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The Treasury Code of Conduct [Current - In effect from 1 December 2015]

ing to information requests. When we receive

N
Official Information @

,'we'must notify the Minister of Finance well in

All material, whet 2 a ry’s computer systems - including jokes, graphics and
kely n

personal emails.- i
arequestu

| information is subject to the Official Information Act 1982 and the Privacy Act
1993. Spe ctions on the application of these Acts is available to staff. For more information
on Treas dures around official information please see the following links
http://intranetfpolicies/oiaprocesses.htm and http://intranet/legal/ofinfoact.htmi

We must:
» work to improve the performance and efficiency of the Treasury

We have an obligation to consider how we can carry out our functions in more successful ways. The
Treasury staff are required to perform efficiently, effectively, economically and with a spirit of service to
the public. This includes being aware of the sustainability implications of what we are doing.
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IN-CONFIDENCE

OIA GUIDANCE DOCUMENT

Current — Effective from September 2016
4.0

Ministerial Advisory Service &
Ministerial Advisory Service r//j A

¢ About this document ~

e For further advice about the OI
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THE OFFICIAL INFORMATION ACT
Core Business

The Official Information Act 1982 (OIA) imposes important statutory obligations
(zﬁ % e

on Ministers and government departments, including reasury, whi r
considered to be “core business”. s

Purposes and Principle & \\\//
SR
The purposes of the OIA are to increase the availability of official infermation

while protecting official information to the}\z‘j\(tieﬂt/consiste th public
interest. Underlying these purposes i rinciple of availability: “information

shall be made available unless there reason Qdﬂ)hoﬁing it.”
o -
D)

Time Limit for Deciding Requests <

= o~
OIA requests must be deci \sdon as reas }{ablﬁ practicable and not later
than 20 working days aft ived/ The time limit may be

extended in certain si qa@ns‘jand the peri od-of extension must be reasonable
in the circumstances. ) |
OIA Requests dealt/with by Treasur

=)
Treasury &e%ls@fﬁ OIA riig

d Ombudsman Investigations made to the
om Treasury provides Ministerial Servicing
consulted by departments about OIA requests

Treas 1A) or Mini
ury may als

The Qm for De%%\w- h’ OIA Requests
~ SN
e proces\s@og’h dling OIA Requests that Treasury is dealing with is
docum inthe following Process Map: OIA Process Map (#2568522).

Ombuds%k stigations

‘;/Re?q\{ ors are entitled to complain to the Ombudsman about the decision
\ﬁad/é on their OIA request (under the OIA or the Ombudsman Act). After
receiving a complaint, the Ombudsman will usually contact Treasury (or the
Minister) to advise of an investigation and to specify their requirements, which
must be complied with.

Ombudsman investigations are logged in a similar manner to OIA requests and
a member of the Legal Team is expected to be involved and consulted before
Treasury responds to an Ombudsman investigation. It is important that
decisions made on OIA requests are robust, accurate and timely. Appropriate
record keeping can significantly reduce the amount of time and effort required
to meet Ombudsman’s requirements.

Treasury:2538014v4 IN-CONFIDENCE 4
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KEY ROLES & RESPONSIBILITIES
The Minister is ultimately accountable for decisions made on MOIAs.
The Secretary to the Treasury is ultimately accountable for decisions made on TOIAs

and for advice provided to Ministers on MOIAs. Responsibility for making decisions on
OIA requests is delegated to the appropriate Manager (or authorised staff me&

ghing’out the 6#\( A
suring thegequ\jsfe1

The Manager (or authorised staff member) responsible fo
response (or Ombudsman Investigation) is responsible for er
meets statutory requirements. Responsibility for preparing th
usually be assigned to a specific team member (i.e. the A

N

The Assigned Analyst is responsible for leadi
and includes, when applicable:

Confirming a QA Analyst

Analysing the OIA request %;; %

Clarifying and/or narrowing the O P%q> with the r tor

Locating relevant information @a ing the Li t\gf Relevant Information
Preparing the Game Plan \ \ ¢
Assessing relevant informati&qﬂ/ﬁarkingr gﬁ%\ation to be withheld
Identifying and consulting stakeholders on'the OlA response

Drafting the Report a tter of Repl, unless agreed otherwise with the
Research Analyst) - e

(N
- \O)

) )
The QA Analyst is rééfqﬁsi le for provi

%
g quality assurance through out the
preparation of the<O%/A “his es, when applicable, reviewing:
e The OIA requestand i ion,-including if clarified or narrowed

)

A Research A Hrjgn the Ministerial Advisory Service will be appointed to the OIA
request and pro 3 “project manager” overview and, when applicable:

Electronically redact the marked-up information from documents to be released
Progress an OIA response through the production stage

[ ] [ ] [ ] [ ] [ ) [ ] [ ]
Py
e
D)D)
\§/
N
@
Q
3
(0]
Y
Q
>

The Formatting PA is responsible for formatting and printing finalised documents that
are to be signed, copied and sent to the Minister, requestor or Ombudsman (as
applicable).

Records Advisors can assist with the retrieval of hardcopy records, advanced

iManage search techniques, and confirming any additional results to document
searches that may be constrained due to issues of access rights.

Treasury:2538014v4 IN-CONFIDENCE 5
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ANALYSIS AND PLANNING

Log the OIA Request

Responsibility

Ministerial Coordinators

Objective(s)

To log OIA requests in Moto and assig he mos}/
appropriate staff (i.e. Manager, Analyst an search Anwst)
_/

Instructions

The following document provides ide to staff resp Fs Sle for
different subject areas:

Ministerial Advisory Service ;/Sta\tf Subject Are{as%dated 25-1-12
) (Treasury:1056573v5) Add to worklist / \ -

For further instructions ak ocedure gg1ng and
processing OIA req fer to the ) al Coordinator

Deskfile (Treasury:2E v1) d\to orklist .

%

Other N/A ) S ~

Considerations ~\

Time Estimate | 15 minutes ) RN
//("7 — /‘

Confirm Assign@bﬁ%@ﬁ\ Analy&

Responsibil%

A§§igned Ar%
| Manager (Opti

Objective(s

most app e Team; and

" To assi%m request to the most appropriate Analyst in the
To REP? - a’QA Analyst and add them to Moto.

‘ Notgme Manager does not need to take any action before
\abpr ing the Game Plan but may intervene if they choose.
% ysts will proceed unless advised otherwise.

Review the OIA request, consider the following key questions, and
email the Research Analyst to :

o Has the request has been assigned to the right Team?
Yes: no action required.
No: If another Team in Treasury is better placed to deal with
the request discuss the request with that Team. If agreed,
confirm who the Assigned Analyst will be Advise Ministerial
Coordinators (using Moto) which Team and Analyst the request
should be reassigned to.

e The request has been assigned to the right Analyst?
Yes: no action required.
No: Discuss with your Manager whether the OIA Request

Treasury:2538014v4 IN-CONFIDENCE
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should be assigned to another team member. If agreed, use
Moto to reassign the OIA Request to another team member.

e Who will be the QA Analyst?

to the QA Tab in Moto and advise the Research Analyst.

Identify and confirm who the QA Analyst will be and add them

Time Estimate | 5-20 minutes AN
( \/ (/\
Update Visibility Board % >
Responsibility | Assigned Analyst Q
Research Analyst <~

Objective(s)

Instructions

OIA Visibility Boards are% e and curre\n \
The Assigned Anal

dds the OIA Re e\sﬂo thelr team’s OIA
Visibility Board.

The Researc %Iys adds the%équest to the MAS OIA

Visibility Boar =/

For fu dance abo
Sup rovemen/t/te\

i “'bl ity Boards see the Business

Time Estimate

NP

% /’/
Setup Meeti@
Responsibility | Research Analyst’

Objec%g%

s). /| To se%u@@é}%gs with relevant staff at key stages.

Inﬂb}%{

‘fequest Meeting (within 2 days of receipt of request)
/Gam n Meeting (within 4 days of receipt of request)
\Qogress Meeting (within 9 days of receipt of request)

%e “Activity Schedule” in the Game Plan of the OIA Request
provides dates when these meetings should occur.

Meeting Attendees:
e Assigned Analyst
e Research Analyst

Potential Additional Attendees (if considered appropriate)
e QA Analyst
e Manager
e Other relevant staff (Assigned Analyst to confirm)

Time Estimate

30 minutes

Treasury:2538014v4 IN-CONFIDENCE
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Analyse Request Meeting

Responsibility | Assigned Analyst

(NB: the Research Analyst will setup meeting — additional
invitations are the responsibility of the Assigned Analyst)

to undertake a document search; and f

Objective(s) To confirm the OIA Request is sufficiently-cléarand well}ax d
To identify whether coordination/en‘ % with e ern\alf/
dired. R

agencies or Ministers may be req \ >

Analyst and the Assigned ~

Instructions This meeting is often a briefggging between 'e\Ré%earch

The Assigned Analyst sho iew th
¢ Clarity of Request: language,
clear or can reasonably be inferred. When a reasonable
inference ot be made : mething unclear then
considerati s@buld be give ntact the Requestor to
clarify tﬁg\Req’uest.

) ) —
/

ize of Rqu(e 7t Whether the request is likely to
T
-

:.gb% éiﬂocuments. If so, further consideration

cope stage
other Ministers/Departments and will a
coordinated response be appropriate. If so, further
con ions will include: who should lead, the role of
Tfé\\aysu\ and whether requests should be transferred (in full or

é‘l\t&oénother agency or Minister.
/’%

‘3{{ Transfer: Whether a transfer (full/part) may be likely.

/

/
%he request is straight forward, i.e. the above factors issues are
clear and do not present any issues, the Assigned Analyst may
N prefer to contact the Research Analyst to confirm the above and
@aN cancel this meeting.

- If the request is complex it may be beneficial for the QA Analyst
and/or the Manager to attend, particularly if there are potentially
different approaches to issues that could lead to changes to
approach later in the process.

Consider whether there is value in informing or involving other
Treasury staff. Judgment will be required as to when input from
others will be appropriate.

Other An initial discussion before searching for requested information
Considerations | may be useful. For example, to develop an approach that may

Treasury:2538014v4 IN-CONFIDENCE 8
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satisfy the requestor while also narrowing scope.

Will cross-Treasury coordination be required and, if so, how will
this be managed?

Things to consider when reviewing the scope of the request:

gviously léle‘ase .
he reques anq\vvr}ether

The types of information requested.
o Whether the requested information b

Time Estimate | Review — 15mins 4

Meeting w/ \\

Clarify Request — Request is Unclgnn,,

Responsibility | Assigned Analyst.

Objective(s) The OIA Request clearly specifies

The sco@o\ﬁhe request%dﬁfo

information requested.
ion is manageable.

Instructions Treaw( give reaso@b\@assstance to a person who wishes
q

42/ uest@ 9 request in accordance with the OIA

ﬁ the re ted information is unclear:
request% e sufficiently well specified (s12 — “specified

ith due garticu ity”) to enable the information to be identified and

Iocated actors that may assist include:
{Subject matter
\\I’( é or nature of documents

)
Ehe/request is not clear it is advisable to consider consulting the
questor

When the scope is broad:

The requested information may be clear but have a broad scope
and cover a large amount of information. This raises the possibility
that the request could be refused because the information
requested cannot be made available without substantial collation or

research (section 18(f)).

What is “substantial collation or research”?
Options / Strategies

Advice about what to do next — subprocess?

Other Can the original OIA request be managed within usual resource

Treasury:2538014v4 IN-CONFIDENCE 9
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Considerations | and time allocations?
Can key documents be identified?

What types of information are involved?

How could the scope of relevant information be narrowed w still
including the key information requested?% S

Who will need to be consulted? Will @» et Offic\p‘iek\\j/\?
> >
Time Estimate

involved?
N
' NS
Clarifying request with the requestor % ( \\\
//‘
Treasury must give reasonable assistan e@ rson wh hes to make a request
s13).

to make a request in accordance with th

All requests must be ‘specified vﬁ(&d e particularity’ {s.12). Clarifying a request can

be done in order to avoid ha 'rng\to assess m [ will yield little or no value to the
lyimportant if the request’is vague, ambiguous, or yields a

itial’searching. -In.regards to the time period that the

ing the iﬁ@@g/ﬁod can narrow the focus of the search.

requestor. This is particul
large amount of materia
requestor wants to 00)137
(N
Clarifying a reque@tcf@ﬁfréjhove th
substantial coll tionia;@;researc groun

or an extension, or possible refusal on
(s.18(f)).

tact the requestor, n idea of what you think the requestor is really

eformulate the request so that it excludes material that is not really

uch'as inteynZ%épondence, or to focus the request more specifically
erial, s?}ch\é\\s‘s\j stantial advice only’. The request could also be

t er specifi ments only. This reformulation can then be used as a
¥ conver‘s/atibp\‘ the requestor.

N
Answering th %’}Jn “Where is the key information held?” may help you in
reformulati request so it only covers this material.

It is import at requests are not revised to exclude information that you know is
sough%\bfghe requestor, but that you do not wish to release or make known.
—

Some requests, however, just cannot be deciphered so you will need to contact the
requestor to get clarity of what they are after. A request cannot be declined on grounds
that it is not understood. Reasonable steps must be taken to contact the requestor and
seek clarification (s.13).

You are still able to go back to the requestor to seek further clarification if the search is
bringing up too many results.

Contacting the Requestor

Treasury:2538014v4 IN-CONFIDENCE 10



Doc 2

Page 12 of 133

IN-CONFIDENCE
OIA GUIDANCE DOCUMENT

Options for Contacting the Requestor

You can contact the requestor by any means. A phone conversation may initially be
more useful than an email. It is expected that there will be a record of contact with the
Requestor. So, it is recommended that a phone conversation is followed up with

an email that confirms the outcome, agreement or understanding reached so both
parties can be clear. It is important to document the request if it is revised or narrowed.

Key points:
e Avoid increasing the scope of the request ‘/ S
e Consider whether the request is sufficiently diff rrant Igggk@efs a
new request — consult the Ministerial Advisor rvice for furthe

adics
NS

Scoping the request

Things to consider when reviewing the scop request: ‘/\\
e What types/forms of information are b queste .
¢ |s the timeframe of the request ifi } or reaso %Iled from the

request?
e Does any aspect of the req

st need clarificat rg/
e Has the information beer%r \ yrelea\se% -

~

Document Search ) ) - Ny

(N

Responsibility | Assigned Analyst D )

Objective(s) To identify and locate the relevant information

Time to eﬁf{then seek a nce: Records Advisor and/or QA Analyst)
Complete urs ma;«i&

Instructions evant sources to search for relevant information might include:

—/

A
%Velop and document an appropriate search strategy.

Consider segmenting search results by document type, e.g.
Ve N\ Treasury Reports, Aide Memoires, Other Advice, Emails.

)
\\;/ If required, contact Records Management Advisors about:
¢ information only available in hardcopy at archives or offsite
storage

e iManage search strategy advice

Bear in mind:

¢ Who is most familiar with the relevant subject matter?

o What are useful search strategies? How can these be
documented?

Suggested method for searching iManage and copying results into

Treasury:2538014v4 IN-CONFIDENCE 11
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a spreadsheet — as interim step to using the List document?

Other
Considerations

For further assistance with searching for documents in iManage,
refer to the following:

e Training: HeadStart User Guide (Treasury:2163937v1) |Add

to worklist| (Module 11 — Search%cuments)

e http://intranet/kis/managingmydocs ult htm#s@ar@h
NN
Your search strategy may also n%\t%;er inforr \é:tl frythat is

not stored in iManage:

e such as informatio
etc;

need to
|nfor

You oug m\lso conS|de <\1§ he information is publicly
availa if s, to advise the requestor of the location (for
owdlng ﬁugl; information that is online, or

e@s/government Bookstores if appropriate).
';p a File Note of your search strategy.

Time Estimate’

Cr?é@ﬁelevan{{i@;@qéﬂon

Responsibility /Ass\gQE}fAnalyst
Objective(s) \To create a List of Relevant Information.
Due “3.days after receipt of request

Time to
Complet@%

1-hour (then seek assistance)
2 hours

Instruytt&\\%

\\”

Use the List of Relevant Information to record the relevant
documents.

The List is a spreadsheet that is automatically created by Moto
from a standard spreadsheet template and is accessed from the
Document Tab of the OIA Request in Moto.

Print copies of the relevant documents, if required.

Other
Considerations

Has any of the requested information been previously released?

Treasury:2538014v4 IN-CONFIDENCE 12
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Clarify Request — To Narrow the Scope

Responsibility

Assigned Analyst

Objective(s)

To narrow the scope of the request to a manageable size.

Instructions

Some requests can be clear but have a %o“é\{?ope andﬁ?ﬂé@

large amount of information.

If the request will require substa% on or resg rch” )i may
be refused under section 18(f) y

What is “substantial collati %se?arch”?
Options / Strategies %
Advice about what t Q

=

Other
Considerations

Vﬁ

consulted? Will the Cabinet Office be

involved?
Time Estimate 7
Ny 7
[ <\\
Game Plan .

Respons@\
/ ’:\
L)

Assigned Analyst
QA Analyst
Manager

Objective(s)

To document the approach for dealing with the OIA request (i.e.
‘Game Plan’).

Instructions

Note: the Research Analyst will create initial dates in the “Activity
Schedule” of the Game Plan using the Date Generator Tool until
this can also be automated.

What is the Game Plan?

The initial draft Game Plan is automatically created by Moto from a
standard template and is accessed in Moto from the Document Tab
of the specific OIA request. As a template, it includes a range of

Treasury:2538014v4 IN-CONFIDENCE 13
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issues and prompts to consider that may be pertinent to an OIA
Request.

Purpose of the Game Plan
The Game Plan is intended to be to be a fit-for-purpose tool that
facilitates good planning and provides clarity about the handling of

the OIA Request for all staff involved.
The initial draft Game Plan is a docum atically p/néé;eg

d from the Document
he template includes a

range of issues and prompts to cons

an OIA Request. R
Q=

The Game Plan includes ivity Scheqiﬁ\le@\

activities need to be comp keep tf @%p@ﬁse to the OIA
Request on schedule ng the.

The Game Plan enables L%son m the approach to an
OIA Request % t of staff time and effort
has been expgigie ./ It also provid nagers with a tool to
evaluate the amount of resource that'an OIA request will likely to
require %C%m})lete —an t@{p\}e ide better indication of when
consi ion should be gi 0'narrowing the scope of an OIA

recgu tool wil as;}t Vlanagers to manage their resources
ac ross
=)

peting

~/
Process M pS:

. Qefm%@.e Plan & Circulate

\\N >

N%r:\ﬁiéwing the List of Relevant Information, the Assigned
‘;/Am’/aJ st refines the Game Plan to reflect the key aspects,
\c\bns/iderations and decisions relevant to handling the OIA
%;équest. Any issues requiring decision also be highlighted. Email
the refined Game Plan to the Research Analyst, Manager, QA
Analyst and any other staff involved with the request. This

becomes the agenda for the Game Plan Meeting

¢ Game Plan Meeting (Setup by Research Analyst)

This meeting is aimed at getting as many people in Treasury who
might have an interest or voice in how the OIA Request is dealt
with together as early as possible. In many cases, it will be a
meeting between the Research Analyst and the Assigned Analyst.
However, it is recommended that the QA Analyst and/or the
Manager attend if there are complex issues and alternative
approaches to issues that the Manager may hold a different view

about. Getting input from relevant staff early reduces rework and

Treasury:2538014v4 IN-CONFIDENCE 14
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the risk of an approach being overruled later in the process.

The Game Plan Meeting is also the point where the Assigned
Analyst can agree with the Research Analyst what additional
responsibilities the Research Analyst can take on, including, for
example, creating an initial draft of letters and/or reports, which are
the responsibility of the Assigned Analyst initially.

Stakeholders & Consultation
o A TOIA Inform Report is expect e OIAe/fun\SM
from a political party, media r entative, a special mt;rest
group, or when judged prudent'to-do,so.
ould be

o Identify and list relevant stakeholders and who.
consulted — e.g. who n %ﬁ aware
request/response an olved iny decks"

e Will Cabinet Office be

: N
e Whonneedstob o%@u ted befo@decmons about
Ifati

releasing/withholdi
e Should a %& informed " ofthe request/release
before it :’s&{sgﬁje g. if name y released documents, or

Will other Mi
former re elvm Ministers? .-
Liais i nlsters OIbeeK

ider:

2 ‘
\(1/// NVill comm \Dﬁ {hrough Minister’s Offices be
~_{__appropri
7/ Does inister’s Office staff need to provide input?

sGovernment coordination required ?

llocations

-(\\\ga OIA request be managed within usual resource
\and time allocations?

ill cross-Treasury coordination be required? How will this
~\ “be managed?
"/ How could the scope of relevant information be narrowed
while still including the key information requested?

/\\% ¢ Finalise Game Plan

Following the Game Plan. The Assigned Analyst may need to
make some further modifications and refinement to the Game Plan.

e Agree Game Plan

The QA Analyst is expected to review and agree the Game Plan.

¢ Send Game Plan to Manager

Treasury:2538014v4 IN-CONFIDENCE 15
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The Assigned Analyst is responsible for sending (by email) the
Game Plan to the Manager.

e Approve Game Plan

The Manger is required to review and appr e the Game P

before any further work is spent progres esponse ]
approval is confirmation of decision m the appl oaéh is
agreeable. < \ )
\/
Time Estimate >

N

%7 N

d@p about & o proceed with the
<%ﬁgned Analyst for responding
out the OIA request and the

to “process and complete the request.

The Manager needs to make a “stop/g
Game Plan.

What is a Game Plan?
The Game Plan is essentially a p
to the OIA request. It summa ises ke

In general terms, thepr se of the G o \E\an‘ is to assist Treasury staff dealing with

ager to make a resource allocation

decision about dqaﬂng Wﬁf/h the OIA { t at an early stage.
\\/ \/ T

ame Pla

g may not be necessary. For example, the
. In such cases, the Assigned Analyst should
an to the@wsible manager and cancel the Game Plan Meeting.

™\
eééion Refus&%g t because of Substantial Collation and Research

s\substanha(f co and research?
Substantial co nd research is the time spent locating, extracting and collating
informatio der to comply with the request.

The following factors have been identified as relevant when assessing whether meeting
a parti@;ﬁ request would involve “substantial collation and research” in terms of
section

e the amount of work involved in determining what information falls within the
scope of the request;

the difficulty involved in locating, researching or collating the information;

the amount of documentation to be looked at;

the work time involved;

the nature of the resources and the personnel available to process requests for
information and

o the effect on other operations of the diversion of resources to meet the request.

Treasury:2538014v4 IN-CONFIDENCE 16
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Time spent assessing or consulting does not count towards substantial collation and
research.

Pre-refusal obligations

The starting point for analysis of Treasury’s obligations ( before deciding to refuse a

request) are the purposes of the Act (s4) and the principle of |Iab|I|ty (s5)-the'latter
provides that information shall be made available unless th od reason
withholding it. /
Section 18(f) is an “administrative” reason for refusal distinct fr{omvme‘good
reasons set out in sections 6,7 and 9. The implication‘o distinction is'that we are
required to comply with certain obligations withi \"e Act before we can/should refuse a
request. QO )
The specific obligations on Tsy before ref s@uest ur&iectmn 18(f) are to:
\
» Refine/clarify the request directh xt le reque reduce the number of

documents within scope (s1 poses a duty on Tfea ry to assist requesters

make their requests in acco

% with 31% e/Act
e Consider whether fixi chafée unde s{!% e Act would enable the request
to be granted (818@ f the Act néeqﬁlre reasury to consider whether

fixing a charge b iding whefh efuse a request under s18(f) );

\
\e Llrﬁlt under section 15(a) would enable the
request to<be grarf}ed (s18A f the Act requires Treasury to consider

extending th\e/ time limitb ored ding whether to refuse a request under

ider-consulting the requester before refusing their request under section
order to estak hether further consultation would assist the
ke\\ﬁ\n; request in a form that would remove the reason for

n 18(f) should also consider whether alternative forms of

( \/ /7 <\’/\‘
The Ombudsma/lso suggested that an organisation considering refusing a
0

disclosure id the need to peruse large volumes of information/enable the
request t ranted (see 13th Compendium Practice Guidelines-Official Information,
Part B/C 2).

As not\d ab(ove in practice this means that we should clarify/refine the request with the
requester, and consider charging/extending before refusing under section 18(f).

Decisions to refuse a request can be investigated by the Ombudsman.

Approve Game Plan (QA Analyst)

Responsibility | QA Analyst

Treasury:2538014v4 IN-CONFIDENCE 17
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Objective(s) To review the Game Plan and confirm the approach for responding
to the OIA request is robust, accurate, and appropriate.

Instructions Read the OIA Request and review the Game Plan.

Consider the following and any other pertinent factors and identify

any issues that may require attention:
o Isthe request clear? /,,,\/
e |s the interpretation or any inferen able? ’

¢ Has the requestor been contact , should<khey\))e//
contacted? >

o [f they have, is there a record of t utcome fthe contact?
Is there a List of Relevan @‘brmatlon? If not;-why not?

e If so, do you understa ‘the List of Relevant Information

was prepared?
Were an appropri
Were other parti

Other Read the OIA r
Considerations | Review the G@ a

ref @kon of the re @Et
g@(uest spec;ﬁc \0 gH’? Is it necessary to narrow the
7 t

een contacted?

e Inter
e |s

Time Estimate

Treasury:2538014v4 IN-CONFIDENCE 18
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Update Visibility Board

Responsibility | Assigned Analyst
Research Analyst

Objective(s) To ensure OIA Visibility Boards are up-to- nd current. ’\

)

Instructions The Assigned Analyst adds the O@@:@st to their\t hm OIA
Visibility Board. -

The Research Analyst add
Visibility Board.

Time Estimate

Consultation — Notify Parties to\se C/onsulte
(if applicable) - L,\
K\\ S

Responsibility | Assigned Analyst [~

Objective(s) Toi @o\\m)/arties t @ns)alted when their views will be sought
orktheﬁesponse IA request.

\

Instructions s recommended that the Assigned Analyst contact the identified
ies to be% ed by email and convey:

LAN Whe the documents will be provided for consultation
en views will be required

o e nature of the OIA Request received
@ . /A and nature of the information to be consulted
~

7

—~/
[

‘(\hejiollowing template can be used:

ar X

our decision about whether there are good reasons to withhold
some or all of the requested information.

The OIA Request has been made by [requestor] and is for:
[Details of Request]

We have identified approximately X documents that we expect to
consult you about.

view for your comment and input by [date]. We will require your
comments as soon as practical, but not later than [date].

Treasury is dealing with an OIA Request that requests information
that we consider is necessary to consult you about before we make

It is our intention to assess these documents and provide our initial

Treasury:2538014v4 IN-CONFIDENCE
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We would appreciate your confirmation that you will be able to
provide the necessary review within the above timeframe.

Other
Considerations

Time Estimate

o \‘j]
Consulted Parties — Notified about OIA Re t ‘// \

Prepare Transfer (if needed)

Responsibility

Assigned Anal 5 8
Research Anal / N

Objective(s)

To identify, re@uests that pb@anate to transfer (in full or part)
and tg/% he appropna\t fer.

Instructions

The /AW l\ﬁnjyf confirm:

a)\

The Analyst will create and draft the required letters of
trans %ba ed on the advice received from the Assigned Analyst.
%nsfers

If another agency or Minister is better placed to handle the request,
or a part of the request, the request should be transferred either in
full or in part.

The grounds for transfer are as follows:

e Where the Treasury/Minister does not hold the information,
but another agency/Minister does; or

e That the request is more closely connected with the
functions of another agency/Minister.

Transfers need to be undertaken within ten days of receiving the
request. For a MOIA, transfers are recommended to the Minister

Treasury:2538014v4 IN-CONFIDENCE 20
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no later than day 5, as the Minister needs to consider the
recommendation.

Transfers are processed in Moto, and both the requestor and
receiving agency/Minister are notified of the transfer.

Transfers can be investigated by the Ombudsman under th
Ombudsman Act.

Other MOIA Transfer is due within five working days after reé@t of the
Considerations | request (by the Ministers OffIQQ\
57 ZI\
Prepare Extensions (if needed) \)/
\\)

Responsibility | Assigned Analyst —

Research AnalysL
Objective(s) To notify the hgétbr?of the ad/% t|me required to make a

decision on th 1A request is is required.

Instructions

The Assigned Analyst ni H to/rewew/rewse the Activity
in-the Game/Pl be confident that it is achievable,
ar}d’ph ise the egear h Analyst:

N n'is necessary, based on the Activity

i;bf The rg son(s) for the extension.
ﬁ%e Research lyst will draft the letter of extension based on

the advic e'ved from the Assigned Analyst. The additional time
requn‘ be slightly more that what the Activity Schedule

L@%\gbﬂt this will not alter the duty to respond to the OIA
€q

s soon as reasonably practicable”.
fey(smns

An extension of the time limit of a request can only be done once,
and only for a ‘reasonable’ period of time, ‘having regard to the
circumstances’.

Extensions can only be granted due to one or both of the following
reasons:

e The request is for a large quantity of information, or,
necessitates a search through a large quantity of
information; and/or

e Consultations are necessary to make a decision on the
request, and these cannot reasonably be done within the
original time limit.

Treasury:2538014v4 IN-CONFIDENCE 21
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In general, if we are contemplating extending on the grounds that
the request is for a large quantity of information, then we ought to
first consider narrowing the scope of the request (see Clarify
Request).

Under the OIA, the extension needs to be done within 20 working

days from receipt of the request. Fora M , extensions ar
recommended to the Minister no later th A5, as the N r
needs to consider the recommendation: ‘/\/ A
When extending, due considerati o be glve%m thet/me
required by the Ministers office to co er our report, vell as
the time required by Treasury fter the return of an fo Report.
If the Ministers office need deytake consultations (which it will
if we extend on these gro n the offl/e 10 days to
consider our report. hls nform w also need to

build in an extra 5 d ‘ cess th d report and reply.

Extensions are 'E'”sse through% the requestor is

notified of the§ i0 \5
ExtenS|o can eﬁvestlzate\ by thé Ombudsman.
Q

Other
Considerations

an be mad ny time up until the due date of the
reque t c,e\on y be extended once, so be sure to
nsiderati relevant factors, including resourcing,
\whepr extendlng

Time Estimate

Finalise; and Mark- levant Information
Responsibility | Assigned Analyst
Objective(s) /'infg@ﬁgé that all relevant information is appropriately assessed
(d d<|n rmation to be withheld is clearly identified (i.e. marked-up)
ﬁd “applicable withholding grounds specified.
Instructio Generally, the following method will be useful when there is
relevant information being released.
/- \
\\\ o Finalise and order the List of Relevant Documents and by

document date

e Print a copy of each document and number it according to the
List of Relevant Documents

o Assess each document and determine whether there is good
reason under the OIA to withhold any information from the
document.

o Where information is to be removed, indicate precisely what
(and only what) information is to be removed from the
document to be released and in the margin note the
appropriate OIA withholding ground(s) (see below).

e If you are unsure of the appropriate withholding ground, check

Treasury:2538014v4 IN-CONFIDENCE 22
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o |[f at all possible, remove complete blocks of text (e.g. whole

with MAS or consult your legal liaison lawyer.

phrases, sentences, paragraphs, or pages) rather than
individual words or numbers. If the removal of certain words or
numbers makes the remaining information irrelevant or
meaningless, then remove the entire sentence or paragr

¢ Identify information that is ‘out of is not trﬁ Same as

withheld’ O ')
‘Out of scope’ means informati ot relevant to\refe request,
therefore it should not b@smered as t of the response
and withholding groun re not-applica

Ple\

‘Withheld’ informatio ormati Im\t 4§ within scope of
the request and n\$ good& or withholding it that

outweighs the pul \
Therefore if cument is lar lg(éou of scope’ but there are a
i

few sentenc ithin scop -are subject to withholding
grounds),%ucjnnot ‘withh

entire document.
~ OO
Common Withholding Grounds
. @ ntact deL%rI;} as home or cell phone numbers,

email d\ s, etc should be withheld under privacy
( (g/rou s s9(2)

</

N work email ‘address and work phone number of staff

\?I[\:];/el se lyst and above should be left in. Personal
contact details of senior staff can be redacted for privacy
rea (as above)

é@we and all contact details of staff level analyst and below
uﬁ be withheld under free and frank grounds s9(2)(g)(i)
{’F re is some debate with the Ombudsman’s office at present
a,bout withholding junior officials’ names, but for now we should
continue with our current practice]

Other/
Con5|d\é{\tlons

Withhold & Refusal Grounds

Relevant information is expected to be made available (i.e.
released) unless there is good reason to withhold it.

Good reasons to withhold information are set out in sections 6 and
9. The most common reasons for withholding information are
contained in section 9.

The provisions of section 9 are not conclusive. Before they can be
applied, you need to identify the harm that releasing the
information might cause. Then assess whether the withholding of

the information is outweighed by other considerations that would
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>

make it desirable, in the public interest, to make that information
available.

Complete list of withholding grounds:
http://intranet/oia/quide/groundswithholdinginfo.htm

The most common grounds for withholding/information und
section 9 are:

Active Consideration — secti

IV): us ﬁd to@@’f/ct

for a period, advice that is under ac /
consideration by the Minister, % . Ifthe
minister has made a rally. these grounds
will not apply. How: j n-apply to

imminent public a

concluded con f the a c\ ?
Free & Frank &ét n 9(2) Oégﬁ% to protect the

provisio vic by Junl %rlaly and also to protect

the ex&%{&i\
Pr'va% seétlon 9 ) d when withholding personal
on%c details of n@lxsts ames of non-policy staff, and
s of peoplefre\ e/ private sector.
(e~ fidenti on — section 9(2)(ba): used where

¥ /nformatl iven to Treasury under an obligation of
y _ confidentiality.

e most com

ollowin
\ ﬂhg\) formation is, or is soon to be, publicly available —

ction 18(d): a good example is budget material which is
~ ostly made publicly available after Budget day. However,

\\ Just because the information has been publicly released, it

doesn’t mean it is ‘available. The information must be
generally accessible. If the information is online, a URL is
provided.

No information held — section 18(e): self-explanatory.

Substantial collation or research — section 18(f): (see
previous chapter of this document).

Decisions on withholding information can be investigated by the
Ombudsman, so it is important that all key decisions and their
rationale are recorded, by saving all important emails and keeping
a File Note (if required).

grounds for refusing/declining a request are the

Treasury:2538014v4
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Documents requiring particular handling:

Documents from a Previous Government

Cullen), we can contact him
former Minister who is still i
directly.

Cabinet Documents f(/m\a

releasing Cabmét% from a previous

Government t the current Government,
we have to fir nsult the L e Opposition via the

Cabinet f‘«ﬁce this situ ion, we email copies of the information
we pro \release to é}abp priate contact at DPMC, who
i t

Opposﬂmn ur/ behalf.

When consideri

;;Tir)e ge(vant nister is responsible for giving the okay to
lease ad nt. ~1f this is not a Minister that Treasury reports

directly, we to advise our Minister (via an Inform Report) to

seek a val from the responsible Minister.
In o‘/ é}&ir;mstances it may be appropriate to transfer the part of

th%%@t that covers this cabinet material to the appropriate
/Minist
\,,j/ - - .

r cabinet documents pertaining to a Minister Treasury directly
%orts to, we can seek their approval when we advise/inform them
of the proposed response to the request.

Time Estimate
—

Redact Documents Required For Consultation

Responsibility

Research Analyst

Objective(s)

To prepare secure documents for external consultation

Instructions

Provide the Research Analyst with marked-up hardcopies. The RA
can then produce secure electronic documents with a consultation
watermark.

Other
Considerations
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| Time Estimate |

Progress Meeting

Responsibility | Assigned Analyst

(NB: Research Analyst will set up the m

L N
Objective(s) To resolve any issues arising and t Wogress @a&elﬂan

Instructions This is an optional meeting that is intended to e

the course of preparing th %é i
Schedule is on track.

Other ) )
Considerations N
Time Estimate N> >
Draft Pr R n \L,
a oposed Respons % O =
Responsibility | AssignedAnalyst [ (.
R/§79 nalyst, if Eéd

. N~ 9 )

Objective(s) To draf the response to'the OIA Request

Instructions k@ess agre@%\’\5 rwise in the Game Plan, the Assigned Analyst
[ I

s'responsible eating and initial drafting of the Reply.

Use quwate a Reply document to the OIA Request.
N

épl |ﬁcludes a number of prompts that need to be
/addr

ﬁeply includes tables of documents being released, withheld
publicly available. These tables should be populated using the
List of Relevant Information.

Applicable withholding grounds are also to be included in the
tables.

Confirm that the TOIA Response should be published on the
Treasury website, and seek Minister's agreement in the Inform
Report. See TOIA Inform template for notes about web publishing.

Other
Considerations
Time Estimate
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Approve Proposed Response (Research Analyst or Assigned Analyst)

Responsibility

Research Analyst
(or Assigned Analyst — if agreed)

Objective(s)

To review and approve the proposed response, including Report
and Letter of Reply.

Instructions

Other

{ < \
Considerations -
Time Estimate J
Approve Proposed Response (QA Analy% - ‘//\\
\ )
Responsibility | QA Analyst
Objective(s) Confirm that the re ) the OIA@%étfneets current
Treasury Requwe{ne ts

Instructions

Other
Considerations

The second ask of the Q }\] is to review the draft Inform
Report andlor Let tel/of Rep y\ 3 to consider when reviewing

this are: x

o | right peoplg\&\ﬁe nally and externally) have been
/(970 d? \
Q\ngs the Inf ort give the Minister all the necessary
\ Informationin- o make a decision? Does the Letter of
Reply a tely-explain Treasury’s decision?

Has the In eport (if required) adequately addressed
issues arising from the OIA response that might cause public
comm Have other risks been adequately identified?
Areall documents to be released correctly listed in the Inform

N Qﬁ and/or Letter of Reply in the appropriate order?
el affected parties been notified of the OIA response?

)
§/
e third key task is to review the redacted bundle of documents
that are going to be released. Things to consider when reviewing
this are:

¢ All information intended to be withheld from documents being
released has actually been removed from the Information for
Release and the grounds for withholding is noted.

Time Estimate

Send Proposed Response to Consulted Parties (if required)

Responsibility | Assigned Analyst
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Objective(s)

To complete all required consultation

To provide consulted parties with the appropriate information
required to enable them to provide appropriate input into the
decision to be made on the OIA request.

Instructions

Other
Considerations

Consultation with other departments or
necessary to reach a decision on a re
necessary:

may be
nsultatlo/ is Q(te

as a matter of courtesy,
[ ]

. Treas%hfe Minister
joi /ﬂy\created with >r-department;
. éa@.lry/the Mwééiggjs relevant information that is

by ang rtment/Minister;

% a matter of course, when Treasury receives an OIA request
form th ition, other political party, the media, or any other

party<6\§ﬂi\ t, the Minister ought to be informed through an
Inform ort

nrste s will be provided with 10 working days to consider the
»ort when a decision has required by Treasury consultation
/or Ministers will need to be consulted.

There is no specific procedure for consulting with another
department. If documents are required to be redacted for
consulting purposes, this can be undertaken by the Ministerial
Advisory Service.

Where another Minister ought to be consulted, we advise our
Minister (via the Inform Report) to undertake this consultation. It is
advised that this information is run past the appropriate department
first.

All other consultation ought to be completed before informing the
Minister.

Time Estimate

Treasury:2538014v4
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Consulted Parties — Review Response and Provide Feedback

Responsibility

Assigned Analyst

Objective(s)

To identify withholding grounds appli éblé%/reques \d\ir\\lfpft\v(étion
to be withheld N

Instructions

Other

Considerations ~ on
Time Estimate L))
-
>

Progress Meeting (If required)

Responsibility | Assigned Anaﬂyst

Objective(s) To discuss any issues or impediments affecting progress, revise
th9 an and ACtMN chedule, and confirm response is on
sc\h r bein \en,ume.
—0)

Instructions X >

Other ‘

Consideratio

Time Estimate

\\/ \/

Re@{g@ansultayon\%\ﬁ)ack

Responsibility*

| Assigned Analyst

Objective(s)”

| To consider and assess input from consulted parties.

Instructio
/ \

\/

Review feedback and decide whether changes to the proposed
response should be made. Consider whether any other parties
(including within Treasury) should be informed or consulted about
the subsequent changes being considered.

Consider whether the proposed response needs to be amended or
further action taken. Consider whether it is appropriate to reflect
feedback from consulted parties should be reflected in the Report.

Other
Considerations

Time Estimate
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Approve Proposed Response — After Consultation
(Research Analyst or Assigned Analyst)

Responsibility

Research Analyst
(or Assigned Analyst — if agreed)

Objective(s)

To review and approve the proposed response, including
and Letter of Reply.

R%

Instructions

[~

Other
Considerations

(W <N\
_

>

/

Time Estimate

(QA Analyst)

Approve Proposed Response — After Coés@on ‘\9/\
OMEAN

) )

Responsibility

Research Analyst —

(or Assigned Analyst = ifagreed). \ "

Objective(s)

To review an ove the pr

~/

and Letter of Reply.”

sponse, including Report

Instructions

Other B ‘ \\ \‘
Considerations /(7 )
Time Estimate | \\w/fj) )

\> >

Deliver RWnager

Responsibility ~

Assigned Analyst

Obj QN;@

Toi nS\E!g\Ihe proposed Response is delivered to the Manager for
PP V/
/a(‘

Instructions

8

N
)

K‘@jlfgét the approved proposed response (Report, Letter, and
rked-up Information for Release) from the QA Analyst and
deliver to the Manager.

Ask the Manager to review the proposed response and either:
a) Approve the proposed response without changes; or
b) Advise any changes required to be made before it will be
approved.

Note that once the Manager has approved the proposed response
no further changes are expected to be made.

Other
Considerations

Time Estimate
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Approve Proposed Response
(Manager)

Responsibility | Manager

Objective(s)

Instructions

Other No changes are expected to be made aft is point.
Considerations
n

B
MAS will not make redactions to doc e reIeaSé@unﬁil
they have been approved by the M . -\
Time Estimate >
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Update Visibilit

y Board

Responsibility

Assigned Analyst
Research Analyst

Objective(s)

To ensure OIA Visibility Boards are up- Eda\té/?d currept
(( < \

Instructions

The Assigned Analyst adds the
Visibility Board.

O&(@\sﬂo thelr{eém OIA

@JA Request to
J/ o

The Research Analyst adds S OIA

Visibility Board.

N
Time Estimate ) )
X
Deliver Marked-Up Informaﬂo@e\warch %@%
Responsibility | Assigned Analyst
Objective(s) Toe the esearch receives the relevant information
requ redacted fo Qﬁ\r ase and confirmation that the
M nég S appr ie Proposed Response
D)
Instructions ;;@@Tle St the Pro oéeﬁn?ésponse from the Manager
ure there e | recording that the Manager has approved

Propose sponse, and add this email to Moto Documents

Other
Considerations

Time Estimate

~/ )

Electronical

\e@f Marked-Up Information for Release

Responsibility

Research Analyst

Objective(s)

Instructions

Other
Considerations

Time Estimate

Check: Redacted Documents

Responsibility

Assigned Analyst
QA Analyst

Objective(s)

To ensure that the electronically redacted documents match the
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marked-up information approved for production and release

Instructions

Other
Considerations

Time Estimate

Approve Printing of the Response

7

[ (

Responsibility

(\
Assigned Analyst —

Objective(s)

To confirm the Response should inted for sign ot N >

Instructions

Email the Research Analyst

n@ conflrm that the Re%gonse should
be printed for Manager sign out.

Other
Considerations

\\j/

Time Estimate

5 minutes ) )

N

Apply OIA Stationery to Inforrﬁ@ﬁfcr Rele@

Responsibility

Researcb Analyst

Objective(s)

a OIA Re}ea \per is only applied to finalised
do;: at hav eqn COnﬂrmed and approved for release

under th (i.,e/n t/or still subject to consultation)

Instructions

Crea’té e a pdeoc r of the documents being released under
the, O)A (whether or not'they have required redactions) and use the

Cmﬁ Releas

Other
Consig@m

Tim ;eEéuﬁv/e}fe

30m ﬁ\ﬁte,s/

, (C N
Format andmsp/onse

Responsibility | Formatting PA
ObjeC)% To ensure the Response is formatted to applicable standards and
that a hardcopy is delivered to the Assigned Analyst
Instrut\.t?m/s Open, format and print the relevant documents.
Deliver the documents to the Assigned Analyst
Other

Considerations

Time Estimate

Confirm Documents

Responsibility

Assigned Analyst
QA Analyst

Treasury:2538014v4

IN-CONFIDENCE 33



IN-CONFIDENCE

OIA GUIDANCE DOCUMENT

Doc 2
Page 35 of 133

Objective(s)

Instructions

Other
Considerations

Time Estimate

Deliver to Manager Yo
N

Responsibility | Assigned Analyst O

Objective(s) ~

Instructions

Other Q=

Considerations

Time Estimate

Sign Out Response

Responsibility

Manager

Objective(s)

Instructions

Other
Considerations

Time Estimate
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Update Visibility Board

Responsibility

Assigned Analyst
Research Analyst

Objective(s)

To ensure OIA Visibility Boards are up- >da\té/?d current.;
(C <N\

Instructions

The Assigned Analyst adds the
Visibility Board.

ol %c@\st/to their{éétﬁiﬁiO’lA
NS
AN N

Time Estimate

The Research Analyst adds gblA Request to tht S OIA
Visibility Board. S /:\\
(O
N
v

Make Copies of Signed Out D@«)ﬁts

Responsibility | Formatting PA.

Objective(s) ) SRR

Instructions Do n%@ any additional copies of these documents for any
reésén\ g. forf » sending etc.
—20)

Other NS

Considerations N

Time Estimate_

TO W Seni N%\;ws?er(s)

Responsibility

Objective(s)

{Ministerial Coordinator
_/

Instructions’

Other Qg@'
Considerations

Time Estimate

>/

Review and Respond to Feedback or Advice Received from Office

Responsibility

Assigned Analyst
Research Analyst

Objective(s)

Instructions

Other
Considerations

Time Estimate

Treasury:2538014v4
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Report Returned to Treasury

Responsibility | Ministerial Coordinator

Objective(s)

Instructions

Other

Considerations (C
Time Estimate ~

O

Check Information for Release is Correct Iy i

Responsibility | Assigned Analyst \\) )

Objective(s) ~

Instructions

o (*
Considerations

Time Estimate ) R

Create TOIA Reply Leg% RN =
\ \\ \\

Responsibility ReSéamﬁvAnalyst —

Objective(s) )

Instructions \7

Other
Consideratio

Time Estimate |

S

Re%v%&/theck TO]%\@sﬁy Letter and Information for Release

\st@ned Analyst

Responsibility,

Objective(s)

Review to confirm that the content of the letter is correct —i.e. it
should be exactly the same as was in the Report returned to
Treasury.

Instructi
(N

\\”

Other
Considerations

Time Estimate

Treasury:2538014v4 IN-CONFIDENCE
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Sign Out

Responsibility

Objective(s)

Instructions

Other
Considerations

Time Estimate

Copy the Signed

Response

Responsibility

Formatting PA

Objective(s)

Instructions

Other
Considerations

Time Estimate

7

Send to Request

or

T\\ \ 5\\{\

Responsibility

Ministerial Coordinator

Objective(s)

To send the correct documents to the Requestor.
CANA

Instructions

\Se\r'@ﬁﬂginal do to the requestor
Somj g ents, as per the Ministerial Coordinator

Complete filing requir
}}gﬁfne. )

Other
Consi@@éM

Timg*’Eyﬁ{afe

>

Udeisibing’\@;@

Responsibi%

" Assigned Analyst
Research Analyst

Objective
e

To ensure OIA Visibility Boards are up-to-date and current.

Instructions

The Assigned Analyst adds the OIA Request to their team’s OIA
Visibility Board.

The Research Analyst adds the OIA Request to the MAS OIA
Visibility Board.

Time Estimate

Treasury:2538014v4
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Arrange for Web publishing

Responsibility

Research Analyst (in conjunction with Web & Publishing team)

Objective(s) To publish TOIA responses and release documents on Treasury’s
website.

Instructions Confirm that the Minister has agreed wi Wmmen tion.t
publish. rﬂayéi@

\\\‘\\J/“
Complete the Publishing spreads% ure the P Fjﬁé;{o be

uploaded is the correct file. Ensure all.details provide Web &
Publishing team are correct })a\ve been QA'd-

authorised.

Time Estimate

Finished

Treasury:2538014v4
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Confirm Transfer Details

Responsibility | Assigned Analyst

Objective(s)

Instructions

Other
Considerations LC N

Time Estimate —

QL

Create & Draft Transfer Letters -~ )

Responsibility | Research Analyst

Objective(s) 0
Instructions ')

Other
Considerations

Time Estimate D) N
— ~ ~ \\\
N\ O

Format & Print / /:\\\

)

Responsibility | Formatting PA

Objective(s) R

Instructions \V A~

Other
Consideration

Time Estimate |
N

N
Approve 7
pbr\‘g &

Responsibili gésigned Analyst
Analyst

Objective(s)

Instrugt'{&g

Other (
Consi&é@fﬂbns

Time Estimate

Deliver to Manager

Responsibility | Assigned Analyst

Objective(s)

Instructions

Other
Considerations

Treasury:2538014v4 IN-CONFIDENCE
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| Time Estimate |

Sign Out

Responsibility

Manager

Objective(s)

Instructions

Other
Considerations

Time Estimate

2

Copy & Deliver to Ministerial Coordinatow@;\

Responsibility

Formatting PA

Objective(s)

Instructions

Other
Considerations

7

Time Estimate

Send

(2N )

Responsibility

Objective(s)

\A\\s\s@ﬁgd Analyst

~

Instructions

Other

Consideréﬁoo@

Ti megs{ifﬁél;e/

O u

\&\l/

Revie\?and Re

d t\léeedback from Office

Responsibility |

‘Assigned Analyst

Objective(s)

Instructions

Other| \ \‘
Consi?:le ations

Time Estimate

Report Returned

Responsibility

Assigned Analyst

Objective(s)

Instructions

Other

Considerations
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| Time Estimate |

Update Visibility Board

Responsibility | Assigned Analyst
Research Analyst
Objective(s) To ensure OIA Visibility Boards are up-t %eﬁnd curren(’ A
)
Instructions

The Assigned Analyst adds the O@%ﬁe@t to their team’s OIA
Visibility Board.

N )

Q
The Research Analyst ad IA'Request-
Visibility Board. B LON \:

Time Estimate

>
7
_ _ N\

Responsibility | Assigned Analyst N —
Objective(s) (N
Instructions [ )

Other D)

~
Considerations | -, —

Time Estimate

<
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Official Information Act 1982

About this course

Topics covered in this course include:

This course is designed to introduce participants to the Official Informatlon Act 1982
/ ~

. The purpose of the Official Information Act 1982 @ \

. The principle of availability & &;

. The reasons for withholding information

. Who to talk to for advice and assistance witf%’e}]uests

. The rules around access to official informatio

. The consequences of improper release or lease \Fqggﬂon
<«g/great

s intended to introduce
the process of responding
team when you are assigned

participants to the Official Information
to Official Information Act requests %I

an OIA request. - /) %
N O

Target audience @
\ \ ) \
This course is suitable fo CZ Q\‘/

N
/‘/‘
N

. All manager <y =

. All analys iSOrs who ar
. Other stgff eal with OlAs
%ge requi et

Prior know i
—~ Yo
None. (C N
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Facilitator instructions and guide layout

For ease of use and so that you know what participants are looking at, the facilitator’s guide
is set out exactly the same as the participant workbook with a few exceptions:

. Facilitator notes and instructions are inserted — these are in grey shaded areas.

. Answers are below questions in grey shaded areas.

. A full list of resources is below

Resources required

Whiteboard plus se ers

Enough for all participants post-its

to have one
1

16 @; ; i ct for participants to refer to

ector (map and overlay on
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Introduction and Context

Welcome

Welcome to the Official Information Act workshop.

Act 1982 and | islative
g this course; y ill be

expected to contact the Ministerial Advisory Service when eive yourpéQ\Oj)A request,
N\~

NS

Introduce yourself to the group.

Make sure that you include what qualifies y: L% i > .

Next, get the participants to introduce o state something apart from
their name, for example what they’re i > course. This is important to do
as it encourages and lets participa that it's o speak and participate rather than

be ‘talked at’.

$9(2)(@)(i) %

s9(2)(9)() OlAs form
part of core gover W work an o be viewed as such by Treasury staff. Managers

need to ensure the ff have the time.and resources to complete OlAs on time.

%

7
( (\ (\
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To start
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In the beginning...

Before the Official Information Act 1982 there was the Official Secrets Act 1951.

The Official Secrets Act was the complete opposite of the Official Information Act. It operated
on the presumption that official information was the property of the government and should
é?%lt

never be released without specific and compelling reason or @sation. In

criminal offence to release government information. Yo,
’ R
What happened to the last guy \&j/‘
who released official information

under the Official Secrets Act...

it was a

\%

L ] ‘\‘:\&

O

)

2,

During the 1970s the tr GﬁBVapproa 0 be challenged, both in New Zealand and
overseas. In many ntries’ lobby g r ‘open government’ sprang up, encouraging

debate about go -‘»‘ olicies, and arguing that the public should be able to

lo'the left in a portrait by Leo Bensemann).
/™

(C ) . .
The “main _lobby group in New Zealand was the Coalition for Open
Government. It/ formed;, in 1979 to campaign against the then government’s ‘think big’
programme of major industrial projects. The coalition later became the major force in the
development-of the Official Information Act 1982.

/ \

[ rﬁ ‘
The Danksi@g*nmittee produced two reports in 1981, recommending fundamental change,
which led to the passing of the Official Information Act in 1982.

The basic facts

The Official Information Act 1982 allows people to ask for any information to be made available from a
Minister , Government departments, Crown Entities, State-Owned Enterprises, organisations or
commissions involved with upholding, managing or administering New Zealand legislation — basically
most organisations that are publicly funded.

When a request is made under the Official Information Act 1982, all information related to the request
must be released to the requestor unless there is good reason to withhold the information as stated in

Introductory Workshop: March 2017 | 9
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the Act. Some of the withholding grounds must be balanced against the public interest in releasing the
information. The Act allows for the protection of official information to the extent consistent with public
interest and preservation of personal privacy.

As a Government department, we don’t get to pick and choose what information is most suitable to

release
All information held at Treasury, DPMC and SSC (even if it is infor| on tha originate/d he
agency) must be considered for release if requested — therefore atl.d ents (includ"n@\eﬁhails,

diagrams, recordings etc) must be written and handled with th owledge that the info! \aieién
contained in them could be discoverable now or in the future. ation is not limite c/just

documents either! R
) |

Ask what is official information?

Q // &\\ 7‘ )
“Official” information is information that'is h 5 \entborganisation (as listed in the

Official Information Act or Ombud \ 31 ‘of«the Crown in his or her official
capacity. For example,there would be-a seperati seen Bill English the Minister of
Finance, acting in his capacity as, or for the pur 8

Ses of his position as, Minister of Finance,

in his capacity or for the pur f his position, as Minister in charge of the Treasury, in his
capacity as Minister in « Housir{f’Ne v-Zealand Corporation and Bill English,
National Party MP, DepﬂgﬂP eader ?\QﬁfEnglish, New Zealand citizen!

)

~ (/ . .
A list of Departme tga\ad\@rganlsat ons-to whom the Act applies can be found in Schedule 1
of the Official | ion Act 19 Schedule 1 (Part 1 and 2) of the Ombudsmen Act
1975. Offices,of ent are exc except for the Parliamentary Commissioner for the

exclu% in
Mixed ne hip Moder anies are not. It can become a little complex when trying to
[ ( . .
analyse who the dQ@ and does not apply to and the reasons for the discrepencies
especially in lig %ﬂ% primary purpose of the OIA, which is to provide a measure of
public.. There are also further references to other Acts that need to be
on the situation, for e.g. if you are wondering if universities are subject
to the OIA( uld need to refer to Part 2 of the OA (which lists organisations subject to
the OA & &H—/I\A). Part 2 lists “Institutions established under Part 14 of the Education Act
1989” as being subject. Which means you would then need to refer to the Education Act
1989 to figure out which universities were subject to the Acts!

“Information” includes documents, electronic content, conversations, recollections etc —

basically anything you might do, say, observe or create as a public servant is considered to
be information.

10 | Introductory Workshop: March 2017
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Let’s take a minute...

Before you begin launching into the Official Information Act and what it's all about, explore
with participants why the OIA is important and how this affects us as public servantf.

Exercise in pairs @ X;\J

¢ Divide into pairs
e Using post-it notes, spend 5 minutes writing
OIA matters. Also identify what this mea

any reasons as

ssible for why the
& you as a p \

ant (contrasting

o Participants then put their notes on
which we facilitate.
¢ Some notes to help are below

Notes from the Encyclo<Wﬁ
Improving the quality @@

“It has been suggested\ﬁf/aﬂhe scruti
advice and decision mgku@/dt all levels

consequence both'in BT
scrutiny by intere

he act enabled has improved the quality of
vernment. Commentators have identified this
, where the advice had to be able to withstand

evious Iooseness in those systems was qwckly

administrative de on-makin An
eliminated e affecte see and challenge the basis on which decisions were
being tak

AN
Cultu f-opennessy
O ( (\
N

In 2011 New Z heéi by international standards, a strong culture of openness in
government. A gnificant reform usually involved public consultation — often several
times. That tion was supported by the publication of a significant amount of

information- dvice. The submissions received, and their analysis, were also likely to be
made public. Most official papers and advice were written on the assumption that they could
be made pul /(‘/and needed to be able to withstand scrutiny.

Greater accountability

Many commentators have also credited the OIA with playing a major part in ensuring the
accountability of governments and public sector decision-makers. The level of openness,
and the ability to access information about what decision-makers are doing and why, has
given the media, opposition parties in Parliament, lobby groups and others, a powerful tool
with which to question and challenge.”

Other points we want to bring out:

Introductory Workshop: March 2017 | 11
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As public servants we want the wider public to have trust in government processes and
administration. We are required to be impartial, fair and politically neutral.

The Official Information Act 1982 has a direct link to public perception and expectations of a
good Government and government administrators.

Treasury’s Living Standards Framework references the impo e of public trust'in core
institutions that underpin our society (e.g. trust in the rule of ocracy, C aori
relationships etc) — transparency of government proce istration @ecision-

making goes a long way towards ensuring public confid& @

d =
Another, quite different, example of what has b r@q@jeved by the is the return of
examination scripts to tertiary students. Befor ing of t

ef% udents rarely saw
their marked papers. Once the precedent establi &i
that papers were sent back to students on request.

system changed so

L

Explain:
s9(2)(9)()

12 | Introductory Workshop: March 2017
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Freedom of Information on a World stage

Participants to read the quote below

“A new era of government transparency has arrived. It is now widely r
secrecy that has been the modus operandi of governments for centurie
global age of information. Governments in the information age mu

ognised that the re of
o’longer feasjble

& |nformat|d<k J@cceed

Laws opening government records and processes are now ¢ lace among d E tic
countries. Over fifty countries have adopted comprehensivelaws to facilitate écée%? d over thirty
more are in the process. The laws are broadly similar, @Ng‘yﬁ)r a gener. t by citizens, residents
and often anyone else to demand information from goyve ent bodies. heg exemptions for
withholding critical information and appeals proc s 5.and oversight \\

mismanagement and corruption. It can nts themselves — openness and
transparency in the decision making pro s;/an assist ing citizen trust in government

actions and maintaining a civil an&/cratlc someQ
/
David Banisar @

Director — Freedom of | fo\'ng}] Project
% —

...Access to government records and informati essential ent for modern government.
Access facilitates public knowledge and % It provide@e rtant guard against abuses,
n e

cy International

(Note that there ar over 100 co freedom of information laws.)

Does @o ;lke we’ré.ove s atlng the importance of freedom of information here? Take a
look a owerpo nt slic -

Slides showing ptlon index and which countries have Freedom of Information laws.
Explain: Eac Transparency International publish a Corruption Index that measures
then rangs/t, rceived levels of public sector corruption in 177 countries/territories around
the world

N/

Introductory Workshop: March 2017 | 13
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SCORE

RANK COUNTRYITERRITORY SCORE
Dermark | A CONTIVTERTAY SSORE

1
1 [N s
3 .

.

#epi2016
www.transparency.org/cpi

Transparency | @is an organisation that has the vision:

A world in whi ernment, civil society and the daily lives of people are free of corruption.

[ C
In 1993, a w-individuals decided to take a stance against corruption and created Transparency
International. Now present in more than 100 countries, the movement works relentlessly to stir the
world’s collective conscience and bring about change. Much remains to be done to stop corruption,
but much has also been achieved, including:
e The creation of international anti-corruption conventions
e The prosecution of corrupt leaders and seizures of their illicitly gained riches

« National elections won and lost on tackling corruption

e Companies held accountable for their behaviour both at home and abroad.

14 | Introductory Workshop: March 2017
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Purpose and Principle of Availability

Introduction

So far we've looked at how the Official Information Act 19
of Freedom of Information rules/laws at a global level.

Let's now look at the key purpose of the Official r@?mahon Act

Availability as stated in the Act. T \
N & N

Purpose and Principle of Availabili y\\ ‘

Key purpose of the Official Information c% @

Section 4

o To enable more eff

. To promote accou t\abzﬁt%//

o To enhanc .;ior the law

Princip bility — Sectio :
O L2

LC 9
/ie;/ any requested official information should be released, agencies must
i llowing the principle that:

° When decidi

3 “the in ion"should be made available unless there is good reason for withholding it.” Some
of t@ holding grounds must be balanced against the public interest in releasing the
information

When a request is made under the Official Information Act 1982, all information related to the request
must be released to the requestor unless there is good reason to withhold the information as stated in
the Act. The withholding grounds must be balanced against the public interest in releasing the
information. The Act allows for the protection of official information to the extent consistent with public
interest and preservation of personal privacy.

Ask:

What could the possible reasons be to increase progressively?

Introductory Workshop: March 2017 | 15
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In the beginning:

Treasury now publis )most of i
(Consider cutting this out if runnin

The Public Servant mindset - public servants went from one day - withholding
information unless there was good reason to release it to the next day — releaseing
information unless there was good reason to withhold it.

Avoidance of an information ‘free-for-all’ — media and the public suddenly access
to a whole lot of information they didn't have access to . An informa ee-for-
all could have caused a work overload and Db or marn ijg&/ ment

departments. \ =)
Good reasons to withhold needed to be properl@ pplie a glut of

information was released.

Ongoing: : O~ &%

As time goes on information can lose it ty, theref % mation that may be
withheld today may not be withheld in fi ars,or even i El\ nths.

%@y it would have been
withheld.

In 2013 Cabinet directed MOJ %@w al agencie develop a work programme to
improve access to official iﬁf@i n and to find ways to reduce the burden of
responding to requests. 1\

Since then guidance ha@evelope% on the PSI website

Work is ongoing, including ing at v{a@t\ oactively release of information

In Treasury, our C/E' \ ommitt \to\ jsparency.

s on its website.

@v
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How to Deal with a Request

Introduction

So far we've looked at the context, purpose and principle of making official information freely
available. Now we’ll look at how you should approach a request ?en you receive one.

20 working days to decide whether (and if so, how) the r informatio } be granted
and how it will be granted; however, during those 20 days,

might larify the
request, or you might consider it is appropriate to or extend est.

Request Request ’

received transferred '
V4

/ 7
Once a request has been received, a department, organi inister |5 tﬁ@wn has
t

Provided you see !iaify a req%ﬁ%m 7 working days of receipt, then the amended
i the

request repl ginal and d clock starts again. (You can seek to clarify or
amend a re t after the 7w®ame, but it won’t reset the clock.)

If the re ion of the request, then this replaces the original and the
20wd e amended request is received.

Agency-initiates- Request- Decision-or-

clarification- modified.-Clock- extension

with-reauestor restarts

0-Days 7Working- O-Working- 20-Working-
days days days

Ask — what are some of the common ways you would seek to clarify or narrow a request?
Eg, can you exclude emails? Narrow the timeframe? Change from “all documents” to
“substantive advice to Minister”. Advice prepared by Treasury? etc

Introductory Workshop: March 2017 | 17
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Transferring a Request

Departments deal with a huge amount of information, often on closely related matters. For
example:

DIA deal with passports but MBIE deals with immigration.
Treasury deals with New Zealand'’s fiscal matters but Reserve k deal with interest rates.

CERA has traditionally dealt with the Christchurch earthquak - but tbis a w
been transferred to DPMC - and EQC deals with the insura ury dea’lstijmthe

policy relating to earthquake insurance...furthermore Civi deals with- Ié
readiness! \Y

With all of these departments and organisations, | @nder Joe@and even the

O\
\\;/
It would be very easy for requestors to be from de t to department and
never be able to access information! (As Ce ies, we also have some involvement
or responsibility for many issues eve ~we' are not t%?@ncy most closely connected

to a particular function.)

A request must b ‘K( red promptly, and in any case not later than 10 working days after
the day on whi@ equest is received

B\Q

/ Request- Request-received- Decision-or-

/

Request-

received transferred by-new-agency-or- extension

minister

0-Days 10-Working- 0-Working: 20-Working-
days days days

18 | Introductory Workshop: March 2017
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Extending a Request

What do you think happens if you can’t reasonably make a decision on the request within the
timeframe?

The Act allows for a time extension to be requested. This must be done within the 20 working
days when a decision should normally have been made.

Allow enough time when extending. Think carefully as you et one e\{@@i@n. Talk
to your Ministerial Advisor. ;J/‘

Introductory Workshop: March 2017 | 19
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Reasons for withholding information

Introduction

A

good rsasch )
n@t}ﬁ\gse need to

Remember that information must be made available unless
withholding it. As we know, there are risks in releasing

sertain
be carefully considered. &

Ask participants what some of those risks coul% )

To ensure that the principle of making infor ;{ﬁl%h\ ilable \ot:hérm our country’s
national security, citizen’s human rights or\ rcial op

for withholding information.

N
Withholding or Refusi Q@m
— SN\
The reasons for withhol ation agf ﬁﬁgﬁterestlng and we could spend hours

discussing them. Remem Eﬁh t this i roduction to the Official Information Act 1982

and participants can<exp Y 16 work erial Advisors on specific requests. The Legal
team can also provide\advice. Thi rovides just a taste of the reasons to withhold.

Section 6

Section 6 irrefutable, reasons for withholding official information. It
does n al e perso ith the request to use their discretion or to weigh or
balanée@n\é\' pact of/;% ing’the information. If the release of the information would
prejudic w Zealand’'s §”e rity or defence or our international relationship, prejudice the
i ;enéanger the safety of any person, damage New Zealand’s
entrusting of information to the Government of New Zealand on a
information should be withheld.

economy or prej
basis of confi

/

Section %\E}\

Section 9 \Liées other good reasons for withholding information. Even where these good
grounds apply, the person dealing with the request must always determine whether
withholding the information would be outweighed by other considerations which render it
desirable, in the public interest, to make that information available. This is known as the
public interest test.

Explain: Three of the most common reasons for withholding information under section 9 are
to protect the privacy of natural persons, maintain the constitutional conventions for the time
being which protect the confidentiality of advice (commonly known as being under active
consideration) and maintaining the effective conduct of public affairs through the free and
frank expression of opinions by or between or to Ministers of the Crown or members of an
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organisation or officers and employees of any department or organisation in the course of
their duty.

Section 18

Section 18 provides administrative reasons for refusing requests. Unlike sections 6 and 9

where information is withheld, section 18 does not look at the content and it's suitag ;ty for
on a

'¢ informrat&

whether the information is or will soon be publicly availables \,\ )
< fi A%

>

Summarise: \ \%
9 Ny %

1. What is the difference between sections

p
; O
Section 6 provides conclusive reasons to wjthho rmatio @ section 9 provides
reasons to withhold only if the reasons to d/the infom& tweigh the public
interest. %& ?
2.  What is the difference betwee@ms 6 and-9; and section 18?

Section 18 looks at the administrative side of the requ
information should be held or o@y ed on its r@eh@t looks at the work involved to collate

the information, whether t)@ ion actl‘fa&> ists or not, or whether the request is
made in good faith.
9 \/K}j\\\ \ /
\,,,/{7) )

\

Exercise

%%e stud;esway not have time to use them all.)
,\ N B

Below ar

X

\ 7
For e%sg study, d@%ﬁ}@gw you would assess the request, what actions you would

take an ether you would release or withhold the information or refuse the request and
why. N

/)
N
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Bear in mind that as case studies, there are potential important details missing, therefore
every request must be considered on a case-by-case basis. One simple detail can affect the
outcome of an OIA request decision.

Ask the group for examples in their everyday work where some of the information they deal
with would likely be withheld and why.
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Rules, roles and support

Introduction

The Official Information Act 1982 also provides for the wa fficial Infn Act
requests are administered. (' N

AN )

¢ N
As you can imagine, if Official Information Act reque e not administ

?\ed\;ﬁ a specific
way, the integrity of the Act's purpose and its principle of availabili cg\f)e called into
question. oL

ii N PR\
(O

. . ) \J‘. ‘ _pe
princip Wabmty. If departments
were not required to release information i i mann usefulness of the information
to its requestor diminishes. Similarly, in some cases, depart ts are required to transfer
official information requests — as publi nts, we are réquired to ensure that requestors
are given the best possible chance heir hands-g} asable official information in the

easiest way possible from the right.sou ewithi Sl p

-
Who can request offi
(2N
Any person, being -\~

(a)

(b)

() Aper hois’in New Zealand; or

(d) Abo te wh'ych\i\s\ porated in New Zealand; or
(e) body eorporate ggih\ﬁgfihcorporated outside New Zealand but which has a place of
iness in Nevy/gp d, -

t a department of Minister of the Crown or organisation to make available to him
or it any specifie il information.

Generally t Nif>somebody who didn't fit into the categories above asked for official
information, y irst question to yourself would be “why wouldn’t | release the information?”

The Act also allows for a request to be refused if the information cannot be made available
without substantial collation and research. But in order to do this, the organisation must
consider whether fixing a charge or extending the time limit (or both) would enable the
request to be granted. Note, however, that charging is not current practice for the Central
Agencies.

Departments also often prepare responses to information requests to Ministers (in Treasury
these are known as MOIAs as opposed to TOIAs). However, where a request has been
made to a Minister, it is the Minister who makes the final decision on the request.

Introductory Workshop: March 2017 | 27



Doc 3
Page 70 of 133

How should information be made available

Where the information is contained in a document, it can be made available to the requestor
by:

Giving them reasonable opportunity to inspect the document; or

¢ Providing the person with a copy of the document; or /&
e If the document is an article or thing from which so ual |ma€es\eﬁepapable of
being reproduced, making arrangements for th on-to hear or

\gﬂ')ose sounds

or visual images; or

Giving a written transcript; or

[ ]
9]
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Q
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Q
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=
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o
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Q
=
o
-}
Q
o

O\ )
It is useful to both the reque <®d the agenc 6% Minister responding to the request to add
explanations about the inf rovided/ whe\ is is appropriate.

/- -
For example, the |nform\at|0n)\may be o @te or may provide a narrow view of the topic.

ning out requests?
ponsibl ?o\}?glg ng out requests.

L{est is a/sél >d’to your team — your manager is responsible for signing the
information out an«%%ﬁrtb/{he requestor, or to the Minister in the case of a MOIA.

| \

MOTO

The reqt@st@%ue assigned to the appropriate manager through MOTO. The manager
needs to \@eMOTO to assign the request to an analyst within 2 days of receipt. Once this
has happened, a number of documents will automatically be generated through MOTO.
These include:

e The Game Plan. This document is important and needs to be followed throughout the
OIA process. It provides a timeline and outlines the responsibilities of manager,
assigned analyst, QA analyst and research analyst.

e Relevant documents spreadsheet. This is where links and other details go of
documents within scope of the request.

¢ Charging timesheet. This can usually be ignored.
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If the OIA is assigned to a junior analyst, the manager should consider whether appointing a
buddy would be appropriate.

You’re not alone though! Your Ministerial Advisor can help you.

In Treasury, the Ministerial Advisory Service will assign one of their analysts to the request —

while each staff member will have their own responsibilities, the MAS research a st will be
on hand to provide advice and coaching. o,

<N\

NN
Ultimately, however, the information that is released to %tor is qu\@pghsibility -
you are advised to request coaching from MAS for you COfficial Informa@gréquest.

N
Review of decisions . -
Any decisions made on the release “\Qa?}‘/\ibe reviewed by the
Ombudsman. %

In respect to the Official Information A&t  Can i estigate:

</
e Refusals of requests %,/ < \5
. Delays (deemed to be re sal§ - R
. Charges Q )

. Manner of release

o Conditions on use( co ication
. Extension of tigneﬁmﬁﬁor resp

e  Decisions totransfer”

s for’access to al information
1 statement of reasons
policies, Tule

g
NN >

uidelines.

AN
ive notificétddh(o n Ombudsman’s Investigation into an OIA, you must consult
your Ministerial A bpét?p/‘d your legal team.

Note that the an is also there to offer guidance and support with a whole raft of
useful infor! their website.

‘/;jif\
That’s\é})\‘rrap
Conclusion
That’s it!

Hopefully you have found this session interesting and informative.

By now you should be able to:
. Understand the purpose of the Official Information Act 1982

. Understand the Principle of availability
. Understand and be able to apply reasons for withholding information at a basic level
. Know who to talk to for advice and assistance with OIA requests
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. Understand the legislation around access to official information

Remember, the next time you receive an Official Information Act request, contact the experts
in your agency for coaching:
o Treasury: the Ministerial Advisory Service (MAS)

* DPMC: a Ministerial Advisor in the Office of the Chief Executive
e SSC: the Ministerial Servicing team in the Office of the H State Servié%

-
(N
{ @i Ny \\\://
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Make a contribution that counts
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Responding to OIA Requests Page 1 of 1

Owen Thornber [TSY] (s

(/§|ome (/Pages/default.aspx) About (/About/Pages/default.aspx) Key Initiatives (/Key-Initiatives/Pages/default.aspx) People and Teams

Last Modified :
28/03/2017 5:39 a.m.

Responding to OIA Requests

Analysts are responsible for responding to requests for information made under the Official
Information Act 1982 (OIA), with the support of Ministerial Advisory Services (MAS,

ed under the Act

holding official informatio%
releasing the information.
which apply ?inl\ex"lsx
{ \/
\ \5 \

These withholding grounds apply regardless of any public i
Section 9 provides other reasons for withholding official j

(http://www.ombudsman.parliament.nz/resources I-information-
legislation-guides) about the withholding grou i icatj A.the ce of the
Ombudsman’s website. T

If you remain unsure as to the meani<ng\r{a yli‘cation of a particularwithhalding ground, contact
your team'’s liaison lawyer. ) )

- \ \J )
The legal team mu{@&n }Lejm/gation into The Treasury, whether

her'complaint under the Ombudsmen Act 1975.
arding an OIA request or any other matter,

If the Office
contact yo

treasury.govt.n;

>

7
[ (\
Feedback (mailto:Co municationséréﬁ{ gmﬁnz;web.pubIishing@cass.govt.nz?Subject:TSY%ZOIntranet%ZOFeedback)

n (http://www.face ! ,
tpsy//ww.youtube.com/nztreasury)

zealand-treasury)

easury) (http://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-

Va
Responding—to—OI@st (/help-me-with/legal/Pages/Responding-to-OlA-Requests.aspx) Responding to OIA Requests

%
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Background

The Official Information Act was passed in 1982 as a result of the perception tha dvice and
actions of the public sector were too often hidden from public view.

Its purposes are:
» to make official information progressively more available, in ordér t6:

laws and policies

» promote the accountability of Ministers a
enhance respect for the law and promot
Zealand

+ to provide individuals access to i

« to protect official information when.that i
personal privacy. \

These provisions turned the Official Secre

had been to protect official <|/ in virtually all cj c@stn
E% \ -/

(&

\73
(http://www.trea Ur@%‘t )/ Return to old IQx /portal/sites/treasury/default.aspx)

Feedback (mailto:Communication asdry.govt.nz;web., pUb|IShIn ss.govt.nz?Subject=TSY%20Intranet%20Feedback)
n (http://w) m/nztreasury ttp://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-
\

zealand-treasufy) ut om/nztreasury)

Background- (/people=and- teams/Mirms/@Q’z dvisory%20Service/Pages/Background-.aspx) Background

%

N
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Official Information Act 7:16am.

The Official Information Act 1982

(http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html)(O1A)imposes
important statutory obligations on Ministers and government departments, in e
Treasury, which are considered to be "core business". /;7
[ (\

N,
N>

Treasury deals with OIA requests and Ombudsman Investigations made

Ministers to whom Treasury provides Ministerial Servicing (MOIA). Ty

consulted by departments about OIA requests they are dealing with:

Why have an Official Information Act?

) L

The Official Information Act is important constitutional legislation hatJthoIds the a
rights of New Zealanders to have a say and an opporty ence decision@l
government to account for any decisions it makes an ¢ isi

made. NZ used to have the Official Secrets Act 1951
(http://www.nzlii.org/nz/legis/hist_act/osa195119
information was the property of the gover n:é;ﬁitignd
authorization. This was easy from officials' pai ot d free with their

policy decisions with no fear of expf% i is}ers could not be ccount. But in the late
70s there was clamour for more openne \Ba/r/ﬂy as aresult ¢ ment's "think big"

programme of industrial proj c% 82 the Official In

Official Secrets Act on its ) )

re \ \ ‘
Official informatiom/igjzﬁ“ ation that i L gid&.zljartment (or Minister), including (but
not limited to) P&ts;/‘aésfmemoire, dr,
and emails. Ba i%&fan' information
h as haridwritten, printe

What is Official Inf

Lofficial information

"\'the7 rinciple of/av

(-

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/OIA.aspx 26/05/2017



Doc 4
Page 77 of 133
Official Information Act Page 2 of 3

G'Trl}l TREASURY :
B i Kopar e Triggers & Inputs

Ministerial Coondinator
Log and assign the ™  Deliver msponss
request

hold grounds and the Official Information Act;
ultation;

edact information, and create secure OIA release versions.

contact us at ResearchAnalysts@treasury.govt.nz

s

mailto:ResearchAnalysts@treasury.govt.nz) if you have any queries.

(http://www.treasury.govt.nz)  Return to old Intranet (http://portal/sites/treasury/default.aspx)

Feedback (mailto:Communications@treasury.govt.nz;web.publishing@cass.govt.nz?Subject=TSY%20Intranet%20Feedback)

n (http://www.facebook.com/nztreasury) , (http://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/OIA.aspx 26/05/2017
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OIA Processes g am
Summary of Actions Required
Initial Actions (assigned analyst responsible) S

To be completed in the first 5 days { (

A
)

N >

1. Meet with relevant research analyst to discuss interpretation a pe, lines and the
Game Plan.

2. Contact requestor for clarification if necessary.

3. Complete the Game Plan and get it signed off by the Q4‘analyst and your manager.

4. |dentify relevant documents and enter them into the ele@ht‘ﬁayments spread eef:

Decision Making (assigned analyst responsible)

1. Make decisions on what information is to be
grounds apply.

2. Mark up hard copies of all documents wj
withholding grounds.

3. Clear these preliminary release versi

4. Consult internally and with other agenci

For a MOIA: report, reply and 1 é??e%;cunggnts

For a TOIA: usually an inform %reé\]uired when requestor
g e-by“case basis), rép

\ ) )
a éd{cT/tbé release documents. The assigned
analyst will providé\m;)uf)wtd) the report and

Final product! h}/\\\;

—_/~ 10wd for transfe
« 20wd for\reply (unless

— Owd for transfer

E/(N 20wd for extension

\\\J Inform report:

\,,/ o Without an extension, 15wd

> With an extension, the inform to the Minister needs to be sent 15wd before the

due date of the reply. This allows 10wd for the Minister's office to consider the
request and consult other Ministers, and 5wd for final processing within Treasury. For
example, with a 20wd extension, Treasury only gains 5wd.

« 20wd for final reply or as determined by extension.

For a MOIA:

« Without an extension, the golden rule is to get your report and draft letter to the Minister
5wd in advance of the due date.
> 5wd for transfer
o 15wd for extension
> 15wd for report and draft reply to Minister
« With an extension, you need to get your report and draft reply to the Minister 10wd in
advance of the new due date.
o ie 10wd before the Minister's due date for reply. This allows 10wd for the Minister’s
office to consider the request and consult other Ministers.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/OIA-Proc...
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Ombudsman Investigations

Requestor has the right to complain to the Ombudsman about the way their request has been
responded to. The Ombudsman will then instigate an inquiry. Treasury must cooperate to the
fullest extent with any such inquiry. The Ombudsman has the right to full access to any material
covered by an OIA request, including any material withheld from the applicant, as well as any
material showing why and how a decision was made to withhold information.

When dealing with Ombudsmen's investigations, staff must consult the Legal team. Although the
deadline for responding to an investigation is 20 working days, in practice the Ombudsman may

ask for an earlier initial response in some circumstances. An investigation can take/months, even

Services (mailto:Ministerial.Services@treasury.govt.nz).

The Ombudsman usually provides a preliminary opinion if it is con
Treasury or the Minister.

In cases where the Ombudsmen's preliminary
to release the information on the basis of t

recommendation.

Any formal recommendation of the u |
unless the Cabinet overrules the Ombul marw)y Order in C

happened.

. FcTr/exampIe, information that is under
n time may no longer be under active

ten relevant to Treasury’s work.

eﬁsts for withholding information under section 9 this is not
r withholding. Grounds must be balanced against public interest
‘ ideration at is, even if there are grounds for withholding information, the
ub@eﬁe}‘t may make it desirable to disclose the information.
a qy:eg)under section 18
vithholding ground as such
Applies'where for some procedural or administrative reason it is not reasonable to

il the request.
o The most common grounds used by Treasury in this section are:

R = 18(d) — the information is or will soon be made publicly available
\‘/( \\\ . 185 ) d d t exi P Y
\\ “ e) —document doesn't exist
J/ = 18(f) — the information can’t be made available without substantial collation and
T research

= 18(g) - the information isn't held by the agency or Minister and it's not believed
to be held by another agency or Minister
« Transferring a request under section 15
o Transfer can be full or part
> Can be transferred to another department, organisation or Minister
> Only 2 grounds apply — information must be held by or more closely connected with
the functions of the other department, organisation or Minister

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/OIA-Proc... 26/05/2017
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(http://www.treasury.govt.nz)  Return to old Intranet (http://portal/sites/treasury/default.aspx)

Feedback (mailto:Communications@treasury.govt.nz;web.publishing@cass.govt.nz?Subject=TSY%20Intranet%20

ink

n (http://www.facebook.com/nztreasury) ' (http://twitter.com/nztreasury) ww.Iinkedin.m/r@oj any/new-

zealand-treasury) n (http://www.youtube.com/nztreasury)

OIA-Processes (/people-and-teams/Ministerial%20Advisory%20Service/Pages/OlA-Processes.aspx) OIA Processes%

Q

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/OIA-Proc... 26/05/2017
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An electronic copy of the Official Information Act is available to view through NZ Legislation
(http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html?src=gs), or Westlaw
(http://www.westlaw.co.nz/maf/winz/app/document?
docguid=19cc12520e03f11e08eefad43f89988a0&tocDs=AUNZ_NZ_LEGCO i Nav=tr /7\7
ue&startChunk=18&endChunk=1).

PURPOSES OF THE ACT &
N

O L

(i) To p@&ie\ dccountabili
officials,=—_) )
)

an y to enhance r&r the law and to promote the good
ment of Ne%

B) rovide for proper access by each person to official information
ating to that person; and

(c) To protect official information to the extent consistent with the public
interest and the preservation of personal privacy.

Section 5 - Principal of Availability - Information is to be made available unless there is a good
reason to withhold it.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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What IS OFFICIAL information?

Official information is given its widest possible meaning by
the Act, not only does it extend to tangible records but has
been held by the Ombudsman to extend to the collective

memories of officials and Ministers.

FOR EXAMPLE: A recruitment video commissioned by the
Treasury in 1990 was regarded as official information in
terms of the Act.

Official information is any information held by -

(i) A Department; or

(iii) An organisation. An organisatig in

and other bodies including St§[pji§

/

4 rforming fur(!(tion%g\
Minister or organisyﬂg \\_} |
(o —/

AN /)\,

FOR EXAMPLE: as been considerable ver the applicability of the Act to the Crown

_ WHO CAN MAKE 4 F
{

/Nb% we have been known to receive requests from persons who do not fall within any of
{ (th e ca ‘egories - make sure you check the identity of the requester before sending out

\\i\n /rvﬁation.

NATURE OF REQUESTS

Section 12 - Information must be specified with due particularity.

for example: A request for all papers held by the Treasury relating to the Treaty of Waitangi

would not be regarded by us as specific enough in terms of the Act.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici...

\}éd body established for the
ted with, any Department,

% be finally determined but there are good
For the remainder of this overview of the Act | will refer to the obligations of departments under
never, it is equally i é to Ministers and organisations.

_A r\e%gyﬁo is a New Zealand citizen, is a permanent resident of or is in New
% te incorporated in New Zealand or which has a place of business in New

Doc 4
Page 82 of 133
Page 2 of 10
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Note: that a request for a large amount of information does not necessarily mean a request has
not been specified with due particularity. However such a request may be refused on other
grounds i.e. that the information requested cannot be made available without substantial

collation or research.

An interesting recent development has been requests for lists of reports and lists of meetings
held with Ministers over particular time periods. These appear to be in the nature of fishing
expeditions which the Act does not explicitly deal with. If such requests were to continue and are
complied with we might as well put all Treasury reports on the Internet!!

DUTY OF ASSISTANCE

@n t in accordance Wi Act should
)
omeone able to equester

Section 14 allows D/egt ments
or organisation within 10 w
9 \"ij’

drmation is to be released that may excite public comment we are
o give the Minister 5 working days notice of its intended release. It is
rtant, therefore, not to leave dealing with requests until the last minute -

I,tihpdgh extensions of the time available for dealing with requests they may only
be used in certain circumstances.

Section 15A - The time limits can be extended where:

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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(a) The request is for a large quantity of information or necessitates a search
through a large quantity of information and meeting the original time limit
would unreasonably interfere with the operations of the Department or

(b) Consultations necessary to make a decision on the request are such that a
proper response to the request cannot reasonably be made within the
original time limit.

Such extension must be reasonable having regard to the c‘rcumsta@

FOR EXAMPLE: A request for an extension where it was necessary to consult with other
‘ :
departments or organisations on the release or otherwise th@nﬁé’r\r‘?tion is likely to~be

such extensipﬁjﬁ'f\
[
S

regarded by the Ombudsman as reasonable in the circ

for an unreasonable length of time.

Note: Time spent considering a req% o )be charged fo
charging under the Act and charges ma in adcordance with-th

Ombudsman as reasonable.

YO
HOW THE INFOR‘\Q%%\I\IP
~
N>

Ve i%
LS
(b) %&o\&d&ry)the person with a copy of the document; or

Q%iving an excerpt or summary of the contents; or

r//
@ \“(d) By furnishing oral information about its contents.

%

NOTE: That when written information is provided to requesters it should be copied on to paper
bearing the legend "RELEASED UNDER THE OFFICIAL INFORMATION ACT". This is available in all
branches - see your support staff.

Section 17 allows for partial disclosure of information by the deletion or alteration of some
information.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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NOTE: That the Ombudsman has taken the view that often the problems associated with
disclosure of the actual words can be overcome by providing a summary which contains the

substance of the information.

NOTE: That all deletions or alterations are information withheld and must be treated accordingly
i.e. good reasons within the terms of the Act must exist for the information being withheld.

NOTE: Also that if a document contains other material which is not relevant to the request such
information should be deleted and a note made on the document that the delet aterial is not
relevant to the request.

REFUSAL OF REQUESTS

Section 18 provides the grounds upon which a request ¢

e
eACt there is good

(a) That, by virtue of various sectio

withholding the information;

(b) That, the department cc@

or non-existence of e,iﬁf@{mation requested;
\
)

(c) That th&i@
to any Actf

information req

hat the do u\ to contain the information requested does not
exist or ca b K%\é B
/&
(( (\
H ™ \h\;}rﬁjmation requested cannot be made available without
oIIation or research;

That the information requested is not held by the Department and the

is or will soon be publicly available;

TN
| N \ pérson dealing with the request has no grounds for believing that the
77/ information is either held by another Department, Minister or organisation or

connectedore closely with the functions of another Department, Minister or
organisation; and

(h) That the request is frivolous or vexatious or that the information
requested is trivial.

NOTE: That (a) is most likely to be the reason used by the Treasury for refusing to release
information. The section of the Act under which we withhold information is usually section 9.
However, given the widespread interest in and the number of documents published by this
department every year (such as budgets, fiscal updates etc) (d) is also often used.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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Section 6 provides for conclusive reasons for withholding official information, where the making
available of that information would be likely to:

(b) To prejudice the entrusting of information to the Government of New

Zealand on a basis of confidence by -

(i) The government of any other country or any international

organisation; or &J

D )

Section 9 provides good reaso ithholding offic'a*mere it is necessary to:
y al pérsons; @

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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(b) Protect information where the making available of the information -

(i) Would disclose a trade secret; or

(if) Would be likely unreasonably to prejudice the commercial position
of the person who supplied or who is the subject of the information; or

(ba) Protect information which is subject to an obligation of

which any person has been or could be compelled to pro er the
authority of any act, where the making available of the i

o)

rmation,
épublic interest h%
such information should continue t, pplied;

(i) Would be likely otherwi @the public in el@; o

(i) Would be likely to prejudice the suppl
information from the same source, and it

(c) Avoid prejudice 16 @ es protecting e@alth rsafety of members

of the public. Q

(d) Avoid prejudice'to’the substa économic interests of New Zealand; or

gjudice to me: prevent or mitigate material loss to
of the public.

4

@ Maintain the GQ§t| utighal conventions for the time being which protect -
E ; . @entialiw of communications by or with the Sovereign or
sentative;

(i) Collective and individual ministerial responsibility;

s

(iii) The political neutrality of officials;

(iv) The confidentiality of advice tendered by Ministers of the Crown
and officials; or

(g) Maintain the effective conduct of public affairs through -

Doc 4
Page 87 of 133
Page 7 of 10
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(i) The free and frank expression of opinions by or between or to
Ministers of the Crown or members of an organisation or officers and
employees of any Department or organisation in the course of their

duty; or

(i) The protection of such Ministers, members of organisations, or
officers or employees of any department from improper pressure or

harassment; or

(h) Maintain legal professional privilege; or

(i) Enable a Department holding the informati arry out, wi
prejudice or disadvantage, commercia él‘it;;; or

(j) Enable a Minister of the Crown )
the information to carry on,without prejudice or

Ndu tfia{negotiati
N

(including commercia

~

NOTE: Th ation is most oﬂ%ld by the Treasury on the grounds of section 9(2)(f)
i) and.(iv) and’9(2)(g)(i) in rélation to.policy advice and 9(2)(b)(ii), 9(2)(i) and 9(2)(j) in relation to
e matters. ~__

N

acro economic forecast material generated for the budget was

—FOR EXAMPLE: ATequ
ATe

efused on the undg\a ection 9(2)(f)(iv) and (g)(i). This refusal was appealed to the
Ombuds klt]/ tely upheld Treasury’s decision to withhold.

information withheld under section 9(2)(f)(ii) is where the subject matter of the
/m\ ion is with Ministers for decisions. The Ombudsman has decided that in these
( (\E\Trc\u nstahces Ministers are entitled to undisturbed consideration of the issues concerned.
N,

Even if you feel you have established that there is good reason to withhold information under
section 9 the section requires you to consider whether the particular circumstances of the case
the withholding is outweighed by other considerations which render it desirable in the public

interest to make that information available.

For example: In the Treasury Recruitment Video case the Ombudsman considered that although
there was good reason in terms of Section 9(2)(a) to withhold the information there was a
countervailing public interest that outweighed those and recommended that the video be

released

Section 19 - Reasons for refusal of requests are to be given and applicants should be informed of

their right to complain to the Ombudsmen.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Offici... 26/05/2017
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NOTE: That examples of the wording used to do this are contained in the Communications
Handbook. In general in an initial response which contains a refusal we cite the sections of the
Act on which we are basing our refusal. The actual reasons i.e. any damage that we perceive
would result from release, are not given unless a requester seeks that information.

THE OMBUDSMEN

Section 28 - The Ombudsmen is able to review decisions by Departments in
information ie where a department refuses to make official information avai
granting a request or imposes conditions on the use of information.

REVIEWS BY THE OMBUDSMAN

Ombudsman into OIA complaints.

The Ombudsman has the right to fullacce
any material withheld from the applicant, j ]
was made to withhold information: T N
- )
i és@}s, be answered wi Q Lv\\@yking days.

) )
ould be bro| \ﬂlej/tiéntion of your Branch Manager and

Generally, Ombudsman's i

NOTE: That any su;‘\:{@;.qﬂiri\

the Treasury Solicitor—_) )

/
x%@tion of the Ombudsman must be complied with within 20 working days
‘,\Z,e}r/ules the Ombudsman by Order in Council.

1e provisions of the Act touched on here are the main provisions of the Act as far as they will
affect your work in Treasury. In dealing with requests you will find most of the information you
need in the Communications handbook, the Case notes of the Ombudsmen and of course the
Act. The Communications Directorate and legal section are available to answer any queries you
may have.

(http://www.treasury.govt.nz)  Return to old Intranet (http://portal/sites/treasury/default.aspx)

Feedback (mailto:Communications@treasury.govt.nz;web.publishing@cass.govt.nz?Subject=TSY%20Intranet%20Feedback)
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The-Official-Information-Act-Overview (/people-and-teams/Ministerial%20Advisory%20Service/Pages/The-Official-Information-Act-Overview.aspx) The
Official Information Act Overview
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Tipsheet - When is a request an OIA? rooam
Oyez, Oyez - when is an OIA an OIA?

When you get an outside request for information, how do you know whether or treat it as

an OIA request and send it to Ministerial Services to be logged?

Is it from another Government department or ag

+

Is it from sol ne}eorkmg on contra Itant to

u
% r department r@nby?

— \ \ )
_J
If as/l@)g'b‘h\ ness related \Lf,me%'re asking on business
to Wor oF other compan related to their work for that

I research - it is agency - then it's not treated

\f\%ated as om% as OIA

Treat th e as for a Take details of their requests
request fr and refer to Ministerial
depart ntQ Services for logging the OIA

request
Hx
s It/f r information that has already been published (e.g.
nual Reports, Working papers, data available on website)?

If the answer is Yes - it's not treated as an OIA

+

Send them the copy if it's freely available (e.g. Annual Reports) or
refer them to library or website to get it

Is it a request for previously released material?

+

Take their request and contact details. Tell them you'll get back to
them

+

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Tipsheet--... 26/05/2017
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Consult the right section in Treasury, probably the section who
wrote the reports. (If it's not clear check with your Team Leader or
the Ministerial Coordinator) Ask the authors or manager to look
over the report and get back on whether they are happy to release
it directly, or whether they want to put it through the OIA process
again

+

If the section or manager is ok about releasing it, get the report
copied and sent to the requestor

+

If the section manager wants to treat it as an OIA request, i
the requestor and send the request to Ministerial Servi

logging

S

What if you aren't sure whether the ma ﬂ'al has be

Consult the right sectio

wrote the reports. (if; 's i
the Ministerial Services). “Ask) the authors or manag
the report and get ba onwhether they.
directly or whetherthey want to put it e
{\ ) again.
PN

) O
If(t éc‘t"rg f manager i gLea/sing it, get the report

the section or manage nts to treat it as an OIA request,
inform the requestorand send the requestor to Ministerial

Ver\/ices for logging.
\\\\

e

eranging or vague request, e.g. Government

all areas, Treasury influence on any legislation?

@f the answer is Yes - it's too broad to be treated as an OIA

‘/( \ If you aren't sure, discuss the question with your section or
) ) manager
Refer them to their school or local library, Treasury or other

website, or recommend some general information, such as
Yearbooks, Annual Reports, Decisionmaker Guides

+

If they still want to make an OIA request, send it to Ministerial
Services to be logged. Once it has been assigned to an analyst, it
will be their job to contact the requestor to refine the request

Is it a request more closely related to the role of another
agency, eg ACC budgeting?

+

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Tipsheet--... 26/05/2017
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If the answer is clearly Yes - the caller should be directed to the
agency that deals with that area

+

If you aren't sure, discuss the question with your section or
manager

+

If they still want to make an OIA request or Treasury, send it to
Ministerial Services to be logged. Once it has been assigned to an
analyst, it will be their job to write a letter transferring the reques

to another agency, if appropriate

Is it a very vague request, eg the effect of climat @
economy?

+ )

) L

If you are still unsure, di
manager - so|

o

If you find the source is a working papef orother] on the

— \

website, m e%g ments to send theerson-a eopy, or refer

) . J/

/ them to t?erh —~

/7\ \

)
quest, for example, if they want
\\\m&e/ivfformation th available, send it to the
N L

* Bells ~when to alert others
some-requests, acc rdin 0 ]

o \%1 or the requestor, you should consider treating them as
info asury staff who might be affected:

(( \\r . . . . . .
\ D, The information reveals differences of opinion among Ministers or Government agencies, or
7/{)etween the Minister and Treasury;

~

« The papers have been released before but their subject matter has been in the news again
recently. An example might be material about NZ's nuclear free policy in light of recent US
Free Trade Agreement discussions.

Be mindful of who has made the request:

+ Generally, releasing to academics is low risk, whereas releasing to media or the opposition is
higher risk;

» Remember that the Minister's office must be informed of any requests for Official
Information from the media or politicians;

« It's also a good idea to let the Communications Group know, if a request has come in from
the media, or a politician.

And if you're not sure? Ask the:

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Tipsheet--... 26/05/2017



Doc 4
Page 94 of 133
Tipsheet - When is a request an OIA? Page 4 of 4

« section who wrote the paper;
» Communications Group;
* Legal Group;

« Ministerial Services
Or let people know:

» Your Team leader;
« Ministerial Services (who can keep the Minister's office informed);

+ Communications; @ o,
LU

« Section who is affected.
Remember - if unsure:

* Ask someone.

» Mention it to someone.
« Make a note of it.

» Bring it up at a meeting with your section.

(N

)
Feedback (mailto:Communications@ reasm@eb.publishing
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Office of the Ombusdmens advice and guidelines ~ “***™

Guidelines

The Office of the Ombudsmen website (http://www.ombudsmen.govt.nz/index.htt) publishes

Ombudsmen's current approach to particular parts of the legislation.

» For information on how to process Ombudsmen's investigatio

Investigations.aspx)

Publications

The website's publications index (http://www.ombudsn

ublications tﬁ\)iﬂ\} range
a

of publications, including annual reports, special rly Review

(http://www.ombudsmen.govt.nz/quarterl.htm
subject.

uarterly Review on Liberty (http://li i a teway.€xe?
application=Liberty3&database=lib searchform hfullo8displayform=opac/list

&SRCHMMID=760298) - and pape apl/s are held i |u%

20reviews/oqr11-3, ublic Recordé\A%{;n\&e

‘in o force in April 2005. Expectations
regarding doy %Q i/tb)?n government organisations are
discussed in qu e/dﬁa\}al of Septembe o

» Requestsf &\Draﬁ*})ocuments( tp://intranetiome/opennrl.asp?number=456262) - The
Edjtorial. ofthe’Décember 201 %\:&v/h ther draft documents should be released if
ort, the OIA do ide particular protection for draft documents,
el h re are often good rea under the Act for declining requests for them.

V the Office of th men issued two important pieces of advice to help with
ful & efficient p! ocessmg OfA requests:

Info‘r ation May Not Satisfy A Specific Information Request
nnrl.asp?number=443710) - One page guidance about how to
ére a general release of information does not meet the specific

mat ion (http://intranethome/opennrl.asp?number=443711) - In March 2002 the
e Ombudsmen clearly identified that s18(h) of the OIA can be used for a request
eclined (in full or in part) if the information request is trivial (for example in the case
framed requests that would include non-substantive emails)."

(http://www.treasury.govt.nz)  Return to old Intranet (http://portal/sites/treasury/default.aspx)

Feedback (mailto:Communications@treasury.govt.nz;web.publishing@cass.govt.nz?Subject=TSY%20Intranet%20Feedback)

n (http://www.facebook.com/nztreasury) ’ (http://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-

zealand-treasury) n (http://www.youtube.com/nztreasury)

Office-of-the-Ombusdmens-advice-and-guidelines (/people-and-teams/Ministerial%20Advisory%20Service/Pages/Office-of-the-Ombusdmens-advice-
and-guidelines.aspx) Office of the Ombusdmens advice and guidelines
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Lessons Learned

1. Lessons in Making Judgements

and ensure any basis to withhold is founded on £
Ombudsmen if we are challenged. Treasury has.a %
information (/people-and-teams/Ministeri °®v§
Information.aspx) and we want to maintain-oursceputation.
The objectives of the Act are also % i
withheld. In particular, they focus o%eyt“o balance the publi

- \ . 5\1,

(i B;d79(2)(g)(i) apply when it is necessary

conduct of public affairs.

Frequently used withh

to withhold informati

Vv
(f) maintain the\fcdi\nsz/itu&c\n convention fo
)

ety o
(iv) th co@enﬁ\gily f advice tenderﬁeﬁ i of the Crown and officials.

Sa —
he effective conduct
ree and frank expressiaon of opinions by or between or to Ministers of the Crown or members of an
organisation or off'ce}?and\e mployees of any department or organisation in the course of their duties.

S

— 7
Application of ﬁ({)(ﬁﬁv and 9(2) (g)(i). No precise rules, but relevant to note:
/)

but in practice closely related.

eneral level, protection where necessary in the public interest for information relating to
al workings of government.

Judgement under s9(2)(f)(iv). Shorthand is "Ministers entitled to undisturbed

{ \co sideration” - the focus is on protecting the constitutional position of the Crown and allowing for
active consideration by Ministers. There are no precise rules of application, but experience shows
relevant factors may include:

« content of the advice;
« context in which it was generated;

» whether a decision has been taken (Are Ministers considering the information or likely to make
a decision in the near future? Length of time before a decision is relevant to active'
consideration - there's no set rule, but the further away the decision is, the less likely it is a
basis to withhold);

« extent to which the information is already publicly available.

Making a Judgement under 9(2)(g)(i). Shorthand: "Free and Frank advice". No precise rules of
application, but generally:

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Lessons-Lear... 26/05/2017
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» only where disclosure of particular information is likely to inhibit the future expression of free
and frank opinions and therefore affect the conduct of public affairs.

« Itis relevant to consider not only the way the advice is worded, but also whether releasing it
would mean that we were not prepared to provide the advice (or similar) at all in the future.

« Itis not sufficient for the information under consideration to be ‘embarrassing' to another party
(eg to the person/agency who provided it, or received it, or who is referr: insthe advice).

Consideration of Ombudsmen's decisions may help judgements

complained to the Ombudsmen.

« Budget Secrecy. Class or cate@%‘(i formation per sg’i
whether its disclosure woqu preju 'c,g,aﬁ interest whi\

* Ombudsman has acce teﬂ@/i{)( (iv) and 9(2)(92‘

» Generally once de

P .
ade and announ}ce@i{)r ation would not normally require
\\ ‘/‘

~ )
k?sbns for lateraf thi g.and judgement): Minister of Finance wrote to the
prier to individual Ministers-dealing with the request. The substance of the letter

_Ifin doubt, or'if y u help in applying judgements to a specific OIA, contact the Legal Group
(/people-and:teams)Legal/Pages/Legal-Services-Team.aspx).
teams/L

ss Lessons

Ve we have more requests, and more complex requests, coming directly to Treasury than in
\ % past. Those we refer to the Minister's office are being coordinated in the PM's Office. Ministers'
\éﬁj@és are also actively considering the wide variety of proposed releases (the PM's office is
coordinating all OIA releases). Under these conditions, it's harder to meet deadlines. Key lessons
from experience, in addition to those in the process flowcharts
(http://intranet/oia/flowcharts/default.htm), are:
« Start early - scope the request (/people-and-teams/Ministerial%20Advisory%
20Service/Pages/Considering-the-Request.aspx) on the first day you get it. You may need to

refuse the request if it requires substantial collation or research (s18(f)) or contact the requestor
to narrow the request. Generally, the latter is recommended.

Be clear at the outset who is releasing any material - the Minister or Treasury. Once clear, keep
the Minister's office fully informed and involved in the release.

Talk to other Departments early. Different departments have different views about releasing
information (/people-and-teams/Ministerial%20Advisory%20Service/Pages/Releasing-
Information.aspx) and different processes for determining release. If we can't agree a joint
approach we can (and should) transfer the part of the request authored by another department

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Lessons-Lear... 26/05/2017
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early.

Depending on the timeline, more resources may be required. The OIA may need to be divided
into more manageable tasks. Agree task allocation and accountabilities early. Revisit early, if
necessary.

It always takes longer than you think to get the administration and product;
The checking of reports, photocopying of pages containing withheld tex
of the production phase all take considerably longer than expected.

side organised.
lity assurance
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« Get information to be released to Ministers' offices earl (éhc\i/or warn'them of time
early). i
« The process for the final quality assurance of the'refe
Include at least 1 day for final quality assuran:
this will be.
+ Use the OIA website and other experien:

Extension Hint

If you think you will need an extension(/people-and-teams/Mini
)i
20Service/Pages/Collating-the-Informa ‘on.zﬁﬁx) take a lon

need - it's better than reque |rr\rmIKtiple extensions.

time than you think you'll
ing stopping you providing

the info earlier than indicated_if'it's possible.

Transfer Hints

should be released-ornot. Under th
indeperide yieﬁjj/t%e directed b§Minist
r

%sit\ib)ﬂ to judge, or@iI )

i isZer's office: if you are to meet the timeframe for transfer as a way to
se, you need to know early whether Ministers may wish to consider

managea jL
withholding-sf
withhl&é\ )

B the request (/people-and-teams/Ministerial%20Advisory%

\ Q « )If you hold information prepared by another department that is covered by the request to

\\;/'Treasury, contact the Department early to see whether they have the same request. If they do
not, discuss whether you need to transfer or can agree to a joint release. Build time into your
process for this to occur.

Different agencies have different opinions as to whether the material should be released. It can
be important to know the approach taken by other agencies to the same material and to make
Ministers' offices aware of this.

The Ombudsmen's Office can sometimes be a useful (informal) sounding board on deciding
whether or not to release information (although note that advice given is unlikely to add
weight to a decision not to release if it were later contested). Treasury has used the
Ombudsmen's Office to informally discuss differing views between Treasury and another
Department on what to release - this helped break a deadlock between Treasury and the
Department.

In some cases Treasury and another Department may take a different view on similar
information such that the Department releases that information and Treasury does not.
Withholding grounds must be sound (see above and double check with legal in this case) and

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Lessons-Lear... 26/05/2017
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Ministers' offices and Communications need to be informed, preferably prior to the
Department releasing the information.

Dealing with very broad requests (eg "copies of all correspondence, briefings, reports, advice, aide
memoires, and backgrounders held by Treasury in relation to xyz"):

» Be prepared to narrow the request early. It can be more efficient to contact the requester to
better specify the request, rather than get locked into sorting through huge’pi
information. Experience shows that most requestors are looking for some
discuss narrowing their request. This does not have to be in writing.
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Ombudsman confirmed their entire withholding degisio unHT/sectlon 9(2)(9)(i
= this decision does n;zt/me

emails can be withheld under the Act - but rathe
guidance as to acceptable grounds to withhotd:)-
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guidelines.aspx), "A General Relea
Request” & a guidance note on triviahi

,j)ring broad r

_ ~

Dealing with snowballing OlAs (where
requests) is easier if you:

« Keep organised files

» Keep language p

YA
» Keepa reco?d\ﬁ?/re,a}o g
"))
i \b\ft{ﬁe’ées
arys ¥

~

‘V&eiy if:

ea is controversial, or has been in the news a great deal. A recent example is the

~ + the information reveals differences of opinion among Minister or Government agencies. A
good example is our advice that increased certainty of public provision of retirement income
would have a negative impact on private savings - something which the Minister disagreed
with.

Who you're releasing it to is important - generally, releasing to academics is low risk, whereas
releasing to media or the opposition is higher risk.

Re-releasing info (/people-and-teams/Ministerial%20Advisory%20Service/Pages/Logging-the-
Request.aspx). In cases where the information has already been released, re-releasing it generally
carries less risk. However, be aware that journalists on a quiet news day can often find new angles to
a piece of information! Therefore, let the right people know if you're releasing information to the
opposition or MPs, even if it has been released before.

B Dealing with the Controversy

Let the Communications Directorate know when you've decided that an OIA release is likely to be
contentious. They can make sure the right people are informed.

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Lessons-Lear...
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Clearly identify the controversial issues for Ministers' offices. The Minister's press staff simply
don't have time to read through every OIA and determine what the issues might be for themselves.
The more specific you are about what's controversial the more time you'll save in finalising the OIA
with Ministers' offices.

Consider managing releases to ensure comment is more balanced than it might otherwise have

the material and providing suitable quotes for journalists. Talk to the
you want to consider this type of approach.

Prepare for follow-up requests. If you're releasing information that's li
you should make sure you're prepared for the follow-up re:

given some media coverage. One way of doing this is to th niz?t@zl on the Intert

having a pile of photocopied material ready to send o oed idea.

tra

7

Lo
.%@hi )g@cass.govt.nz?Subject SYB/;ZOIntranet%ZOFeedback)
-

(http://www.treasury.govt.nz) = Return td-ol (http://portal/site

Feedback (mailto:Communications@treasury.govt.

/

(http://twitf@}treasury) m (https://www.linkedin.com/company/new-zealand-

n (http://www.facebook.com/nztreasu

\\_/,\
treasury) u (http://www.youtube\.eo?/jjt/teasury)
N3

inisterial%20Advis

—

Lessons-Learned (/people-and- s/ /Pages/Lessons-Learned.aspx) Lessons Learned
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Withholding Information

Can the Minister tell me to withhold information?

When a request is made to the Minister (a MOIA), the Treasury advi

decision whether to release or not.

When a request is made to the Treasury (a TOIA), the decisj
alone. You must not invite a Minister to approve a Tre

/QLZG&: | rviwse
@yﬁutside

If, in your opinion under section 14, the decisic i i make, then transfer

the Minister of any implications of the release, bu
the terms of the OIA.

the request formally to the Minister an

Sometimes during consultations it wilkbeceme clear that the Minister.disagrees with the Treasury's
intention to release information underthe &/‘ When this rémain solved, we can transfer the
request to the Minister if we bélieve, on reasonable grounds, that

)
&]@5 of the Minister. t@@fé\
one of the factors to we ap,in.considering whe;thérﬂwe\
connected with the fun < of the Minister. | Q )
" %

—
The main prémi \e\of\tgegé is the "princip avajlability": information shall be made available
od-re i .

elevant information is more

closely connected with the inisterial request for transfer is

levant information is more closely

Can | refuse to provide information? —
provide

—dgcument should e released with the piece of information deleted.

(
If any infor, ﬁélsfﬁthheld, including deletions, the requester must be informed of his or her right
to complainto eem/budsman (http://intranet/oia/guide/complaintsprocess.htm).

How do 1 make’deletions?

the requester asks otherwise, release a new document of the requested information from the

/héTe& onig document system, rather than a photocopy of the original. This allows you to make any

\ F\@ettpns electronically, and store that version in the document system for easy reference as to what
has Been released. You must ensure that a copy of the document as released is held in our central
records. It should have the same security access restrictions as the original unedited document. The
Subclass should be OlA-release, and you should relate it
(http://intranet/ki/imanage/menu/saving/Relatingdocuments.htm) to both the original document

and to the OIA request and reply.

The requester must be able to identify where material has been taken out. Mark the place with
square brackets and the reason for withholding the information. It's important that you replace text
with characters, e.g. soft returns [Shift + Enter] and spaces, to help ensure that paragraph numbering
and the amount of space the original text took up is preserved.

It is not necessary to cite reasons for not releasing parts of the documents that contain information
that is not covered by the request. In that case, state that you are "releasing the relevant portion[s] of
the document[s]" - other material can then be deleted from the document[s] without further
comment.

If any deletions relevant to the request are made, the requester must be informed of his or her right

People and Teams (/pe
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to complain to the Ombudsman (http://intranet/oia/guide/complaintsprocess.htm).

If you're releasing documents which contain information not relevant to the request, you may delete
this information. Mark the place with square brackets, and note “Not relevant to request.” In this
case, the requester does not have to be notified of their right to complain to the Ombudsman.

Do not simply make text white, as it is possible for people to recover information from electronic
copies of files. For this reason, we prefer that you print it out and manually pos

However, if there is a need to send it electronically, scan the hardcopy printg

If in doubt about what to delete, check with the Legal Group (/people-an
Services-Team.aspx).

Can | impose conditions on the use of the information?

The Ombudsman considers that under section 28(1)(c) there/is mTplied right for Tre

“impose conditions on the use, communication, or publication of.information” release!

Act. Given the OIA's principle of availability, imposing copditions.ory the use of inf'g }\
D)
N/
o

preferable to withholding it entirely. —
t @As one. Some e have argued

that the legality and appropriateness of the practiceof imposing condi ubtful.

However, the right to impose conditions is at

Therefore, you should consult the L \(/people-and-te I/Bages/default.aspx) if you
are considering imposing conditions o they/

lishing canfjb t.nz?Subject=TSY%20Intranet%20Feedback)
(http;//twitter.com/nztreasury) m (https://www.linkedin.com/company/new-zealand-

L

%\>
eople—and—tg?%t rial%20Advisory%20Service/Pages/Withholding-Information.aspx) Withholding Information

)
5

%

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Withholding-1... 26/05/2017
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(/§|ome (/Pages/default.aspx) About (/About/Pages/default.aspx) Key Initiatives (/Key-Initiatives/Pages/default.aspx) People and Teams

Last Modified : 8/11/2016
Other useful links 422am.

The Official Information Act: a window on government or curtains drawn? - a paper by Steven
Price, November 2005

« http://www.law.vuw.ac.nz/vuw/fca/law/files/Occasional%20paper%2017.

(http://www.law.vuw.ac.nz/vuw/fca/law/files/Occasional %20paper%2017.

Laws, policy, directives from Cabinet

disclosure)
(http://www.dpmc.govt.nz/cabinet/manual/6.html)

« Letter from Dr Cullen to Alan Bollard (http://intra
requesting a change in the TOIA referral process. A r mfﬁcal\
Parties are to be referred to the Minister's Zﬁ/e p elease.

+ Reminder about OIA Processes from Ministeri /L\Qw%es to Treasurv)i@ manage/?
number=518520) (9 April 2003)
Reinforces good practice principles for-staff

Research on the Act

 Hager, N. (2002). A researcher'sxjew.0 ealand's Offi
presented at the International Q&:\Ssy on freedom of.i

Auckland, 28 March 2002, Auckl
http://www.privacy.org. nz/ dia/is .html
(http://www.privacy.or a/|sf0|pnh html)

;t\h\ future. Paper presented at
privacy: Auckland, 28 March

.
wv
@2
[o]
s
Q
a3
@

™ 3
[S]
S

n
i
Q
3
o
o
5
3
5]
S
3
Y
=
, 0
3

org.
(http://www. p{r@y edia/isfol trﬁh//

Requests made under the Official Info Act 1982: a survey at the agency level

(http //intr /o(///w‘vey doc), by Vs@ns for the requirements for the degree of
&e\rjew on Nat i

g zmdla/lsfmzlgﬂ&hém\

d| about OIA (http://intranethome/opennrl.asp?
' Snday 9 June 2002)

htt .treasury.govt.nz) Return to old Intranet (http://portal/sites/treasury/default.aspx)

Feedback (mailto:Com |cat|0ns@treasury govt.nz;web.publishing@cass.govt.nz?Subject=TSY%20Intranet%20Feedback)

n (http://www.facebook.com/nztreasury) , (http://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-

zealand-treasury) n (http://www.youtube.com/nztreasury)

Other-useful-links (/people-and-teams/Ministerial%20Advisory%20Service/Pages/Other-useful-links.aspx) Other useful links

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Other-usef... 26/05/2017
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SharePoint Owen Thornber [TSY] (s

(/ylome (/Pages/default.aspx) About (/About/Pages/default.aspx)  Key Initiatives (/Key-Initiatives/Pages/default.aspx)

Causing Public Comment

released. This enables the Minister to state any reasons
to develop any communication strategies necessary, an
affected by the release.

A release may be likely to lead to public

d ‘ efore

« the information has never been rele.
iven to media, an interest-grov

« the information is bein
« the subject area is co

« the advice or facts j i ition are controversial
« the information ces of opinio/n }rg inisters or government agencies
_ { ;»n\ )
The Communicatipﬁg Directorate’ (http://zephyr) ?;@ %ListNode.asp?

NodeName:Cor‘rmen/icaSMcan help yot

cide whether a report is likely to attract public

o/attractpublic’comment, you should send the Minister a Treasury
ythe nature of the attaching the draft response to the requester. The
asks the Minister to referthe information and response to their press staff.

should state je%ﬁ@v issues involved in releasing the information. It is not enough
\\\ . . . . P .
efely state that re asi\Qgih ormation is likely to cause public comment - the Minister's office

ime to read through each planned release and make judgements on the likely

,,izgmmunicatiopsﬁsu
(

The report Q@iﬁe Treasury's planned strategy for releasing the information.

dse of’both Treasury and Ministerial OlAs, the Communications Directorate can help you to

and evaluate the likely communications risks, as well as developing a strategy for managing

( Ch se risks. Often the extent or severity of public comment can be mitigated by carefully managing
the release of the information.

You must not invite the Minister to approve a Treasury release of information. See Can the Minister
tell me to withhold information? (http://intranet/oia/guide/withholdinginfo.htm#Can%20the%
20Minister%20tell%20me%20to%20withhold%20information?) .

In cases where a minister/ministers other than Treasury Ministers may have an interest in the release,
and the release is likely to cause public comment, you should include a letter from the Minister of
Finance to the relevant minister(s) notifying them of the impending release along with your report to
the Minister of Finance. This letter should be sent over to the Minister of Finance as early as possible
- but at least five working days before the date of the release. A template
(http://intranethome/opennrl.asp?number=414822) for this letter is available in iManage.

The Communications Directorate

People and Teams (/pe
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Doc 4
Page 105 of 133
Causing Public Comment Page 2 of 2

In any case where the release of information is likely to lead to public comment, you should contact

the Communications Directorate (http://zephyr/ngaingoa/listnode.asp?nodename=Communications)
as early as possible. They will be able to help you identify and evaluate the likely communications
risks, and assist you to manage the release process.

Elisa Eckford (http://zephyr/ngaingoa/Ngalngoa.asp?id=568) is the chief contact for OlAs from Social

Policy Branch and Assets and Liability Management. Justin Brownlie

(http://zephyr/ngaingoa/Ngalngoa.asp?id=1036) is the chief contact for OIA,
Management Branch and Regulatory and Tax Policy.

Back to Releasing information (http://intranet/oia/guide/releasinginfo.htm

(http://www.treasury.govt.nz) = Return to old Intranet (http://p

ttps://www.linkedin.com/company/new-zealand-

treasury) n (http://www.youtube.com/nztreasury)%‘/

. @Advisow%m%@m] sing-Public-Comment.aspx) Causing Public Comment
()
)

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Causing-Publi... 26/05/2017
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(/S-Iome (/Pages/default.aspx) About (/About/Pages/default.aspx)  Key Initiatives (/Key-Initiatives/Pages/default.aspx) People and Teams (/pe

Filing OIA Requests

« A copy of the response and all released material is filed on t| ile (held in the %
Information Centre)

« A copy of the OIA request and the response is filed o t@ﬁ{ct file ®

« A copy of OIA request and the response is also filé Q

N2

(http://www.treasury.govt.nz) = Return to oId ortal/5|tes/treas r}»%ﬁfa .aspx)

%

Feedback (mailto:Communications@treasury.govt.nz;wi shlng@ s.govt.nz?Subj anet%20Feedback)
n (http://www.facebook.com/nztreasur; ttp://twitter.com/nzt 5Ly7y m (https://www.linkedin.com/company/new-zealand-

/

<>

/

treasury) n (http//wwwyoutube/eo \

/

Filing-OlA-Requests (/people-and-te |n er/aﬂ%ZOAdwsor@% e/Pages/Filing-OlA-Requests.aspx) Filing OIA Requests
I—

/

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Filing-OIA-R... 26/05/2017
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(/S-Iome (/Pages/default.aspx) About (/About/Pages/default.aspx)  Key Initiatives (/Key-Initiatives/Pages/default.aspx) People and Teams (/pe

Background

The Official Information Act was passed in 1982 as a result of the pé
actions of the public sector were too often hidden from public view.

Its purposes are:

« to make official information progressively more av

and policies

+ promote the accountability of Mini

« to protect official inf ma/%\wk}en that is neces$a blic interest or to protect

(o
al Secrets Act o@ ) The goal of the Official Secrets Act had

ion in virtualty all ci u\m;ta(nces.

These provisions turned

been to protect officiali
-

C

~

-~
=/
y.govt.nz)  Return mnet (http://portal/sites/treasury/default.aspx)

tions@treasury.govt.nz; lishing@cass.govt.nz?Subject=TSY%20Intranet%20Feedback)

cebook.co@ea ' (http://twitter.com/nztreasury) m (https://www.linkedin.com/company/new-zealand-
(

NSy
Lgp/rv(fnztreasury)

treasury) n (http://ww %
<a %

Background- (/people-an nisterial%20Advisory%20Service/Pages/Background-.aspx) Background

’/Q\/

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Background-.... 26/05/2017
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(/ylome (/Pages/default.aspx) About (/About/Pages/default.aspx)  Key Initiatives (/Key-Initiatives/Pages/default.aspx) People and Teams (/pe

Charging for collating the information

The OIA does allow Treasury to fix a charge for the release of Official |

costs incurred in order to meet a request for urgency can.also eiﬁé\iged for.

1 . e release of infor@p
OIA, you should firstly seek the advice of the Legal-Gro ’Va eople-and- \ /"‘
teams/Legal/Pages/Legal-Services-Team.asps \ j § -

%\\

(http://www.treasury.govt.nz) | Return tc&@n}( (http://portal/% es/treasury/default.aspx)

D) O
G pblisKing@cass govtnrsd)
° publisking cassgov‘\ nz’-StQ \
n (http://www.facebook.com/n;@wm\ ¢

(http:/, t .o‘rwrlépitreasury) m (https://www.linkedin.com/company/new-zealand-
20 )
.Measuw)

Charging-for-collating-the-informatjon (/péople-and-teams isterial%20Advisory%20Service/Pages/Charging-for-collating-the-information.aspx) Charging
for collating the information

Feedback (mailto:Communications@treasury.goy %20Intranet%20Feedback)

treasury) (@) (http://www.yout

http://huihui/people-and-teams/Ministerial%20Advisory%20Service/Pages/Charging-for-... 26/05/2017
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OIA Number: Title:

Team: Requestor:

Manager:

Assigned Analyst:

QA Analyst:

Research Analyst:

Legal Team:

Records Advisor:

o~
2>
o [
P & =
S o €
o | & &
2elee E3 . £
esle 3z Withhold £
8 < _:§ B 8 = | information under | 8
_ e % ‘§§ >5 |8 & the OIA? 29
[ iManage Number |,/3 o s lE ¢ 8 = | (No/Yes - specify '§_ > | Responsible | Consuiltation
Item Doc Date Document Description iManage Number{(original)|  (OIA Version) ,;\“’\ 2= & é sections) o2 Analyst (Required/Done) | Comments
T -
! /" Jhink [Link J—
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{{prop:ReceivedByDepartmentDate[display=I]}}

{{prop:SubmitterFullAddress}} ég@

Dear {{prop:SubmitterFullName}} &
On behalf of Gabriel Makhlouf, Secretary to tb\% Cé ™ N aC@O@receipt of

your letter requesting: \ \\\/\
“{{prop:QuestionSummary}}’ Q ) @

Your request was received by the Tr
{{prop:ReceivedByDepartmentD%sj lay=I]}}
I

nformation 2 NN

\ Q ‘L"\/
Jyi.org.nz'or these without a postal address (on a
ble.D )
under section 12 of the Official Information

-your [personal email and] postal address. This
tly should clarification of your request be

\\\ /‘\ \

To confirm your e(%m@% make are
Act, please rt%wﬁn emaijl-givi
will also ena contact yo
necessa

Tre il use the inf ihé\ti% you provide to establish your eligibility or clarify your
re%%'f infor % provide will be subject to the requirements of the Privacy

L. ?
Act 1993 and the f"@@t formation Act 1982.
_/

Yours sincer@

{{proph\ﬁéatédByUser[display=fu||name]}}
Ministerial Coordinator

1 The Terrace
PO Bow 3724
Wellingtan

Wew Zealand

tel. 64-4-472 2733
fan. 64-4-473 0982
weoner b easury.gout Nz
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Reference: {{prop:IntReference}}

THE TREASURY

Kaitohutohu I\dllp(lp(l Rawa

[ENTER DATE SENT]

{{Prop:SubmitterFullAddress}}

Dear {{prop:SubmitterFullName}} &i g :

Thank you for your request made under the Offi \lnformatlon Act, re

{{prop:ReceivedByDepartmentDate[display=| ¢éq ueste;i
“ - ” T \\
{{prop:QuestionSummary}} : \ %

)
| have decided under section 15A o the: al Infor| &t to extend the time limit
for deciding on your request by jitional {{ >

‘Exter sionDays}} working days.
The new due date for respondm t ur reque

[Reason: Consultation (dele \lf\wt appllc I@
The extension is requir of thep |ons needed to make a decision on

your request. /7

if not applicable)]
The extenS| d beca ur» quest necessitates a search through a large
quantity of in before a\% can be made on your request.

\y of Information (delete if not applicable)]

“becaUse your request necessitates a search through a large
consultations are needed before a decision can be made

[Reas tatlon

Notww\$(\d|g this extension, | undertake to make a decision on your request as
soon as reasonably practicable.

You have the right to ask the Ombudsman to investigate and review this decision.

Yours sincerely

1 The Terrace
PO Bow 3724
Wellingtan

Wew Zealand

tel. 64-4-472 2733
fan. 64-4-473 0982
weoner b easury.gout Nz
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THE TREASURY

Kaitohutohu ]\dllpd})d Rawa

Treasury Report: [moto template] TOIA Inform (includes Reply Letter)
2016
o
Date: [Date Sent] Report No: ({@%ReportN\w@t@@
File Number: | MS-9-1 oS

Action Sought

oL
—

Action Sougpt

k@giine

{{prop:portfolios}}

{{pr

infort
/{{pﬂ{p Su mary}}.

rOrgani
egardlng

Note the p éed response
Treasur request
by {{ 4t erFuIINam%

@prop:workflowduedate}} [-1
working day]

Contact for Telephone@\f;gon (if (é@u%&i)
(\},n

(TN
Name gosifjér?/ Telephone 1st Contact
{{prop: Assignee}} %ﬁgﬁ/ m {{prop: {{prop: v
i nee[displa%i e]}} | Assignee[display | Assignee[display
=phoneNumber]} | =mobileNumberl}
} }
O (wk) (mob)

prop: M@@y

{{pr
M’g&%\&yqobﬂtle]}}

{{prop: Manager
[display=phoneN

{{prop: Manager
[display=mobileN

\\J/‘ umber]}} umber]}}

— (wk) (mob)
{{prop:ResearchA \yst\ {prop:ResearchAnalyst[displ | {{prop:Research | {{prop:Research
B y=jobTitle]}} Analyst[display= | Analyst[display=
r/( \ phoneNumber]}} | mobileNumber]}}

VY (k) (mob)

Actions for the Minister’s Office Staff (if required)

Return the signed report to Treasury.
[Check: Does the Office need do anything else?]

Note any
feedback on
the quality of
the report

Treasury:3536961v1

IN-CONFIDENCE
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Treasury Report: [moto template] TOIA Inform (includes Reply Letter)
2016

[Delete sections of report that are not required or relevant]

On {{prop:ReceivedByDepartmentDate[display=1]}}, the Treas %d an Q}fflglal
Information Act request from {{prop: SubmltterFuIIName}} o) m|tter0\/s tion}}.
The request was: @

ther agencies?]

“{prop:QuestionSummary}}”

[Check: Has the requestor (or others) made the
[Check: Was the request clarified/revised by r
[Check: Was any part of the request transf

A response to the request is due by {{prop:
[Check: Was the time limit extended” %

The proposed letter of reply and Lhel%)m{ation fo,\ are attached for your information.
Q L
Information to be Rele % o 7
The following informationis d by t ‘ ggs and proposed to be released.
resegsred by the requsst
_ AN p d Previously Comms
Item Date ocument ipti X’g‘l’:: Released? Risk?
Y / N/ Unknown Y/N

1. Release in part
2. Release in full
3. O
4, ()

' being withheld under the following sections of the Official Information

he relevant parts only of] the documents listed in the above table,
d:!{ 0

[Check: B;k\se&tion 6 grounds apply? Common grounds for withholding information are
provided below, with a complete list of withholding grounds here:

° personal contact details of officials, under section 9(2)(a) — to protect the privacy of
natural persons, including deceased people,

° advice still under consideration, section 9(2)(f)(iv) — to maintain the current
constitutional conventions protecting the confidentiality of advice tendered by Ministers
and officials,

o names and contact details of junior officials and certain sensitive advice, under section
9(2)(9)(i) — to maintain the effective conduct of public affairs through the free and frank
expression of opinions, and

: [moto template] TOIA Inform (includes Reply Letter) 2016 Page 3

IN-CONFIDENCE
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IN-CONFIDENCE

° commercially sensitive information, under section 9(2)(b)(ii) — to protect the commercial
position of the person who supplied the information, or who is the subject of the
information.

[Check: is explanation of context required for Minister?]
Previously Released Documents

[Provide details of any previously released documents, indicating if they were released with
the same or different redactions]

[Delete this section if documents have not been previously re?@if unknowny.

Communications Implications

[Check: does the release of these documents create risk of\public comn ent;. ;fyou think
there will be media interest, please contact the Co 2} ications tea

[Check: Have you researched the requestor? written Eo they have any

affiliations?] %

The response to the request [and release of '%or ation] sé public comment
because [identify relevant risks and re s, and how they.might’be addressed.] In
particular:

Doc 2: explain risk and judg 2

If you do not think there(will be~any inter : keep this heading with a line below
“‘No communications ons are
Context a %

[Check: Co r iffurther exg&en\:t@i?n or contextual information about the documents being
C

released elpful.] is section if not applicable}
Infor&Publi ,. ble
table below is also covered by the request and available on the

er] website. Accordingly, we propose to decline the request for this
ction 18(d) of the Official Information Act — the information requested is
blicly available.

The information li
[Treasury, Beehi
information u
or will soon be

Item DS@\) ) Document Description Website Address

[Check: has relevant information been removed from published documents? If so:

Some relevant information has been removed from documents listed in the above table and
we believe this information should continue to be withheld under the Official Information Act,
on the grounds described in the documents.]

: [moto template] TOIA Inform (includes Reply Letter) 2016 Page 4
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Information to be Withheld

There are additional documents covered by the request listed in the table below that we
propose to withhold in full, under [one or more of] the following sections of the Official
Information Act, as applicable:

[Check: Do section 6 grounds apply? Common grounds for withholding documents in full are
° advice still under consideration, section 9(2)(f)(iv) — to mai
constitutional conventions protecting the confidentiality

provided below, with a complete list of withholding grounds here:
in the current%s
ice’tendered by ters
and officials, and %
° commercially sensitive information, section 9(2)(b)(ii)< rotect the \commercial
position of the person who supplied the information, or who is the-subjectof the

inf tion.
information % %
[Check: Has requestor asked for a list of withr@ ments@

—

Item Date Document De@%ﬁl@)}ﬁ Proposed Action

7.

. N

[Check: is explanation of ¢

Consultation
[Check: specify the cor@a i

substantive difference~of o
addressed above g v

equiredf r@/l ister?]
(N

undert@g’érp«gparing the response to the request. Any

ion abou ns relating to specific information should be

In preparing the r se to the request, Treasury has consulted with:

e .

h its response to this OIA request on our website, usually in
ponse being sent. Consistent with the Act, publishing our OIA
availability of information to the public and helps promote balanced

The Tre intends't
the week followin
responses incre
public debate

Resp Publis
%

[Delete t tion — for info only: The default position is to publish the response where
we are releasing information to the requester, unless there is good reason not to. Some
reasons for not publishing might be:

° there is no or limited public interest;

° where the particular context means it could distort rather than support balanced public
debate;

° where it is not in the best interests of Ministers and Treasury to publish.
{Check — consider if early engagement with Communications team and the Minister’s office

is needed.}]

: [moto template] TOIA Inform (includes Reply Letter) 2016 Page 5
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Recommended Action

We recommend that you:
a. note by {{prop:workflowduedate}} [-1 working day] the proposed response of

the Treasury to the OIA request made by {{prop:SubmitterFullName}} of
{{prop:SubmitterOrganisation}} for information regardi rop:Summ

o

b. refer a copy of the report and attached material t ster(s) P@Q{Q@; {delete
this rec if not applicable} ; § &té\)\
J

c. note that the Treasury intends to publisrthespo se to the requestor on the
y

Treasury website. Please contact us shauld %wish tor "S*é';@ll issues.

()

{delete this rec if not applicable} \

~_

{{prop:Manager}} ) i
{{prop:Manager[display= ( \\\‘
i \,J/

\%?ministerFuIINameCheckTitIe]}}
s@r di play=portfolioName]}}

~

: [moto template] TOIA Inform (includes Reply Letter) 2016 Page 6
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DRAFT ONLY

DO NOT SEND UNTIL THE INFORM REPORT IS RETURNED

Reference: {{prop:IntReference}}

[ENTER DATE SENT]

{{Prop:SubmitterFullAddress}}

Dear {{prop:SubmitterFullName}}

Thank you for your Official Information
{{prop:ReceivedByDepartmentDate[di

“{{prop:QuestionSummary}}” §
[Check: Was the request clarifi is
[Check: Was any part of the reque
[Check: Was the time limit gxtended?]

Item | Date DocWes?:ription Decision

e relevant parts of] the documents listed above, subject to
information being nder one or more of the following sections of the Official

Information Act;

[Copy and from Report (above)]

[Cheq(z\;g\ ation has been deleted as out of scope, consider providing
approbri\ /éxplanation or context of why it is out of scope e.g. Some information has
been deleted because it is not covered by the scope of your request. This is because
the documents include matters outside your specific request.]

Information Publicly Available

The following information is also covered by your request and is publicly available on
the [Treasury, Beehive or other] website:

Item ‘ Date ‘ Document Description Website Address

1 The Terrace
Fi) Box 3724
Wellinatan

Mew Zealand

tel. 64-=4-472 2733
fax. 64-4-473 0982
w2 sury ot Nz
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Accordingly, | have refused your request for the documents listed in the above table
under section 18(d) of the Official Information Act — the information requested is or will
soon be publicly available. &

[Check: has relevant information been removed from publ umentﬁ@@q,
include the following paragraph: \\y‘
w ~

Some relevant information has been removed from c%nts listed.in the gbove table
and should continue to be withheld under the Of %ﬁgjnformation »ORn the grounds
described in the documents.] — -~ ~—
Information to be Withheld \@ @

| have decided to

There are additional documents covere our reque@v%h
withhold in full under [one or more%@g owing se@;\) he Official Information

Act, as applicable:

[Copy and Paste from Repor {ab\&ﬂ/ ~
) Q —
[Check: Has requestor ra list of y%ﬁécuments?]
. LN
In making my decisior/tgr consid pﬂblic interest considerations in section

9(1) of the Official Information Act.
[Check: delete the above if no in@ as been withheld under section 9.]

is letter (

Please note our personal details removed) and enclosed

to inves review my decision.

docume publiswe Treasury website.
This esses hi{ﬁo;@ tion you requested. You have the right to ask the
te and
>
Yours sincerely \\&9

&

%@

{{prop:Manager}}
{{prop:Manager[display=jobTitle]}}
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Reference: {{prop:IntReference}}

TIIE TREASURY

Kaitohutohu Kaupapa Rawa

[ENTER DATE SENT]

{{Prop:SubmitterFullAddress}}

& ¢
Dear {{prop:SubmitterFullName}} @ @

Thank you for your Official Information Act request, r ce ; ;
{{prop:ReceivedByDepartmentDate[display=I]}}. requested %

“{prop:QuestionSummary}}”
\@ 4&%@

[Check: Was the request clarified/revi % uestor?
[Check: Was any part of the reques
[Check: Was the time limit extend

d?] < ;
Information Being Rele g\d M@%%i
ocuments:

Please find enclosed th

)
Item | Date T bocumer@i{e\sg@ption Decision
T\

1.

2.

| have

inf r@a

Info

section 9(2)(b)(ii) — to protect the commercial position of the person who supplied
the information, or who is the subject of the information,

o section 9(2)(f)(iv) — to maintain the current constitutional conventions protecting
the confidentiality of advice tendered by Ministers and officials, and

o section 9(2)(g)(i) — to maintain the effective conduct of public affairs through the
free and frank expression of opinions.

1 The Terrace
PO Bow 3724
Wellingtan

Wew Zealand

tel. 64-4-472 2733
fan. 64-4-473 0982
weoner b easury.gout Nz
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[Check: if information has been deleted as out of scope, consider providing appropriate
explanation or context of why it is out of scope e.g. Some information has been deleted
because it is not covered by the scope of your request. This is because the documents
include matters outside your specific request.]

Information Publicly Available i%

The following information is also covered by your request licly avgﬁgtil

the [Treasury, Beehive or other] website: \5
Item | Date Document Description >Website @Qres\xf

3. P,
4 ( Q\

= in the above table

ormation requested is or will

Accordingly, | have refused your requ %u docum
under section 18(d) of the Official Infermation Act — the
soon be publicly available.

[Check: has relevant infor %\been remo 87{ ublished documents? If so,
include the following par /\

Some relevant inforrr/(' been remo Q om documents listed in the above table
and should conti to ithheld underthe Official Information Act, on the grounds

nue
described in th ts.] %&

Information t Withheld

There onal doc vered by your request that | have decided to
withhold i | under {one ore of] the following sections of the Official Information
Act, Iicable;

[Check: Do s grounds apply? Common grounds for withholding documents in

elow, with complete list of withholding grounds here:

o é@n 2)(b)(ii) — to protect the commercial position of the person who supplied
ﬁve\/férmation, or who is the subject of the information

o section 9(2)(f)(iv) — to maintain the current constitutional conventions protecting
the confidentiality of advice tendered by Ministers and officials]

In making my decision, | have considered the public interest considerations in section
9(1) of the Official Information Act.
[Check: delete the above if no information has been withheld under section 9.]

Please note that this letter (with your personal details removed) and enclosed
documents may be published on the Treasury website.
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This reply addresses the information you requested. You have the right to ask the
Ombudsman to investigate and review my decision.

Yours sincerely

{{prop:Manager}} @\1\ \%
{{prop:Manager[display=jobTitle]}} ~ fk
< %5 p
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ot

THE TREASURY

-
Kaitohutohu Kaupapa Rawa

{{Prop:SubmitterFullAddress}} @ /&
(C
Dear {{prop:SubmitterFullName}} @ ~ O //‘

&?\:‘7
ived

Reference: {{prop:IntReference}}

[ENTER DATE SENT]

Thank you for your request made under the Official In orma Act, re
{{prop:ReceivedByDepartmentDate[display=I]}}. Y @g%ested:

\‘/‘/’\\
“{prop:QuestionSummary}}’ U )

. \\\,/ /‘
\2\@ N
[Note: has the request been revised b uestor?

[Full N AAAN
The Treasury does not hold ir %tibn relati/r,lg\ ur'request but | believe such

O
information is held by the { -Q‘ ansferDep rtr(\]g }. Accordingly, | have decided under
section 14(b)(i) of the Ofﬁgial\ ormatio tto transfer your request to the
{{prop:TransferDepa?mé\ﬂy}@

N>

[Part]
The Treasury.doe old informmelating to the part of your request for
{{prop:Su W elieve t%mation is held by the {{prop:TransferDepartment}}.
Accordin decided under section 14(b)(i) of the Official Information Act to transfer
this p /\fl yourrequesto.t pFop:TransferDepartment}}. The other parts of the request
%:\%Wﬁh the T,Pé(a%

L (\

[OR: Option 2 —g%gonnected]
[Full]

| believe th(’é information you have requested is more closely connected with the
functions oT\Be\:w{{prop:TransferDepartment}}. Accordingly, | have decided under section
14(b)(ii) of he/OfficiaI Information Act to transfer your request to the
{{prop:TransferDepartment}}.

will re

[Part]

| believe that the part of your request for information about {{prop:Summary}} is more closely
connected to the functions of the {{prop:TransferDepartment}}. Accordingly, | have decided
under section 14(b)(ii) of the Official Information Act to transfer this part of your request to the
{{prop:TransferDepartment}}. The other parts of the request will remain with the Treasury.

1 The Terrace
PO Bow 3724
Wellington

Wew Zealand

tel. 64-4-472 2733
fan. &4-4-473 0982
wener e easury ot .z



Doc 10
Page 125 of 133

The {{prop:TransferDepartment}} has 20 working days from receipt of this transfer to make a
decision on your request.

Yours sincerely

{{prop:Manager}}

{prop:Manager[display=jobTitle]}} L ®



Doc 10
Page 126 of 133

35

THE TREASURY

-
Kaitohutohu Kaupapa Rawa

Reference: {{prop:IntReference}}

[ENTER DATE SENT]

{{prop:TransferDepartment[display=ceFullName]}}
{{prop:TransferDepartment[display=ceTitle]}}
{{prop:TransferDepartment}} 3

{{prop:TransferDepartment[display=Address]}}

R
S

the Tre %eived the attached
{%s - @e} of

vised by tré@; tor?]

g{p‘ful to the requestor?]

“{prop:QuestionSummary}}” . <>§
7

[Note: has the request been
[Note: Would an explanatior

\,,,/’) )

C

[EITHER: Option @ i %rmatit%

ot hold in relating to the request but | believe such information
) p:TransferDepartment}}. Accordingly, | have decided under section
14(b) (i) of the Official In “Act to transfer the request to you, as Chief Executive of
{{pro;%r@sférDepartrﬁén

)
[Part] %\\/
The Treasury ot hold information relating to the part of the request for

{{prop:Sum ~Lbelieve this information is held by the {{prop:TransferDepartment}}.
According’fj’ decided under section 14(b)(i) of the Official Information Act to transfer
this part of\m request to you, as Chief Executive of {{prop:TransferDepartment}}. The other
parts of the request will remain with the Treasury.

[OR: Option 2 — Closely Connected]

[Full]

| believe that the information requested is more closely connected with the functions of the
{{prop:TransferDepartment}}. Accordingly, | have decided under section 14(b)(ii) of the
Official Information Act to transfer the request to you, as Chief Executive of
{{prop:TransferDepartment}}.

1 The Terrace
F Box 3724
Wellingtan

Mew Zealand

tel. 64=4-472 2733
fax. 64-4-473 0982
e L easury ot N2
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[Part]

| believe that the part of the request for information about {{prop:Summary}} is more closely
connected to the functions of the {{prop:TransferDepartment}}. Accordingly, | have decided
under section 14(b)(ii) of the Official Information Act to transfer this part of the request to you,
as Chief Executive of {{prop:TransferDepartment}}. The other parts of the request will
remain with the Treasury.

make a decision.

| have today informed the requestor of the transfer, and tha g 0 workJﬁg da

Yours sincerely

{{prop:Manager}}
{{prop: Manager[d|splay-jobT|t|e]% |
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b

5

Reference: {{prop:IntReference}} THE T E\é[] RY

Kaitohutohu Kaupapa Rawa

[ENTER DATE SENT]

{{Prop:SubmitterFullAddress}} @ /&
@ )
Dear {{prop:SubmitterFullName}} & \%;\\7
-
Thank you for your request made under the Official Information Act, received on
{{prop:ReceivedByDepartmentDate[display=I]}}. \requestqd‘f\ '

N/

“{prop:QuestionSummary}}”

[Check: has the request been revi§
[Option 1 — No Information Held] 7/

N
[Full] ) /,,
I do not hold informatior ing’to your r’e&
by the {{prop:TransferPo inister

decided under se%ifg]gﬂy)(i) of th

{{prop:TransferPort

\?\Minister[d%_

[Part]
| do not i ation rw the part of your request for [request details]. |
believe thisinformation is held-by the {{prop:TransferPortfolioMinister[display=

is part of your request to the

portfolioDetails]}}. A

Information Act to trans

{{prop:TransferP. r@uoyinister[display=porrfolioDetaiIs]}}. The other parts of your
sbé\en

request have transferred, and | will respond in due course.
[Option Connected]

—
[Full] \(\\J\ \

I beIieveTh{t the information you have requested is more closely connected to the
functions of the {{prop:TransferPortfolioMinister[display=portfolioDetails]}}.
Accordingly, | have decided under section 14(b)(ii) of the Official Information Act to
transfer your request to the {{prop:TransferPortfolioMinister[display=portfolioDetails]}}.

[Part]
| believe that the part of your request for information about [Request Details] is more
closely connected to the functions of the

1 The Terrace
PO Bow 3724
Wellingtan

Wew Zealand

tel. 64-4-472 2733
fan. 64-4-473 0982
weoner b easury.gout Nz
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{{prop:TransferPortfolioMinister[display=portfolioDetails]}}. Accordingly, | have decided
under section 14(b)(ii) of the Official Information Act to transfer this part of your request
to {{prop:TransferPortfolioMinister[display=portfolioDetails]}}. The other parts of the
request have not been transferred, and | will respond in due course.

The {{prop:TransferPortfolioMinister[display=porfolioName]}} has 20 working days from

receipt of this transfer to make a decision on your request. &
r/ 7 .

( \\ 2

Y [ |
ours sincerely @ \%;\/
4 i <

~

{{prop:Manager}}
{{prop:Manager[display=jobTitle]}} —



Doc 11
Page 130 of 133

ot

THE TREASURY

Kaitohutohu Kaupapa Rawa

Reference: {{prop:IntReference}}

Date: [ENTER DATE SENT]

{{prop:TransferPortfolioMinister[display=ministerFullName]}} /&
{{prop:TransferPortfolioMinister[display=porfolioName]}} ( < A
{{prop:TransferPortfolioMinister[display=ministerAddress \;’ /

{ ii N

N
Dear Minister 9 \\ >
3 N\
On {{prop:ReceivedByDepartmentDate [disp ;| rec vg@tpe attached Official
Information Act request from {{prop:Submi@) me}}. é@e’st was for:
“{prop:QuestionSummary}}” \\7
[Check: has the request been revise \%}he requ

[Note: would an explanation o@e\xt be helpf@ 3 questor?]
) - 7
[Option 1 — No Informatio (/\\

: N,

7

(N
[Full] - \/:)/

| do not hold any igféym ion thatds—r nt to the request. | believe that you, as the
=porfolioName]}}, may hold such information.

~_C
ot
{{prop:TransferP ib@nister[
Accordingly, | ha ided under section 14(b)(i) of the Official Information Act to transfer

the reques V

~
\/

N

J

[Part] /)™
| do not held any inform relating to the part of the request for [Request Details]. |
believe that you, theﬁprop:TransferPortfolioMinister[dispIay=porfoIioName]}}, may hold
such informatio cordingly, | have decided under section 14(b)(i) of the Official

Information A nsfer this part of the request to you.
[Option 2/7 y Connected]

NY)
[Full] \\'7/

| believe that the information requested is more closely connected to the functions of your
portfolio as the {{prop:TransferPortfolioMinister[display=porfolioName]}}. Accordingly, | have
decided under section 14(b)(ii) of the Official Information Act to transfer the request to you.

[Part]

| believe that the part of the request for information about [Request Details] is more closely
connected to your functions as the {{prop:TransferPortfolioMinister[display=porfolioName]}}.
Accordingly, | have decided under section 14(b)(ii) of the Official Information Act to transfer
this part of the request to you.

1 The Terrace
PO Box 3724
Wlallington

Mew Zealand

tel, 64-4-472 27332
fax. 64-4-472 0982
WWWAreasur.govt.nz
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| have today informed the requestor of the transfer, and that you have 20 working days to
make a decision.

Yours sincerely

{{prop:Manager) o~ AN
{{prop:Manager[display=jobTitle]}} B %
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TOIA GAMEPLAN {{prop:summary}}

Date received {{prop:ReceivedByDepartmentDate[display=I]}} l Responsibie Analyst {{prop:Assignee}} OIA number {{prop:IntReference}} \
Transfer date {{prop: TransferDueDate}} Resemnalst {{prop:ResearchAnalyst}} OIA Type {workflowlink:type}}

Inform date {{prop: InformDueDate}} Sig@o\k\t Mager {prop:Manager}} Moto Link {{workflowlink}}

Reply Date {{prop: ReplyDueDate }} F%{%éﬂﬁ(g TA KQ 3 {prop:FormattingPA}} Requestor name _ {{prop:SubmifterFullName}}

Q)

Request Notes

{{prop: QuestionSummary}}

1 1 e
T

ey

{{prop:
ReplyDueD
ate }}

{{prop:Re
ceivedBy
Departme

kNl Fadt.

Inform
Production MoF
consult

| g < 3
SEECHH £ ]| ra MEET CHECKPOINT 15 MINUTES PRODUCTION o0 IedR REPLY
iRl SO e 101Es TO BE ARRANGED BY THE RA WITHIN S This should be done FIVE days before reply is Sensitive information is QA Approved . ";form J
o i returned.
; - ; . Re. 2 Withi due to the minister Hii
Has OIA been assigned to CIa"tV_Of R.equefst. Re sco-pe need?ed. Wigl selected for redaction Manager needs to
the right team? | Potential Size of Request: Extend? Manager, Analyst, RA and QAT Consult RA to ensure . - Check for
Cross-Government Request == L y enough time is sign-out. This chanaes

Does the request need refining

or clarifying?
Dates?

Types of document.

We have a duty to work with
the requestor to formulate a

workable request.

Do we need to coordinate with
other agencies or is a transfer

required

Identifying and consulting
stakeholders on the OIA
response

Transfer Is this for another age

i e )

Legal input needed?
Consultation with in

ASSESSMENT

Locating relevant information, preparing the List of Relevant
Information and identifying sensitive information

Records advisors can assist with searches. Think about dates/variables
to narrow the field.

RA help to draft response

Proposed response approved, includi
redactions

Communications issues: Involve
Is there a reason for this to
Check withholding grou

Review wording of th

No.

allocated.

Information for release
checked for accuracy.

Response approved for
printing.

This stage is done once.

Manager and others to
provide feedback
beforehand.

process take can
several days. Th
inform is due o

Final reply is set
up by the RA. TA
prints reply and
information for
release.
Manager to sign
before reply date
(Day 20).
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Assign to an analyst & A QA analyst by DAY 2

Check the assigned analyst has the time/resource to complete OIA.

MANAGER RESPONSIBILITY FOR AN OIA @

N
S

KPS
S

Agree the scope, approve the redactions and attend the checkpoint meeting.
Ensure the inform and reply is signed out and sent on time.

Ensure the response is sent on time.

N

N>
ANALYST RESPONSIBI[@\/FOR
Here is some useful guidance to applying the Official Inforr?ap?@ |

(<
— )
e@%ﬁhe request.

The analyst is responsible for finding the information i

Keeping the manager informed of the progress of

Communicating with your team on process a

Ensuring the Moto process is followed. N \%
AN
Reminder: OlAs are important as they are s by the |ﬁ1{5® ur Chief Executive and the public
_/

es.

QA RESPONSIBILITY FOR AN OIA

The QA Analyst is responsible for providing quality assurance throughout the preparation of the OIA response.

This includes, when applicable, reviewing: the OIA request and interpretation, including if clarified or narrowed.

Agreeing the Game Plan.

Reviewing the list of relevant Information and the related search strategy.
Advise on parties to consult.

Reviewing the withholding grounds applied.

Review and approve Inform and Letter of Reply.

You have a QA tab in Moto when your approval is required.

,‘( IS MAS?

If you would like more information on the riaI Advisory Service and how we can help please visit our intranet
page MAS INTRANET , email the team on @Ministerial Advisory Service [TSY] or give us a call.

HELP WITH WITHHOLDING GROUNDS

Remember Section 5 “the information shall be made available unless there is good reason for withholding it”

Here is some useful guidance to how to apply withholding grounds Withholding Information

Here are some links to the sections of the Act relating to withholding

Section 6 Section 9

Here is a link to section 18 of the Act relating to refusal of requests  Section 18

MAS and the Legal team are also happy to sit down and go through any specific questions

NEED MORE TIME - EXTENDING

The deadline to extend the request is the date of reply (20 working days after receipt of request).

You can extend due to the amount of information to assess and review and/or to allow Treasury to consult with other parts of the Treasury, the Minister or other government departments.

YOU CAN ONLY EXTEND ONCE!!! So carefully consider how long you need to extend by, be realistic and err on the side of caution.

When extending please remember that the Ministers office gets an extra 5 days to review our inform so a 20 day extension only gives the Tsy 10 extra working days and a 5 day buffer before replying.

Confirm
extension is
needed

Date
Received

requestor
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