consultation with the
entity/country concerned will be shared in draft form with in-country target
audiences, as part of the consultation process, at least 50 days prior to formal
Board discussions. Staff may also discuss these drafts with the relevant
stakeholders. During the final review, the Bank and the entity/country
concerned will have to agree on the inclusion or redaction of information
deemed confidential by the entity/country concerned before finalizing and
distributing the document to the Board. The document (e.g. CSPs, RISPs, and
related Appendices) will be posted on the Bank’s external website at the time it
is distributed to the Board (simultaneous disclosure). The originating
Department must secure the agreement of the government(s) concerned for
simultaneous disclosure during the CSP/RISP preparatory mission. This
agreement should be recorded in the mission aide memoire.
If the country does not consent to simultaneous disclosure, these documents
will be posted on the Bank’s external website upon endorsement by the Board.
Upon completion of the CSP final draft, including any revisions by the
Operations Committee, the originating department will send a copy of that
final draft to the entity/government indicating that unless it expressly objects to
disclosure within 2 weeks after receiving the document, the CSP will be posted
on the Bank’s external website at the time it is distributed to the Board. In the
event that substantial amendments are made to the document, following the
Board meeting, the originating department will obtain the consent of the
relevant entity/government, within the same time limits, before posting the
final approved version on the Bank’s external website.
This applies to CSPs and RISPs for which the preparatory missions are
conducted on or after the policy effective date (February 3rd, 2013).
Aide memoires
Aide Memoires constitute deliberative information and therefore should not be
disclosed unless agreed by both the Bank and the relevant other party. The aide
memoire of related operational missions could however be disclosed if agreed
by both the Bank and the concerned other party (paragraph 4.11.1, DAI
Policy).
During bilateral discussions on aide memoires, the project team leader must
specifically discuss this issue with the government or other party and secure an
agreement on disclosure of part of the aide memoire (non-deliberative
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information) or the full aide memoire (consent could be confirmed by way of
insertion in the aide memoire).
If the consent is not granted, the aide memoire will be tagged and classified
Restricted -Strictly Confidential. Otherwise, it will be tagged and classified
Public and proactively disclosed on the Bank’s external website in full or in a
redacted version, in accordance with the agreement reached.
This applies to AfDB sovereign-guaranteed projects for which the aide
memoire is prepared on or after the policy effective date (February 3rd, 2013).
Operational Policies and Sector Strategies:
Operational Policies and Sector Strategies provided to any committee of the
Board of Directors will be simultaneously disclosed to the Public if an earlier
version of the same document under consideration had been previously
considered by the Board of Directors. This provision affords stakeholders the
opportunity to deepen their participation in the decision-making process. This
provision applies to policies and strategies that are provided to a Board
Committee on or after the policy effective date (February 3rd, 2013).
PARs for sovereign-guaranteed projects
PARs for sovereign-guaranteed projects will be posted on the Bank’s external
website at the time they are circulated to the Board, subject to the nonobjection of the country concerned (simultaneous disclosure).
During the appraisal mission, staff must request the relevant country to
confirm its non-objection to simultaneous disclosure of the PAR and its
appendices. The country’s consent must be secured in writing before
distribution of the PAR to the Board.
If the country does not consent to simultaneous disclosure, the PAR will be
posted on the Bank’s external website after its approval by the Board. This
applies to AfDB projects and programs for which the appraisal mission is
conducted on or after the policy effective date (February 3rd, 2013).
PARs for non-sovereign guaranteed projects and Project Summary Note and
Update
PARs for non-sovereign guaranteed projects (i.e. private sector) are not to be
disclosed - in accordance with the terms of the Bank’s Non-Disclosure
Agreement commitments to sponsors - and should be classified as Restricted
and Strictly Confidential, unless permission is given by the concerned entity to
release such information. However, for private sector operations and
investments, a Project Summary Note (PSN) with key and non-sensitive
information will be disclosed to the public on the Bank’s external website at
the same time the full PAR is distributed to the Board.
For information purposes, Appendix 3 provides a sample template of a PSN
and the information it should contain.
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The PSN must be updated regularly at relevant milestones throughout the
implementation of the project to reflect changes in the implementation status
or other material change. The PSN and its subsequent updates will be prepared
by the task manager and cleared with the client before disclosure on the Bank’s
external website. The agreement between the Bank and the client on the
content of the PSN and its updates must be secured in writing. The request for
clearance should be made early enough to receive a response before the PAR
distribution to the Board.

2.2.2 Documents prepared or commissioned by member countries as condition
for doing business with the Bank Group
These documents provided by clients of the Bank Group include: Poverty
Reduction
Strategy
Papers
(PRSPs);
Safeguards
assessments
(environment/social) and action plans – in accordance with the Board approved
Integrated Safeguards System; Annual audited financial reports of Bank
financed sovereign-guaranteed projects for which the invitation to negotiate is
issued on or after the policy effective date; and Extractive Industry
Transparency Initiative (EITI) Agreement Requirements – for extractive
industry projects, staff should comply with EITI agreements signed by the
Bank.
Audited financial statements:
These statements of Bank-financed sovereign-guaranteed projects shall be
posted on the AfDB external website upon receipt from the borrowers. The
Financial Management Specialist (FMS), in collaboration with the task
manager, will discuss this new disclosure requirement with the relevant project
representatives including the Ministry of Finance. This disclosure requirement
will be included in the project legal agreement or equivalent. Under limited
and exceptional circumstances, when the audit report is considered to have
confidential, proprietary and/or commercially sensitive information, the
Borrower or designated project entity may be exempted from disclosing the
complete set of audited financial statements, but is still required to disclose an
abridged version in a form acceptable to the Bank. Indeed, if the original
document contains information sensitive to the client, it can be redacted and an
abridged version in a form acceptable to the Bank Group can be submitted by
the client to the Bank Group for public disclosure (paragraph 4.11.2, DAI
Policy). The original version will be classified Restricted with a disclaimer
stating that under exceptional circumstances and due to sensitive information
the document is classified Restricted -"Confidential" or "Strictly Confidential"depending on the agreement reached with the borrower/client) and an abridged
version has been released to the public. Exceptions to full disclosure are
approved by the Division Manager in charge of Fiduciary Services. If in
exceptional cases the Bank approves disclosure of an abridged version, when
transmitting the full set of audited financial statements to the Bank, the
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Borrower or other relevant project entity should (a) clearly indicate to the Bank
not to disclose the full set; and (b) provide an abridged version in a form
acceptable to the Bank, for disclosure on the Bank’s external website.
2.2.3 Special documents not regularly produced by the Bank Group
These documents – classified as "Public", will be disclosed after distribution to
the Board. Such documents include Research and Knowledge Products,
Economic and Sector Works (ESWs), etc. (see Economics and Research,
Annex I, DAI Policy). However, if the Regional/Sector Director concerned
believes the document contains confidential non-disclosable information,
she/he will consult the country concerned to secure an agreement on the
inclusion or redaction of the information deemed confidential/sensitive and
make adjustments as she/he considers appropriate, before public disclosure.
2.2.4 Documents prepared by member countries and provided to the Bank
Group
This information will be disclosed by the Bank in accordance with the clients’
expressed requirements (see Table 2 above), and will not be disclosed if given
in confidence (paragraph 4.11.4, DAI Policy). These documents include
information on governance and sector/institutions specific analysis.
2.2.5 Email
As a general rule, emails exchanged among staff and with third parties are not
subject to disclosure, unless they relate to official Bank business and are
classified and filed in the Bank’s records management system. However, in the
course of doing business with countries and other clients, certain email
exchanges by staff may contain information that is either "Public" or
"Restricted". It is therefore important that staff classifies and files such emails
appropriately in the Bank Group’s documents management system and follow
the disclosure requirements provided in paragraph 4.9.1 of the DAI Policy and
also Appendix 2 of this Handbook.

2.3 Declassify a Document for Disclosure
As a general rule, information classified as Restricted as per the List of
Exceptions (see Table 1 above), will not be declassified. However, certain
information classified Restricted and Confidential (Policy exceptions 1 and 6)
maybe eligible for declassification for disclosure purposes after 5, 10 or 20
years.
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Table 3. Declassification schedule sample list
Sample list of Restricted - "Confidential" documents, with a
declassification schedule1
After 5 years
Circulars and briefings of a technical nature prepared for information
purposes for the Board or its Committees
Bank Management presentations (in PowerPoint and other formats) to
the Board or its Committees
After 10 years	
  
Reports of meetings of the committees of the Board of Executive
Directors occurring prior to February 4, 2013
Highlights/Minutes of meetings of the Board of Executive Directors
occurring prior to February 4, 2013
Summaries of deliberations at meetings of the Board’s Committees
Deliberative drafts and documents of the Board and other deliberative
information

Deliberative sections of performance monitoring reports
After 20 years
Other information held by the Bank’s records management unit, unless
it is included among the exceptions to disclosure.

Table 3 contains a sample list of documents eligible for declassification and disclosure
over time. SEGL/DAI unit will be primarily responsible for handling requests for
information/documents deemed eligible for declassification and disclosure. They will
declassify and make such information available either on the Bank’s external website
or in response to requests, consulting, when necessary, the relevant complexes.

2.4 Process for Policy Override
The Bank maintains the right to disclose information on the list of exceptions and/or
declassify information earlier than scheduled if it determines that the overall benefits
of such disclosure outweigh potential harm. Under exceptional circumstances, the
Bank maintains the right to withhold information normally disclosable to the public if
it determines that doing so would result in significant harm to Bank staff, stakeholders
and partners (paragraph 3.4, DAI Policy). In order to proceed with overriding the
policy, the Bank will need to seek the approval of the relevant authority (Figure 4).
For more details on the approval process, please refer to DAI Policy paragraphs 3.4.2
to 3.4.4.
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Figure 4. Policy Override Approval Process
	
  
Condition(s) to override
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(for other documents)

Public disclosure of restricted information protected by an exception requires
the approval of the following authorities:
•
•
•

The Board – for Board records and papers
The written consent of the member country or third party – for
information provided in confidence
The Information Disclosure Committee (IDC) – for other restricted
information

Early declassification for public disclosure of restricted information protected
by an exception requires the approval of the following authorities:
•
•
•

The Board – for Board records and papers
The written consent of the member country or third party – for
information provided in confidence
The Information Disclosure Committee (IDC) – for any other
information on the negative list

Exceptional instances of withholding information normally for public
disclosure would require the approval of the following authorities:
•
•
•

The Board – for Board records and papers
The written consent of the member country or third party – for
information provided in confidence
The Information Disclosure Committee (IDC) – for other information.

	
   22	
  
	
  

III. INFORMATION ACCESS PROCEDURES
3.1 Process External Requests
Requests for information should be processed using the online form. However,
staff handling requests at the DAI unit and the Public Information Center (PIC)
can accept other types of written requests, such as email, mail, or fax but will
redirect the requesters to the online request form, which is the preferred
channel for processing requests. Alternatively, when requesters do not have
proper access to the Internet, relevant staff can send them the request form by
fax (or mail) and have it completed and returned with the necessary
information. Staff processing requests must then record in the system the
information received in paper form, for the Bank’s records and processing.
Contact Details for External Requests:
1. Online Request Form downloadable at http://www.afdb.org/en/aboutus/disclosure-and-access-to-information
2. DAI Team in SEGL by:
• Email to: DAI@afdb.org
•

Fax to: (+216) 71 832 035

•

Mail to:
DAI unit, General Secretariat
African Development Bank Group
Temporary Relocation Agency
Angle de l’Avenue du Ghana et des rues
Pierre de Coubertin et Hédi Nouira
BP 323 – 1002 Tunis Belvédère, Tunisia

3. Bank Group’s Field Offices and PIC:
• Relevant field office in the country concerned – See contact details at
http://www.afdb.org/en/countries

•

Relevant PIC of the country concerned – See contact details at
http://www.afdb.org/en/countries

In exceptional circumstances, when the timing of disclosure of requested
information is an issue, the DAI unit will determine how such requests can be
accommodated in the most effective way.
All requests for information and documents must be made in writing and
should describe with reasonable specificity the type of information requested.
The Information Disclosure Committee can reject unreasonable, multiple, and
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blanket requests for information and any request that would require the Bank
Group to develop and compile information or data that does not already exist.
Requests should be submitted to AfDB in English or French. However the
Bank has the discretion to accept requests made in another official language of
a regional member country.
3.1.1 Timelines for processing requests
The DAI unit in SEGL or the PIC will handle requests for information, in
consultation with relevant staff. The Bank Group shall acknowledge receipt of
a request within 5 working days of receiving the request, and provide a
response within 20 working days. This period may be extended in special
circumstances and in cases of complex requests or requests requiring review or
consultations within the Bank Group or with external stakeholders.
3.1.2 Response to requests
Information officer(s) at the DAI unit will coordinate the processing of all
requests for information submitted to the Bank through the online request form
on the Bank’s external website (DAI webpage). In responding to the requests,
the Unit will liaise with concerned offices and complexes whenever necessary.
All requests received through the online form must be registered in the
information request tracking system set up for monitoring and reporting
purposes. Staff assigned to respond to external requests in field offices and in
the PIC must also enter all requests received in the Bank information request
tracking system. Appropriate training on the system will be given to concerned
staff.
Bank Staff responsible for receiving and processing requests for information
must (i) review and acknowledge the request within prescribed deadlines; and
(ii) check the classification level to see if the information is public, or
restricted.
If they determine the requested information is public or eligible for
declassification at the time it is requested, they will send the requester a link to
the requested file, in case the information is readily available on the external
website. If not they will upload and send the file to the requester by email.
If staff determines the requested information is confidential (and not yet
subject to declassification), or strictly confidential and therefore cannot be
released under the DAI policy, they must send a denial response based on the
applicable policy exception. If applicable, they will also indicate when the
information will be eligible for declassification.
In case the document cannot be found on the Bank’s website and in the record
management system (DARMS), the Information officer(s) at the DAI unit will
request the originating department to provide the document.
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All denials of information will be handled by the DAI unit, since denials may
be subject to appeal from the requester.

3.2 Appeal Denials of Requests
Under the new DAI policy, a two-stage appeals process has been established
which includes an Information Disclosure Committee (IDC), comprising staff
members, and an Appeals Panel with at least 2 out of the 3 members drawn
from outside the Bank (Figure 5).
Figure 5. Step-by-Step Appeals
Step-by-Step Appeals
Appeal is submitted in writing to the Secretariat of the IDC, located in SEGL, within 50 days of
the Bank’s Group initial decision to deny the request for information. Appeals may be
submitted by mail to the Secretariat of the IDC, General Secretariat; by email to
DAI_appeal@afdb.org; or by fax to (+216) 71 832 035.
All appeals should contain the following:
(i)
a detailed description of the information originally requested;
(ii)
the requester’s contact information;
(iii)
dates of the initial request and/or of the decision denying access, as applicable;
(iv)
an explanatory statement that sets out the facts and the grounds that support the
requester’s claim.

The Secretariat shall acknowledge receipt of the appeal within 5 working days, and notify the
requester of the decision of the IDC or the Appeals Panel, as applicable, within 40 working
days of receiving an appeal (In exceptional cases such as those involving complex requests, the
IDC or Appeals Panel may extend this time period).
The Secretariat may under the instruction of the IDC or the Appeals Panel seek clarification from the
requester in which case the response time will be counted from the date the clarification is received.

The Secretariat will either provide the requested information or the reasons for denial.
Remedy will be limited to providing the requested information to the requester. The Bank
Group will post on its website the decision taken in each case, upon issuance of a decision.
Examples of reasons why an appeal would be dismissed include:
(i)
failure to file an appeal within the 50-day period;
(ii)
the concerns about the Bank’s non-disclosure are not found by the IDC to be legitimate
(one of the responsibilities of the IDC as set out in paragraph 4.3.3 of the DAI Policy will
be to determine the criteria for "legitimate concerns."];
(iii)
the IDC or the Appeals Panel do not have the authority to consider the matter being
appealed;
(iv)
the information sought clearly falls under one of the Policy exceptions;
(v)
the Bank’s exercise of it’s prerogative to restrict access; or
(vi)
the appeal is related to an unreasonable or unsupported request, including multiple
requests, blanket requests, and any request that would require the Bank to create,
develop, or collate information or data that does not already exist.
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Requesters who have a legitimate reason to believe the Bank has omitted to
publish information mandated for disclosure in the policy, or that their request
for information has been unreasonably denied by Bank staff, or are able to
make a public interest case to override the Policy exceptions, have two stages
of appeals (Figure 6).

Figure 6. Two-Stage Appeals Process
INFORMATION
POSTED
PROPERLY

Possible basis for appeal

APPEAL
REQUEST
(received within 50
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(process within 40 days)

S
YE

2nd APPEAL
REQUEST

CHECK IF
VIOLATION
OF DAI

REVERSE
BANK'S
DECISION
(Information released
to requester & public)

NO

UPHOLD
BANK'S
DECISION
(Provide policybased reasons)

Appeal Stage 2: Appeals Panel

3.2.1 First Stage of Appeal: IDC
If the appeal is based on the Bank’s omission to make information public on
the Bank’s external website in accordance with the DAI Policy, the IDC will,
after reviewing the request:
(i)

Ensure the requested information is posted as it should have been; or

(ii)

Deny the request based on:
a. One of the Policy exceptions; or
b. The Bank exercising its prerogative to restrict access. Under exceptional
circumstances, the IDC may decide that although the requested information
does not fall under any of the policy exceptions, making such information
public would result in significant harm to specific interests. Such decision
will require the approval of the appropriate level of authority (paragraph
3.4.1 & 3.4.4, DAI Policy).
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If the appeal is based on a claim that the requested information has been
unreasonably denied in violation of the DAI Policy, the IDC will, after
reviewing the request:
(i)

Ensure the requested information is provided to the requester; or

(ii)

Uphold the Bank’s decision to deny access to the requested information,
providing policy-based reasons for this decision. If the IDC confirms that the
requested information cannot be disclosed because it constitutes "Restricted"
information included on the list of exceptions (e.g., AfDB estimates of future
borrowings), its decision will be final and therefore not eligible for the second
stage of appeals.
If the appeal is based on a public interest case (request for information denied
based on a valid Policy exception but the requester finds that disclosure of the
information is warranted in the public interest), the IDC will, after reviewing
the appeal:

(i)

Establish that the overall benefits of disclosure outweigh the potential harm,
and therefore decide to disclose non-disclosable information (for deliberative
and financial information), or to disclose information earlier (early
declassification). Such decision will be taken by the appropriate level of
authority (paragraphs 3.4.1, 3.4.2 & 3.4.3, DAI Policy); or

(ii)

Uphold the Bank’s staff decision to deny access to requested information,
providing the reasons to the requester. Bank’s decisions on public interest
cases will be final and therefore not eligible for the second stage of appeals.

3.2.2 Second Stage of Appeal: Independent Appeals Panel
If the IDC confirms the initial Bank’s decision to deny a request for
information, the requester may in certain instances file an appeal to the
Appeals Panel which will consider whether the Bank Group violated the DAI
Policy by restricting access to requested information. In case the Independent
Appeals members cannot reach a unanimous decision, the decision will be
taken by majority vote. The decision of the Appeals Panel will be final.

3.3

Main Disclosure Channels
3.3.1 Proactive Disclosure
•

External Website : www.afdb.org	
  

•

PICs at Bank’s Headquarters, Temporary Relocation Agency: Bank’s
publications, project documents, and other country-related information	
  

•

Field Offices: Bank’s publications, project documents, and other
country-related information, relevant information on local projects and
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country specific information to be disseminated in-country by relevant
project staff to people affected by the project, using appropriate
channels.	
  
3.3.2 Disclosure on Request
The Bank shall also provide upon request any information that does not satisfy
the policy disclosure exceptions. Requests for information must be responded
to within defined time limits and following procedures described in paragraph
3.1.1 above.	
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Appendix 1- Documents classified Public
Sample List of Routinely Disclosed Documents ( Classified Public)2
Operational Information
Country-related documents and Policies and Strategies:
Country Strategy Papers - to be posted on www.AfDB.org at the time of their
distribution to the Board subject to country(ies) non-objection
Interim CSP - to be posted on www.AfDB.org at the time of their distribution
to the Board subject to country(ies) non-objection
Regional Integration Strategy Paper - to be posted on www.AfDB.org at the
time of their distribution to the Board subject to the Regional Economic
Community (ies) and countries (as needed) non-objection
Economic and Sector Work (ESW), including Country Fiduciary Risk
Assessment, or related Country or Sector Profiles – to be posted on
www.AfDB.org after Board distribution for information (redaction of
legitimate confidential information in the Country Governance Profile should
be discussed with the government as necessary before finalization of the
document)
Program Based Operations - to be posted on www.AfDB.org at the time of
their distribution to the Board, subject to country(ies) non-objection
Operational Policies and Sector Strategies - to be posted on www.AfDB.org at
the time of their distribution to the Board provided an earlier version has been
previously considered by the Board or a Committee thereof
Procurement Policies and Procedures
Project-related Documents for Sovereign-guaranteed Operations:
Final feasibility studies and consultant reports commissioned by the Bank
Group - to be posted on www.AfDB.org website after completion (if these
documents include sensitive matters, they may be redacted or withheld in
accordance with the Policy exceptions)
Project Appraisal Report for sovereign-guaranteed operations - to be posted on
www.AfDB.org website at the time of their distribution to the Board, subject
to country(ies) non-objection
Summary of Environmental and Social Impact Assessments (ESIA);
Resettlement Plan; Environmental and Social Management Plan (ESMP) – to
be posted on www.AfDB.org in accordance with the Board approved
Integrated Safeguards System
Aide-Memoires – to be posted on www.AfDB.org or provided on request if the
Bank and the client consent to such disclosure
Project Progress Report - to be posted on www.AfDB.org upon receipt	
  
Project-related Documents for Non sovereign-guaranteed Operations:
Environmental and Social Impact for category 1&2 projects - to be posted on
www.AfDB.org in accordance with the Board approved Integrated Safeguards
System
Project Summary Note with key non-sensitive information (client-cleared) – to
be posted on www.AfDB.org upon distribution of the PAR to the Board
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  This	
  is	
  a	
  non-‐exhaustive	
  list.	
  All	
  information	
  classified	
  as	
  “Public”	
  will	
  be	
  disclosed	
  on	
  the	
  AfDB	
  
website	
  within	
  5	
  working	
  days	
  following	
  the	
  date	
  of	
  approval,	
  distribution,	
  completion,	
  endorsement,	
  
discussion,	
  issuance,	
  receipt,	
  or	
  submission	
  of	
  the	
  document,	
  unless	
  specified	
  otherwise	
  in	
  the	
  DAI	
  
Policy.	
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Project Summary Note Update to reflect changes in the implementation status
– summary note to be updated and reposted on www.AfDB.org after project
approval as needed (at least once a year)
Board Reports3
Board’s Work Plan, BRAG (after Board approval)
Agenda of the Board Meetings
Highlights of Board discussions/Minutes of the Board
Final Reports of the Board Committees (in which subsequent Board discussion
is not expected)
Reports to the Board from its Committees
Summary proceedings of Annual Meetings of the Board of Governors
Resolutions adopted by the Board of Governors
Annual Reports, Economic Data and Research
African Development Report
African Development Review
Annual Report
The AfDB Statistics Pocketbook
Africa Competitiveness Report
African Economic Outlook
African Governance Outlook
African Statistical Journal
Working Papers Series
Economic Briefs
Gender, Poverty and Environmental Indicators of African Countries
Millennium Development Goals (MDGs) Report
Inclusive Growth Series
Emerging Issues Series
African Development Effectiveness Series
Financial Information
Financial Policy Papers deemed "Public"- to be posted on www.AfDB.org
after Board approval
Bank Audited Financial Statements (see DAI Handbook paragraph 2.2.2);
Audited Financial Statements for Sovereign-guaranteed Operations to be
posted on www.AfDB.org upon receipt from the borrowers (possibility to
redact information qualified by the borrower)
Countries in Non-Accrual Status (Chronic Arrears)
Bank Group’s Program and Budget Document
Country Procurement Assessment Report
Public Expenditure Reviews
Untied Thematic Trust Funds/Special Funds Resources Available for
Commitment (periodic publications)
Bilateral Trust Funds Resources Available for Commitment (periodic
publications)
Annual Partnership Booklet
Annual Trust Fund Report
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  The	
  following	
  information	
  will	
  be	
  eligible	
  for	
  disclosure,	
  but	
  subject	
  to	
  the	
  exclusion	
  of	
  records	
  or	
  
portions	
  thereof	
  relating	
  to	
  confidential	
  matters	
  or	
  documents	
  or	
  deliberative	
  information.	
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Legal Information
Agreements Establishing the Bank and the Fund
Agreement between the Federal Republic of Nigeria and the Bank governing
the establishment of the Nigeria Trust Fund
Legal agreements for Sovereign - guaranteed operations signed - to be
disclosed upon request
Staff Rules and Regulations
Staff Appeals Committee annual report summarizing cases
Decisions of the Administrative Tribunal
Bilateral and multilateral cooperation agreements; memoranda of
understanding
General conditions applicable to loan, guarantee and grant agreements
Loan and grant agreements - to be posted on www.AfDB.org after they are
declared effective
Administrative Information
Organizational Information
Procurement activities reports related to corporate expenses and real estate as
contained in budget documents4
Employment opportunities
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  For	
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  procedures	
  see	
  2008	
  version	
  of	
  the	
  Bank’s	
  Rules	
  and	
  Procedures	
  for	
  the	
  
Procurement	
  of	
  Goods	
  and	
  Works	
  and	
  the	
  Bank’s	
  Rules	
  and	
  Procedures	
  for	
  the	
  Use	
  of	
  Consultants.	
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Appendix 2: Documents classified Restricted
Sample List of Documents classified Restricted - "Strictly Confidential" and
"Confidential" as the case may be5
Deliberative Information and Incomplete Reports
Draft reports, e.g., draft ESWs (except as part of the consultation process as
prescribed in the policy-e.g.,paragraph 4.11.1)
Notes and memoranda
Notes, circulars, presentations to the Board (e.g., during informal Board meetings)
Internal correspondences and email exchanges to support decision-making process
Correspondence with shareholders, borrowers and other clients
Issues Papers
Information on internal operating systems (e.g., IT systems)
Internal audit reports
Project concept notes
Minutes of staff meetings
Aide-memoires (except when the Bank and third party concerned agree to disclose)
Back-to-office reports
Rates of return and financial ratios
Communications involving Bank Group’s President, Executive Directors and
Governors
Communications within and between Executive Directors’ offices
Communications to and from Executive Directors and the Bank Group’s President
Communications between Executive Directors’ offices and the member country or
member countries they represent, as well as communications between Executive
Directors’ and Governors
Communications between Executive Directors’ offices and third parties
Records of Board deliberative processes, including Board statements, documents and
proceedings, except as provided in the Policy
Communications between the Bank’s Group President, RMCs or other parties
Legal, Disciplinary and Investigative Matters
Information subject to attorney-client privilege
Communications provided and/or received by the General Counsel, in-house Bank
counsel, and other legal advisors
Legal advice/opinions
Any document part of a litigation
Disciplinary and investigative information, except at the discretion of the Integrity
and Anti-corruption Department
Non-sovereign guaranteed-operations’ legal agreements
Information subject to protection of the Bank Group’s sources and identity of a
Whistle Blower
Information about investigations of the Independent Review Mechanism and the
Sanction Bodies
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  Documents	
  that	
  will	
  be	
  restricted	
  forever	
  except	
  very	
  limited	
  types	
  that	
  may	
  be	
  subject	
  to	
  
declassification	
  according	
  the	
  declassification	
  schedule	
  and	
  be	
  disclosed	
  over	
  time.	
  This	
  is	
  a	
  non-‐
exhaustive	
  list.	
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Information provided in confidence
Information provided by a member country or third party with clear understanding
that it must be kept confidential (e.g., information underlying financial sector
assessment; internal procedures of a comparator organization shared with the Bank)
Proprietary information (e.g., trade secret, pricing information), unless express
permission to disclose given by the owner
Confidential business and financial information received from private sector clients in
the analysis or negotiation of loans (it will cover most information related to private
sector operations, except when disclosure is prescribed in the Policy –see footnote 12and/or when the client has expressly consented to disclosure).
Administrative Information
Pension and other staff retirement benefit plan information
Corporate policy, regulations, procedures
Delegation of Authority
Bid evaluation process until publication of contract award
Financial Information
Estimates of future borrowings
Information regarding amounts overdue from borrowers (of a short-term nature) and
actions taken before loans are declared impaired
Tranches of payments’ details
Encashment profiles and timing of payments by ADF contributors
Financial forecasts, credit assessments and data on investment, hedging, borrowing
Cash management transactions by or for the Bank’s treasury operations
Details of individual transactions under loans and trust funds
Expected rates of interest
Banking and billing information of Bank Group’s entities or other parties
Internal information supporting preparation of financial reports
Safety and Security
Information whose disclosure would compromise the security of Bank staff, families,
consultants, and other individuals
Logistical and transport arrangements related to Bank transportation of its assets and
the transportation of staff, their dependants or their personal effects
Information the disclosure of which is likely to endanger the life, health, or safety of
any individual, or the environment
Personal Information
Personal staff records
Medical Information
Personal communications (email) of Executive Directors, Alternates and Advisors;
President of the Bank; Bank staff (except to the extent permitted by the Staff Rules)
and consultants and business partners
Information relating to staff appointment and selection processes
Proceedings of the Bank’s internal conflict resolution mechanisms (except for the
decisions of the Administrative Tribunal)
Investigations on allegations of staff misconduct and personal conflicts of interest
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Appendix	
  3:	
  	
  

Project Summary Note (PSN) for Investment Projects:
This summary note will include information from the already prepared Preliminary
Evaluation page in the project concept note, including the following fields:
(i)

Description of the project, description of the lending program of the
borrowing bank or description of the fund, as the case may be;
(ii)
The client;
(iii)
Cost Structure and Financing Plan (when relevant, check with financing
partners if their names can appear), or Funding Sources (LoC or funds);
(iv)
The Bank’s Role;
(v)
Implementation Arrangements (if this field reflects sensitive information
such as cost of equipment or commercial sales agreements, such
information will not be disclosed);
(vi)
Market;
(vii) Strategic Alignment;
(vii) Development Outcomes;
(viii) Complementarity/added value of the Bank Group.
For category 1 and 2 projects, the project summary will also include a "summary of
environmental and social aspects".
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