
5  Complex Requests

- dialogue with applicant to 
clarify/agree request 

- fees estimated and charged

- issues: timescales; environmental 
information

- plan to handle

- collect: incl. From multiple sources

- consultations: internal, external

- which exemptions apply

Handling Requests under the FOI Act 2000 – key processes

1  Initial receipt of requests

- release information if your normal 
“day to day” business

- Is it FOI/DPA/EIR?

- distribute to FOI Departmental 
Representative

2  Advice and assistance

- clarify request

- advise, help submit

- direct elsewhere

3  Receipt by FOI Representative

- log in FOI recording system

- validate/ offer advice and 
assistance

- to DP Act process

- allocate responsibility for handling

- decide process and plan

DP Act process

Release Information

4  East/fast track

- (releasable, easily

satisfied, limited volume)

- collect and send

information

- update recording system

7  Refusal Process

- refuse with reasons

- details of complaints process

- record

Absolute exemptions

No

None

6  Public Interest Test Process

- disclose within 20 days? – if not, 
advise applicant

- decision on release

Subject to public interest test

8  Release Process

- apply any charges

- release

- consider for publication scheme

- record

Release Information

Yes


