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 Process the request within 30 days unless an extension has been granted in accordance with the 

provisions of the FOI Act. 

 Where the request relates partially or wholly to another agency, following consultation with, and 

acceptance by that agency, transfer the request to the relevant agency. The Department must 

advise the applicant of the transfer.   

 Undertake all reasonable steps to search, identify and locate documents relevant to the scope of 

a particular request.  

 Consult with the applicant to: 

o advise if preliminary assessment indicates that there may be a practical refusal reason 

o provide an estimate of charges  

o clarify scope if required 

 As appropriate, apply charges in accordance with Freedom of Information (Charges) Regulations 

1982. 

 Consult with affected third parties.  

 Confirm the identity of the applicant where a request for documents is for access to the FOI 

applicant’s own personal information or, where a request relates business affairs, be satisfied of 

the relationship between the individual and the business. 

 Issue to the applicant a formal Notice of Decision and provide the applicant, where practicable, 

with an electronic copy of the document in a format suitable to the material being released. Where 

the provision of a document is not practical (eg a document is a sound or visual recording), the 

Department may provide the applicant with a reasonable opportunity to inspect that document. 

 Have regard to guidelines issued by: 

o The Office of the Information Commission  

o Department of the Prime Minister and Cabinet  

 

4.3. Documents held by Contracted Service Providers 

In line with the provisions of the Archives Act 1983, the Department retains ownership of Commonwealth 

Records collected, created or in the custody of contractors and their subcontractors engaged to provide 

services on behalf of the Department.  

All contractors and their subcontractors are required to provide to the Department documents in their 

possession that would fall within the scope of an FOI request received by the Department. 

4.4. Decision makers 

The authority to make decisions under section 26 of the FOI Act is delegated by the Secretary to all SES, EL2s 

and all officers within the FOI Section of the Department. 




























































































































































































