
















    

Phone:           Department of the Prime Minister and Cabinet 
foi@pmc.gov.au          PO Box 6500, Canberra, ACT, 2600, Australia 

FREEDOM OF INFORMATION 

Team Fact Sheet

ROLES AND RESPONSIBILTIIES 

Decision Maker and Line Area 

• Coordinating and conducting reasonable searches for relevant documents within
PM&C.

• Providing copies of relevant documents to the FOI adviser, within 8 business days,
along with the following advice:

o A summary of searches undertaken;
o The time spent searching for documents;
o The number of documents and pages; and
o The third parties that should be consulted on the documents.

• Identifying third parties that should be consulted on the documents, where the
documents contain personal information of an individual, the business information
of a business or information that originated from a State or Territory, Minister,
another Department or foreign government.

• Consulting internally, including with the Cabinet Secretariat, regarding the
sensitivities in relation to the request and applicable exemptions.

• Following consideration and consultations, identifying sensitivities in relation to the
release of the documents and providing advice to the FOI adviser on whether the
document should be released or exempted.

• Advise and/or consult with their FAS, Executive and PMO advisers (or other internal
parties) on the FOI request, before finalising the decision. The decision-maker and
action officer are responsible for drafting and providing email notification to the
Deputy Secretary Governance (copying the relevant Deputy Secretary and FAS) on
the proposed decision and documents for release (if applicable), at least 3 days
before finalising the decision.
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Phone           Department of the Prime Minister and Cabinet 
foi@pmc.gov.au          PO Box 6500, Canberra, ACT, 2600, Australia 

FOI Adviser 

The FOI adviser is responsible for: 

• Providing advice to the decision-maker and the line contact action officer on the
application of FOI exemptions and the processing of the FOI request in accordance
with the Freedom of Information Act 1982 (Cth).

• Working with the decision-maker in determining most appropriate exemptions (if
any) and consulting throughout the drafting of decisions.

• Liaising with the FOI applicant and external third parties in accordance with the
Freedom of Information Act 1982 (Cth)—this includes providing final decisions,
updating the applicant on application progress and third party consultation notices

• Completing weekly reports to the Executive Leadership Group on the progress and
status of the FOI request and reporting the statistics in relation to the FOI request in
accordance with the Freedom of Information Act 1982 (Cth).
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Phone           Department of the Prime Minister and Cabinet 
foi@pmc.gov.au          PO Box 6500, Canberra, ACT, 2600, Australia 

FREEDOM OF INFORMATION 
Decision Maker and Contact Officer Fact Sheet

ROLES AND RESPONSIBILITIES OVERVIEW 

Decision Maker and Line Area 

The decision-maker and line area contact officer are responsible for: 

• Coordinating and conducting reasonable searches for relevant documents within
PM&C.

• Within 8 business days, provide copies of relevant documents to the FOI adviser,
along with a complete Assessment Stage Checklist—this includes:

o A summary of searches undertaken;
o The time spent searching for documents;
o The number of documents and pages; and
o The third parties that should be consulted on the documents.

• Identifying third parties that should be consulted on the documents, where the
documents contain personal information of an individual, the business information
of a business or information that originated from a State or Territory, Minister,
another Department or foreign government.

• Consulting internally, including with the Cabinet Secretariat, regarding relevant
exemptions.

• Following consideration and consultations, identifying sensitivities in relation to the
release of the documents and providing advice to the FOI adviser on whether the
document should be released or exempted.

• Advise and/or consult with their FAS, Executive and PMO advisers (or other internal
parties) on the FOI request, before finalising the decision (including completing
the Final Stage Checklist).

o the decision-maker and action officer are responsible for drafting and
providing email notification to the Deputy Secretary Governance (CCing the
relevant Deputy Secretary and FAS), ensuring relevant other senior officers
are included, on the proposed decision and documents for release, at least
3 days before finalising the decision.

FOI DECISION MAKER AND 
CONTACT OFFICER FACT 

SHEET 
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FOI Adviser 

The FOI adviser is responsible for: 

• Providing advice to the decision-maker and the line area contact action officer on
the application of FOI exemptions and the processing of the FOI request in
accordance with the Freedom of Information Act 1982 (Cth).

• Working with the decision-maker in determining most appropriate exemptions (if
any) and consulting throughout the drafting of decisions.

• Liaising with the FOI applicant and external third parties in accordance with the
Freedom of Information Act 1982 (Cth)—this includes providing final decisions,
updating the applicant on application progress and third party consultation notices

• Completing weekly reports to the Executive Leadership Group on the progress and
status of the FOI request and reporting the statistics in relation to the FOI request in
accordance with the Freedom of Information Act 1982 (Cth).









Freedom of Information and privacy 

This section of the Intranet concerns the Department's policies, practices and guidelines dealing 
with Freedom of Information (FOI) and Privacy. 

Freedom of Information 

Application of the Freedom of Information Act 1982 

The FOI Act provides the public with a right of access to documents the Department holds. 
Anything produced in the context of work can potentially be released under FOI (e.g. briefs, 
reports, emails). 

When an FOI request is made to the Department, there are strict time limits for processing the 
request. The Department has developed new business process rules for all those involved in 
processing FOI requests. The new rules and checklists are now available. 

FOI Business Rules 

Decision maker's checklist - Stage 1 

Decision maker's checklist - Stage 2 

Queries about FOI can be directed to the Department’s FOI coordinator on 6271 5849. 

Guidance material and related links 

Guidelines issued by the Australian Information Commissioner can be found on the Office's website. 

Other information relating to the FOI Act can be found at: 

• Freedom of Information Act 1982
• Office of the Australian Information Commissioner

Privacy 

The Department’s obligations under the Privacy Act 1988 

As an Australian Government agency, the Department is bound by the standards, rights and 
obligations in relation to the handling and maintenance of personal information in the Privacy Act 
1988 (Privacy Act). The Privacy Act defines personal information as information or an opinion 
about an identified individual, or an individual who is reasonably identifiable whether it is true or 
not and whether it is recorded in a material form or not. 

The Australian Privacy Principles (APPs) contained in the Privacy Act regulate how the 
Department may collect, use, store and disclose personal information, and how individuals may 
access and correct personal information held about them. Schedule 1 of the Privacy Act outlines 
the APPs: 

• APP 1 – open and transparent management of personal information
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• APP 2 – anonymity and pseudonymity 
• APP 3 – collection of solicited personal information 
• APP 4 – dealing with unsolicited personal information 
• APP 5 – notification of the collection of personal information 
• APP 6 – use or disclosure of personal information 
• APP 7 – direct marketing 
• APP 8 – cross-border disclosure of personal information 
• APP 9 – adoption, use or disclosure of government related identifiers 
• APP 10 – quality of personal information 
• APP 11 – security of personal information 
• APP 12 – access to personal information 
• APP 13 – correction of personal information 

For information and guidance on the APPs, the Office of the Australian Information 
Commissioner (OAIC) issues guidelines and information to assist agencies and organisations 
comply with the Privacy Act. This material can be found at OAIC guidance material. Alternatively, 
you can contact the Department’s Privacy Contact Officer on  or at privacy@pmc.gov.au 
for assistance. 

Changes to the Privacy Act 

PM & C has made a commitment to raise awareness of the Privacy Act, and the significant 
changes which came into force on 12 March 2014. These changes are outlined in the Australian 
Privacy Principles slides - PPTX 4.3MB produced by the Office of the Australian Information 
Commissioner. 

What can you do? 

Take some time in your work to familiarise yourself with these Privacy Principles. 

Add some time to your team meeting to discuss the changes. 

Make contact with the Privacy Contact Officer with any questions at privacy@pmc.gov.au. 

Privacy Impact Assessments 

If you are developing a project or proposal a Privacy Impact Assessment can help identify what 
needs to be done to ensure compliance with the Privacy Act. Privacy Impact Assessments can 
also be useful when considering programmes, legislation, surveys, funding agreements or 
contracts to ensure that privacy issues are taken into account. See OAIC Privacy Impact 
Assessment Guide. 

Privacy Impact Assessments should be conducted at an early stage, so that there is time to 
address any relevant privacy issues in the design of the project. 

The role of the Privacy Contact Officer 

The Department’s Privacy Contact Officer is the first point of contact for the Department on 
privacy matters related to the Department. 

Generally, the role of the Privacy Contact Officer will include: 

• providing advice on the general application of the Privacy Act; 
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• handling, or providing advice on the handling of privacy complaints or inquiries; 
• assisting staff with information about aspects of the Privacy Act that apply to their day-to-

day activities; and 
• being the primary privacy contact for the OAIC on behalf of the Department. 

Queries and complaints about the Department’s handling of 
personal information 

Having a clearly expressed and up-to-date Privacy Policy is a requirement under APP 1 of the 
Privacy Act. It is available on the Department’s website at: Privacy Policy. The Department’s 
Privacy Policy outlines: 

• how the Department manages personal information (including the types of personal 
information collected, how it is collected and held, the purpose for its collection, use and 
any disclosures; 

• how an individual may access and seek correction to their personal information; and 
• how an individual may complain about a breach of the APPs and how the Department will 

deal with such a complaint. 

If your area handles personal information outlined in schedule 1 of the Department’s Privacy 
Policy and that information need to be updated, please alert the Department’s Privacy Contact 
Officer. 

The Privacy Act allows a person to make a complaint about the handling of their personal 
information either to the Department directly or to the OAIC. 

If you receive a complaint from an individual about the Department’s handling of their personal 
information, or if you are contacted by the OAIC in relation to a privacy complaint, please refer 
the matter to the Privacy Contact Officer at privacy@pmc.gov.au or  

Requests received from current employees of the Department 

Requests for access to personal information by current employees seeking access to their 
personnel files should first be referred to the Department’s People, Capability and Performance 
Branch (PCP Branch) at HRHelp@pmc.gov.au. PCP Branch will determine if the matter can be 
dealt with informally pursuant to PCP Branch’s normal administrative arrangements as an easier 
and less formal means of dealing with particular requests. 

Requests received from members of the public 

Requests from members of the public complaining about the Department’s handling of their 
personal information or seeking access or correction to their personal information should be 
referred directly to the Department’s Privacy Contact Officer for handling and advice. 

How requests will be dealt with by the Privacy Contact Officer 

The Department’s Privacy Contact officer will liaise with individuals about the most appropriate 
avenue for their inquiry. This may include guidance on whether the matter is most appropriately 
dealt with informally, pursuant to the Privacy Act or pursuant to the Freedom of Information Act 
1982 (FOI Act). 
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The Privacy Act stipulates that where an individual seeks access to, correction of, or to make a 
complaint pursuant to the Privacy Act, certain minimum requirements will apply in responding. 
These minimum requirements include: 

• responding to a request within 30 calendar days; 
• giving access to the information in the manner requested by the individual (if practicable); 
• the prohibition on imposing charges; and 
• giving written notice where access or the correction is refused, or not provided in the 

manner requested. 

Requests for access or correction will be handled along similar lines to the processes the 
Department has in place for processing Freedom of Information requests (see FOI Business 
Rules). This means the Privacy Contact Officer will coordinate a response in consultation with line 
areas and decisions will be made applying the same approval of arrangements as in place for the 
purpose of the FOI Act. 

There are certain grounds outlined in the Privacy Act about when the Department is not required 
to give access to the information sought, or to refuse the request. The Privacy Contact Officer will 
provide advice in these situations on a case by case basis. 

 







ONE NATIONAL CIRCUIT 
BARTON 

Postal Address:  PO Box 6500, CANBERRA ACT 2600 

Telephone: +61 2 6271 5849   Fax: +61 2 6271 5776   www.pmc.gov.au   ABN:  18 108 001 191 

FOI/[insert] 

[insert applicant address] 

Dear [insert] 

I refer to your [insert correspondence type] of [insert date] in which you made a request to the 
Department of the Prime Minister and Cabinet (the Department) under the Freedom of 
Information Act 1982 (the FOI Act) in the following terms: 

[insert terms of the request] 

The authorised decision-maker for your request is [insert decision-maker name and position]. 

Processing charge 

The FOI Act provides that charges can be imposed for processing requests. Unless a decision 
is made to waive the processing charge in whole or in part, the combined effect of paragraph 
11A(1)(b) of the FOI Act and subsection 11(1) of the Freedom of Information (Charges) 
Regulations 2019 (the Charges Regulations) is that an applicant is required to pay any charge 
before access is given to a document.  

The Charges Regulations specify different rates for the various activities involved in 
processing a request with the first five hours of decision-making time free for all FOI 
applicants. 

The decision-maker has decided that you are liable to pay a charge should you wish to 
proceed with your FOI request.  

The preliminary assessment of the charge for processing your request is [insert amount $ / set 
out below]: 

Task Rate Units Charge
Search & retrieval $15 per hour hours $ 0.00
Decision-making $20 per hour hours $ 0.00
less first 5 hours free 5 hours $ -100.00
Photocopies 0.10 per page 0 pages $ 0.00

TOTAL $ -100.00

 FOI 
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Section 29 of the FOI Act requires you to exercise one of the following options in writing 
within 30 days of receipt of this letter: 
 
(1) You can agree to pay the charge. If you agree, processing of your request will resume 

as soon as the Department receives a payment, either in full or a deposit.   
- Payment in full is $[insert]. Payment in full entitles you to receive a decision in 

relation to your request, a schedule which lists the documents relevant to your 
request, and any documents released.   

- Alternatively, payment of a deposit in the amount of $[insert] entitles you to 
receive a decision in relation to your request and a schedule which lists the 
documents relevant to your request. Relevant documents would only be released 
on payment of the balance of the charge. The deposit paid by an applicant is not 
refundable unless the Department decides to waive the charge, or fails to make a 
decision on the FOI request within the statutory time limit including any 
extension, or may be refundable in part if the final charge is less than the deposit 
paid. 

- You may pay by direct debit or by credit card. 

Direct debit 
 
You may pay by direct debit into the following account: 
 

Account Name: Department of the Prime Minister and Cabinet Official 
Departmental Account 
 
BSB: 032-722 
 
Account: 132263 
 
Reference: [insert FOI reference number] 

 
Credit card 
 
You may pay by credit card over the phone by contacting the Department’s 
Accounts Receivable team on 02 6271 6000 select option 4 then option 3. 
 

- Please advise the FOI and Privacy Section at foi@pmc.gov.au once you have 
made payment. Once the Department receives your payment, the Department will 
send you a receipt. 
 

(2) You can contend that the charge has been wrongly assessed, or that it should be 
reduced or not imposed, or both. You should provide reasons for contending any 
charge. In determining whether or not to reduce or not impose the charge, the FOI Act 
requires the Department to take into account whether payment of the charge, or part of 
it, would cause financial hardship and whether the giving of access would be in the 
public interest. The Department may also consider any other relevant matters. 
 

(3) You can withdraw your request.   
 
Processing timeframe 
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In accordance with section 31 of the FOI Act, the time limit for processing your request is 
suspended from the day that you receive this letter and will resume on either: 
• the day you pay the charge (in full or the required deposit); or  
• if you contend under (2) above that charge should be reduced or not imposed and the 

Department decides not to impose a charge, the day of that decision.  
 
If you contend under (2) above that a charge should be reduced or not imposed and the 
Department confirms that a charge is payable (either the original amount or a reduced 
amount), the time limit for processing your request would resume on the day you pay that 
charge (in full or the required deposit). 
 
Subsection 29(2) of the FOI Act provides if you do not respond within 30 days of receiving 
this letter, you will be taken to have withdrawn your request.   
 
If you have any queries, I can be contacted by telephone on (02) 6271 [insert]. 
 
Yours sincerely 
 
 
 
 
 
[insert] 
Adviser 
Legal Policy Branch 
 
[day, month, year] 
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• the ‘Guidelines issued by the Australian Information Commissioner under section 93A of 
the Freedom of Information Act 1982’. 

 
{Statement of reasons} 
 
{OR Notice of practical refusal reason 
 
Request consultation process} 
 
Processing and access charges 
 
{I have decided not to impose processing charges in respect of the applicant’s request.} 
 
{Publication of Documents  
 
Under section 11C of the FOI Act, the Department will make arrangements to publish the 
documents released to the applicant on the Department’s website in its FOI Disclosure Log.} 
 
OR WHERE NO DOCUMENTS EXIST 
 
{Search for documents undertaken by the Department 
 
Having regard to my knowledge of where documents potentially relevant to the applicant’s 
request would be held, if they existed, I arranged for the following searches to be undertaken: 
 

 The Department’s file management system was searched for potentially relevant files. 
 The Department’s ministerial correspondence database (Slipstream) was searched. 
 [other relevant searches] 

 
As a result of these searches, no relevant documents were found in the Department. 
 
Decision 
 
I have decided to refuse the request under subparagraph 24A(1)(b)(ii) of the FOI Act.   
My reasons for decision are set out below. 
 
Reasons for decision 
 
Subsection 24A(1) of the FOI Act provides that: 

 An agency or Minister may refuse a request for access to a document if: 
(a) all reasonable steps have been taken to find the document; 

and 
(b) the agency or Minister is satisfied that the document: 

(i) is in the agency’s or Minister’s possession but cannot be found; or 
(ii) does not exist. 

 
I am satisfied that all reasonable steps have been taken to identify documents relevant to the 
applicant’s request and that no documents relevant to the request are in the possession of the 
Department.  I have therefore decided to refuse the request under subparagraph 24A(1)(b)(ii) 
of the FOI Act. 
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Processing and access charges 
 
I have decided not to impose processing charges in respect of the applicant’s request.} 
 
{OR describe details of charges and that documents will be released on payment of charges.} 
 
Review rights 
 
Information about the applicant’s rights of review is attached to this decision. 
 
Complaint rights 
 
The applicant may make a complaint to the Information Commissioner about the 
Department’s actions in relation to this decision. Making a complaint about the way the 
Department has handled an FOI request is a separate process to seeking review of the 
Department’s decision. Further information about how to make a complaint is available at 
https://www.oaic.gov.au/freedom-of-information/foi-complaints. 
 
 
 
 
 
Decision Maker signature block 
Title 
Branch/Division 
[Date] 
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Subsection 24A(1) of the FOI Act provides that: 

 An agency or Minister may refuse a request for access to a document if: 
(a) all reasonable steps have been taken to find the document; 

and 
(b) the agency or Minister is satisfied that the document: 

(i) is in the agency’s or Minister’s possession but cannot be found; or 
(ii) does not exist. 

 
I am satisfied that all reasonable steps have been taken to identify documents relevant to the 
applicant’s request and that no documents relevant to the request are in the possession of the 
Department.  I have therefore decided to refuse the request under subparagraph 24A(1)(b)(ii) 
of the FOI Act. 
 
Processing and access charges 
 
I have decided not to impose processing charges in respect of the applicant’s request. 
 
Review rights 
 
Information about the applicant’s rights of review is attached to this decision.  
 
Complaint rights  
 
The applicant may make a complaint to the Information Commissioner about the 
Department’s actions in relation to this decision. Making a complaint about the way the 
Department has handled an FOI request is a separate process to seeking review of the 
Department’s decision. Further information about how to make a complaint is available at 
https://www.oaic.gov.au/freedom-of-information/foi-complaints. 
 
 
 
 
 
[Decision maker] 
[Position title] 
[Branch/Division title] 
 
    [Month, Year] 
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Reasons for decision 
 
Reason for practical refusal 
 
I acknowledge that the processing of requests for access to documents is a legitimate part of 
each agency’s functions, and that FOI requests may require reallocation of resources within 
an agency.  However, I note that the Department could not reasonably divert resources to 
assist in processing the request. 
 
In reaching this view, I have had regard to the public interest in giving access to information 
held by the Department and consider that the public interest in access is outweighed by the 
competing public interest in the ability of the Department to undertake its ordinary functions 
without substantial impairment.  Accordingly, I have decided to refuse to give access to the 
documents sought in accordance with paragraph 24(1)(b) of the FOI Act. 
 
Processing and access charges 
 
A decision has been made not to impose processing charges in respect of the request. 
 
Review rights 
 
Information about the applicant’s rights of review is attached to this decision.  
 
Complaint rights 
 
The applicant may make a complaint to the Information Commissioner about the 
Department’s actions in relation to this decision. Making a complaint about the way the 
Department has handled an FOI request is a separate process to seeking review of the 
Department’s decision. Further information about how to make a complaint is available at 
https://www.oaic.gov.au/freedom-of-information/foi-complaints. 
 
 
Yours sincerely, 
 
 
 
Decision-maker 
Position 
Branch 
 
   nn Month Year 
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Consultation 
 
Insert details as to third party consultation, on what grounds 
 
Decision on access 
 
Title, surname has made a decision to grant access to the documents identified as relevant to 
the requests. 
 
Processing and access charges 
 
Title, surname has made a decision not to impose processing charges in respect of your 
requests on the basis that the department was able to process your requests at only marginal 
cost.  
 
OR describe details of charges and that documents will be released on payment of charges 
 
I enclose a copy of the documents released to you under the FOI Act. 
 
Publication of Documents 
 
In accordance with the government’s pro-disclosure policy embodied in section 11C of the 
FOI Act, agencies are now required to publish information which has been released under 
FOI.  Section 11C(6) of the FOI Act requires agencies to publish information released within 
10 working days of granting the applicant access to the documents. 
 
Review rights 
 
Information about the applicant’s rights of review is attached to this decision.  
 
Complaint rights  
 
The applicant may make a complaint to the Information Commissioner about the 
Department’s actions in relation to this decision. Making a complaint about the way the 
Department has handled an FOI request is a separate process to seeking review of the 
Department’s decision. Further information about how to make a complaint is available at 
https://www.oaic.gov.au/freedom-of-information/foi-complaints. 
 
 
Should you wish to discuss any aspect of your requests, I can be contacted by telephone on 
(02) 6271 5849. 
 
Yours sincerely 
 
 
Senior Adviser 
FOI & Privacy Section  
Legal Policy Branch 
 
   November 2016 
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In reaching this view, the decision maker has had regard to the public interest in access to 
information held by the Department and considers that the public interest in access is 
outweighed by the competing public interest in the ability of the Department to undertake its 
ordinary functions without substantial impairment. 
 
The decision maker acknowledges that the processing of requests for access to documents is a 
legitimate part of each agency’s functions, and that FOI requests may require reallocation of 
resources within an agency.  However, the decision maker considers that the Department 
could not reasonably divert resources to assist in processing your request.  
 
Request consultation process 
 
You now have an opportunity to revise your request to enable it to proceed.  Revising your 
request can mean narrowing the scope of the request to make it more manageable or 
explaining in more detail the specific documents you wish to access.   
 
[The decision maker’s suggestion of how the request may be revised, if applicable]. 
 
Before the end of the consultation period, you must do one of the following, in writing: 
 

 withdraw your request; 
 

 make a revised request; or  
 

 tell us that you do not wish to revise your request. 
 
The consultation period runs for 14 days and will start on the day after you receive this notice.  
I am the relevant person for you to contact for the consultation process. 
 
If you were to revise your request in a way that adequately addresses the practical refusal 
grounds outlined above, we would recommence processing it.  Please note that the time taken 
to consult with you regarding the scope of your request is not taken into account for the 
purposes of the initial 30 day time limit for processing your request. 
 
If you do not do one of the three things listed above during the consultation period or you do 
not consult with me during this period, your request will be taken to have been withdrawn. 
 
Should you wish to discuss any aspect of your request, please contact the Department by 
email at foi@pmc.gov.au or by phone on 02 6271 5849. 
 
Yours sincerely 
 
 
 
[Name] 
FOI Adviser 
Legal Policy Branch 
 
   [Month, Year] 
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Decision 
 
I am satisfied that following the request consultation process a practical refusal reason still 
exists and, therefore, I have decided to refuse the applicant’s FOI request under section 24(1) 
of the FOI Act. My reasons for refusing the request have not changed from those specified in 
the practical refusal notice of [date].  I have re-stated my reasons for refusal below. 
 
Reasons for decision 
 
I consider that the consultation and decision-making required, in order to respond to your 
request, would substantially and unreasonably divert the Department’s resources from its 
ordinary funcations.  A preliminary review indicated that X documents comprising over X 
pages would fall within the scope of your request. 
 
[Further details regarding the practical refusal] 
 
I acknowledge that the processing of requests for access to documents is a legitimate part of 
each agency’s functions, and that FOI requests may required reallocation of resources within 
an agency.  However, I note that the Department could not reasonably divert resources to 
assist in processing the request. 
 
In reaching this view, I have had regard to the public interest in giving access to information 
held by the Department and consider that the public interest in access is outweighed by the 
competing public interest in the ability of the Department to undertake its ordinary functions 
without substantial impairment.  Accordingly, I have decided to refuse to give access to the 
documents sought in accordance with paragraph 24(1)(b) of the FOI Act. 
 
Processing and access charges 
 
A decision has been made not to impose processing charges in respect of the request. 
 
Review rights 
 
Information about the applicant’s rights of review is attached to this decision.  
 
Complaint rights 
 
The applicant may make a complaint to the Information Commissioner or the Commonwealth 
Ombudsman about the Department’s actions in relation to this decision. Making a complaint 
about the way the Department has handled an FOI request is a separate process to seeking 
review of the Department’s decision.  
 
Please note: From 1 November 2014 the Information Commissioner will refer all FOI 
complaints to the Commonwealth Ombudsman. 
 
A complaint to the Information Commissioner must be in writing and identify the agency in 
respect of which the complaint is made. The Office of the Australian Information 
Commissioner (OAIC) may be contacted by phone (1300 363 992), email 
(enquiries@oaic.gov.au) or by letter (GPO Box 2999, Canberra ACT 2601). Further 
information about the OAIC can be found on their website: https://www.oaic.gov.au/.  
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A complaint to the Commonwealth Ombudsman may be made orally or in writing. You may 
make a complaint to the Office of the Commonwealth Ombudsman by phone (1300 362 072), 
by letter (GPO Box 442 Canberra ACT 2601), by fax (02 6276 0123), in person or through 
their online complaint form. Further information about the Commonwealth Ombudsman can 
be found on their website: http://www.ombudsman.gov.au/. 
 
 
Yours sincerely, 
 
 
 
[Decision maker] 
[Position] 
[Branch/Division 
 
    [Month, Year] 
 
 



Review rights 

Information about the applicant’s rights of review is attached to this decision.  

Complaint rights 

The applicant may make a complaint to the Information Commissioner or the Commonwealth 
Ombudsman about the Department’s actions in relation to this decision. Making a complaint 
about the way the Department has handled an FOI request is a separate process to seeking 
review of the Department’s decision.  

Please note: From 1 November 2014 the Information Commissioner will refer all FOI 
complaints to the Commonwealth Ombudsman. 

A complaint to the Information Commissioner must be in writing and identify the agency in 
respect of which the complaint is made. The Office of the Australian Information 
Commissioner (OAIC) may be contacted by phone (1300 363 992), email 
(enquiries@oaic.gov.au) or by letter (GPO Box 2999, Canberra ACT 2601). Further 
information about the OAIC can be found on their website: https://www.oaic.gov.au/  

A complaint to the Commonwealth Ombudsman may be made orally or in writing. You may 
make a complaint to the Office of the Commonwealth Ombudsman by phone (1300 362 072), 
by letter (GPO Box 442 Canberra ACT 2601), by fax (02 6276 0123), in person or through 
their online complaint form. Further information about the Commonwealth Ombudsman can 
be found on their website: http://www.ombudsman.gov.au/. 
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We will write again when the Department has more information.  Further information on FOI 
processing can be found at the website of the Office of the Australian Information Commissioner at 
http://www.oaic.gov.au/foi‐portal/about foi.html. 










