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SSC Guidelines
Official Information Act 1982
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Purpose of These guidelines assist the State Serv sssmn (8 &C) i
these responding to requests for information und r/t fflclal Inaforma iohy Act
guidelines 1982 (the OlA), -and to any subsequent mqumes ﬂ'lﬁ may b‘e m\de b the
Office of the Ombudsimen. Fé / s ey

Scope of these It is hot feasible for guidelin c} ofgls ‘{ }J>t0 cov \egeryzc)ssm[e case, as
guidelines the circumstances of each ;lLbe dlffB)‘én This document provides
gwdelmes only—a set of@pgratL rmcuplés hQ't as \e”t of rules.

N A~
Requests for The requirements of. t\e/ OIA \apa\\ Il 8SC employees. These

information, guidelines set dow P1 proce: b‘é followed when a request for

for_malrand mformatlop is recew\ed and Id ,referred to in every instance.

informal HOWevef\lhfg }I are ueskgr{nfbfmatlon may appear, and regardless of
who. r‘gﬂ/en?es\ t mus( be*t \teﬂ as an OlA request to SSC.
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e /7 One of the\pUrposes of the OIA is to promote the accountability of
si\hess : Mnl f the Crown and officials. With greater accountability comes
P g st in government.
\</// 4 \ Siate Services Gommissioner (the Commissioner) sets standards of
Gy LN ntegrity and conduct which “contribute to a high performing, trusted and

P A s
< s @ ﬁcoessmle State sector,” Therefore, complying with the requirements of
j the OIA is core business for the SSC, reinforcing SSC employees’ other

o, ™\ o~ obligations as public servants.

7 % \
..i_\:\\s/ﬁtion 4 of the Section 4 states that the purposes of the OIA are;
(( \>> : (@) to increase progressively the availability of official information to the
S people of New Zealand in order —
(i) to enable their more effective participationi in the making and
administration of laws and policies; and
(i) to promote the accountability of Ministers of the Crown and
officials, -
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Who can make
an OIA request?

Definitions

Official

information

ahd thereby to enharice respect for the law and to promote the good
government of New Zealand:

(b) to provide for proper access by each person to official information
relating to that person: (this now only applles to incorporated
bodies).

(c) to protect official information to the extent consistent with the public /

interest and the preservation of personal privacy. / \// A
i :
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OIA requests may be made by: o >
New Zealand citizens or permanent re5|de\t 4 /“ S

. people who are in New Zealand; N
+  abody corporate lncorporat d/\n\l \ﬁ Zeatannz/ N \ o B
@Q of business in

o a body corporate mcc:rporate\ /efseas, vs(lth
New Zealand. iy by ) oS \'
| X v\
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Sedtion gf defmes “official rnﬂ'\atj n” as any information held by a

depar rgamsath (Ql y-a Minister of the Crown in his or her

(It do ude information provided to a Minister as

/ofz\ st& /?t’s /n g offlg]?rllament)

Ministerof k@t‘ro n in his or her official capacity, is an OIA request.

OIA request\ A(ny requ r 1 rrﬁation held by a department or organisation, or by a
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The reque e}foes not need to say that the request is underthe OIA.

\ f@matlon is not definad in the OIA. Courts have heldthat the word has
ordinary meaning, so that in addition to-written material it includes:
5) e video or audio tapes, information stored in computers;
information unrecorded but “held” in the memory of an officer of the
depariment;
. information in existence prior to the passage of the OIA; and

. information generated within the department or obtained from
outside sources.




“Held” —when
is information
held

The information muist be “held” by the department or a Minister. If raw
data needs to be put together to provide the information requested, it is
not "held” and is therefore not subject to the OIA.

Example: if data that is “held” needs to be researched to generate fresh
information in a different form from that in the database, thi department is /x
not required to §omp!y with a request. / // / | (\ / \

Personal
information

\/ / ( P
“Personal information” is information about a /‘I Eieﬁﬂfi@ble person. \. A- ))
request for personal information about anothe rsbms an OIA re ngst

Requests by individuals for mformatlon about ﬂ’le se|ves/must b >dealt
with under the Privacy Act 1993. ﬂ N,
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Working days

<

“Working days” are defined in th -O@as any t@y\ gihg eek other than
Saturday, Sunday, Goodgnday, I\ljc:rrjczirayq \ANZAC Day, Labour

Day, the Sovereign's -Birthday, Waﬂaﬁgt\Qay\\?or any day from
25 December to 15 J;nué KQIfI,SiVe \\\ \J

Principles behind the OIA\\ 5) i\ \\

v

Availability

5 THis principle requires information to be made available unless

g m \'e>m>|se the?ih{\/ls the principle of availability, set out in

( BIS gaod re sdp*f r withholding it.

“G0o reasoﬁsﬁ’\f rw;thholdmg information are those set out in sections 6,
4.9 and 18.
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A\I\&msmns on whether to release information must be made bearing the
pié f-availability in mind.

eBourt of Appeal has held that if a decision-maker is ‘uncertain whether
release information, he or she should come down on the side of

If a document contains a piece of information (e.g., a word, sentence, or
paragraph) that should be withheld, that fact is not a ground for
withholding the whole document. Only the particular piece of mformatlon
should be withheld — and only if one of the statutory “good reasons” for
withholding applies to it.

Section 13 imposes a duty to give reasonable assistance to anyone
making a request for information.
This duty requires SSC employees to give the requester reasonable

assistance to help him or her refine a request, so that the information may
be readily identified.




A request should not be 1nterpreted so narrowly as to deny the requester
the information he or she is looking for, when the requester's intention is
reasonably discernible.

Process for OIA requests
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Receipt of OIA  An OIA request may be made directly to SSC, /o}\ the\Mlnlste of Q&at )

request Services, who will forward the request to S\B//Q\for reparatlon Qe gh;a
response.
A request to SSC can be made in a nj.tp;f\[ of ways A/requést\may be a
letter to the Commissioner, an em |\t éSS empjoy t\or a-seemingly
informal request by way of a phope b/all“tr\?sferred b ré?) ption. However
informal a request may be, it mu ed a equest. There is

el
no requ;rement for a requ(eé)er t‘j that< que t is being made

under the OIA.
// /
Recording and  Most requests f% \tton are é\cag\ae initially by Ministerial Services
responding to of through thé. §C nqulrl il aecount. If an SSC employee
an OIA request recelves a_formal.req est t>send the hard copy or email to

ponse,- Mot e(an be viewed on Doris.

allocat aKS

In\ﬁr es/ MIU}E@ rlal rv/ ices will prepare the draft response to the
reqtle m/con n with/relevant teams in SSC. Ministerial Services
wﬂL aﬁsO ‘co- o; any necessary external consultation, mcludlng with

Mlmst }Y;lces S0 i‘eﬁuest can be logged in Moto and
Y

1he nlster \ff The relevant subject matter Manager will sigh out the
_\> ‘\rgspons{g,\wblgﬁ \b/l e sent to the requestor by Ministerial Services.
r P
(\ </// s AV \\\ P
Fomat ot<./;/ he OIA reﬁuest will be logged in Moto. ‘This means that a workflow will

/gSp nsgx pe’tated giving you options to transfer (in full or in part) extend,
re’a response, and create a report to go to the Minister's office. whén
- \gensﬂltmg on a response. Once you select each workflow, a template
A, \ b, /H,_)\\\ ord document will automatically be created - you do not have to choose

/ K )\/a template yourself Amend the template as required. Ministerial Services

\\ Sl St
\&) /\&{\) can provide help on formatting and on using Moto.

/ h\s akes the SSC must make decisions about requests made to it.
; lc;;s:;:mtl?hhol d SSC employees must not invite a Minister to approve a release of
(( 5> itfformation? information by SSC. However, SSC may consult a Minister on some- (not
all) proposed responses. Please consult Ministerial Services if you need
further guidance. You should also refer to the Ombudsman s guidance for
dealing with OIA requests involving Ministers.

If an SSC employee considers that the request is more properly one for
the Minister, then the request should be transferred formally to the
Minister (under section 14).




Decisions on Responses to OIA requests made directly to the Minister are drafted by
requests tothe SSC. The Minister must make the decision whether to release the

Minister inforimation or not.
8 </)
Time limits 7P AN
o %
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Responding to  SSC must respond to a request as soon as pra\c @&nd in"no. case
arequest later than 20 working days after the day /qn which the req est was
received (Sectlon 15). \\.) \

Transferringa  Under section 14 of the OIA, a t must be | gdéyw}hm 10 working
request days after the day on which the é) )‘/W S rec{ew

(See Release of Official I 61 mat‘ ¢ for Go-ordination).

™\,

\Guldel ri¢

Requests to the A draft response o\a) A reque: \ox Mmster must be processed by

Minister SSC and referre the ghn ister ?’flce within 15 working days of
receipt. ~

Consulting the »a r\et%)est i hk y\t@lead to public comment, or where the

Minister Lon\:oulg/re nably be expected to be of concern to the Minister

for ple, tr y supplied the information, it is about their

( or gsx s, or release could affect their functions or activities or
lé h ate intere k@g\/SSC must consult the Minister, preferably before the

\2 10" to 450 erkm day: The Ombudsman's guidance sets out when to
Q// oonmde\\co@ Itlng a Minister, how to undertake ministerial consultation
b Y (\V “ ¥ and how to.deal with ministerial input. Please consult Ministerial Services

/\ V Wd further guidance.

<\ Q/’\ \
A f)\ Ex(erﬁsmn Of\ g‘!der section 15A, the time for responding to an OIA request or to
N < )/ > transfer a request may be extended for a reasonable period of time if;
\> / ) the request is for a large quantity of information or a large quantity of
> \\* information must be searched and the original time limit would
/\‘ unreasonably interfere with other work, or
LG > «  consultation is necessary to make a decision on the request; and a
i \\/ decision cannot reasonably be imade within the original time limit.
(Q ) Nothing in the OIA prevents multiple extensions being made, providing
N any extensions are made within the original 20 working day time period

after receiving the request.




Note: any decision to transfer a request to another agency for response
must be made promptly and no later than 10 working days after the
agency received the request (unless a valid extension of that time limit is
made within 20 working days of the original request).

N\

Written notice The requester must be advised of an extension of ’nmgé th’in 20 working” \ \
of extension days after the request was received. The advice mus\ ((

. specify the length of the extension; « 5, \/
¢ state the reasons for the extension; and.. Q 3 \ T
. advise the requester of the right to complain to aﬁ\(Kb qﬁsman

about the extension. // Q
For all OlAs where the time is exfet dedfMlhréteri ice \expects that
the requestor will be kept upd thé respo % e§ through the
process (e.g. upon the co me: eﬁt and r@\ bigtte f consultation).

N
e
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Contact Ministerial Serwcgs |f G)hae/d furt ef gmaance
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Transferring requests — se(ct\w\h Q \\\/
\ N /> \ i) ;

Transferring Secp \'121 (e res tEx Gest must be transferred, in whole or'in part,

requests if the Anf on is( Held\| \énother department or Minister, or if the
m;orma’y n requ/e ore closely related to the functions of another

((depart snt or ! i 13 r.
e Befér)e ini atl g\\a\tr@nsfer it is good practice to contact the department or

N . Ministe /\ @n\ﬁrm\that they are better p1aced to respond

/ o
(6% ]@t m ites R %ésts for Cabinet Minutes should be transferred to the department or
// 1 ‘“M nist ermost directly responsible for the relevant topic.
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Gabmet(;{ape)r ‘vA Cabinet paper belongs to the relevant Minister. Any request for a
b Cabinet paper must be transferred to the relevant Minister.

P

/) ;? \>
< Grown Law Requests for Crown Law opinions must be transferred to the Solicitor-
/--\Winions General, as these opinions belong to the Crown.
(Q \) The Solicitor-General, with the Attorriey- -General, should make the

decision whether to release. In transfemng, it is helpful to provide
information to the Solicitor-General to assist in making the decision.




Providing information that is in a document — section 16

Providing

information that

isina
document

Duty to provide

information in
form requested
and exceptions

Where
providing
information
other than in
the for

% //f/\“\mﬁh@a—f %ﬁ\
% o

<< )> Advice to the

requester when
information
withheld

Section 16(1) provides that information may be provided in a number of
ways, by:

. giving a réasonable opportunity to inspect the document / (\’
. providing a copy of the document; \ \\>
. enabling a person to see or hear mformation%nat \m/ VISU{(or j)

auditory form;

. providing a written transcript of recordgﬂ fprmq )on \\/ il
. giving an excerpt or summary of the: |nformétbn or \

¢ glvmg oral information about tr@/q /él}ment <\\ — : )

/',,‘ e

’ ’\/ S /\ )
Under section 16(2), SSC is-fequ ﬁs@{g /e/ Jﬁf(\itloﬁ available in the

way requiested unless to c{ o wé 2\

. impair efficient ,admm rafion v

; be contrarytf)\ qbai ty related t

. pre;udic:eA nterest protec{éd hy fons 6, 7 or 9 (and in the case
of section™ Q here is N ytervailing public interest in the

mfd{matl(%n requmng\v \re\s _

\{tle document or

/ /

\7 7 tfﬁa rou\nds/ in support of the reason unless giving the grounds

s s g
8 jthlf 16( re/a,u /é the- D uester to be given:

- )tr‘ﬁa rea§qn Tﬁgnot providing the information in the way requested,
and

woul chp\se’udic:e the interests protected by sectiohs 6, 7 or 9.

I\q)e% n lf section 16 may be relied upon, the requester should be

ed to see if there is some other way to meet the request:

Any proposal to withhold information requested under the OIA must be

discussed with SSC Legal before the decision is implemented.

If material relevant to a request is withheld, the requester must be advised
of the section of the OIA relied upon, the reasons for withholding, and the
right to complain to the Office of the Ombudsmen under section 28.




Section 6:
conclusive
reasons for
withholding
information

Section 7:
special reasons
for withholding
information

Section 9:
other reasons
for withholding
information

o

\/ ‘i; # consi 1dqtr wr}ether there is, rievertheless, a pubhc interest in that

2N

LA

('//J

Section 6 sets out “conclusive reasons” for withholding information, if (as
paraphrased below) making the information available would be likely to:

. prejudice the security or defence of New Zealand or the international
relations of the Government of New Zealand W/ >

. prejudice the entrusting of information to the Gaﬁg ment of Ne /\ S,
Zealand on the basis of confidence by o\a% Q}Q‘V/er‘hment or/ o
irternational organisations )

. prejudice the maintenance of law and th/e f&ht\da fsr r trlal 1 \/

7

. endanger the safety of any person, or \ &

s seriously damage the econon gﬂ New Zeal nd by ‘disclosing
prematurely decisions to char gé \g‘entmue,g gm gavernment

economic of financial policies, \ O
PN (C 3\

Section 7 contains "quctél Yevs&s” for rtkﬁzldlhgf certain information
relating to the Cook | Iancis\ T&kptau Ni e\ Rass Dependency.
// \/

(\?\ Q‘\

Section, Gi»Se but “otherréép s‘“fyfwﬁhho!dmg official information.

If f X gnad ction 9 to withhold information, a two-stage
LTRSS

test m be applied:

(( -/r_')fufét cheékﬁw thet there is a reason to withhold the information (a
) whole oc\megt!page!paragraph) then

S
L

mfxf@a@m that outweighs the reasons for withholding.
If. SSC decides that the public interest outweighs the reasons for
)
) Wl\l\ lding, the information must be released.

\S Et;on 9 is most commonly used for withholding information in SSC,
{e ction © applies if it is necessary to withhold information (amongst other

. protect the privacy of natural persons

. protect information where makmg it available would be likely to
unreasonably prejudice a person’s commercial position

. protect information that is subject to an obligation of confidence

. avoid prejudice to health and safety

. maintain the constitutional conventions that protect ... the
confidentiality of advice tendered by Ministers of the Crown and
officials

o maintain the effective conduct of public affairs through the free and

frank expression of opinions




. maintain legal professional privilege, or
. enable a Minister or department to carry on negotiations without
prejudice or disadvantage.

Because of the agmﬂcance of these withholding grounds, they are
discussed more fully in Annex 1 at the end of these OIA gurdehnes >

Note that SSC releases its officials names and wor. Qe/m’/all address/e N
unless there is good reason not to. Cellphone numbe rs/\,af/e gen ?II =~
withheld as they are often used for both personal ar@l )NQ ufposes ek )

<’f/\\ \ ~
Sectiqn 18: The grounds for refusing a request underﬁection ﬁﬁ/lnclude\ L \E
::fuuséa;tgf . the information requested |s\( ~soon be bjlcly ;available
q ' (Note: this reason should ﬂnly

e/ us d w {l Q)’:\re practical
difficulties in providing the\ \1 at th r( f\considering the
request. “Soon” means; ~fqr le ;h t % ich is about to be
delivered or a report’is bein pr‘mte /é d it uld be impractical to
provide a copy. <GQ d\pr tice is to \adv se"of a release date or
explain the dn‘flculty\lh\ iving the onatf A now.)

. the documeﬁ\ \s I;lCIt exist i egt be found
. the mformat on\l not he{d j/ \%D and SSC does not know that it
is held by nothe m r Minister, or it is more closely
ﬁ:f{ne tad with thefu another department or a Minister (if
t i}[) knows- —éhat nother department or Minister holds the
0

Ve )hf\ﬂ:g; n, thi(req; j hould be transferred)
25 \fhﬁnforma? t be made available without substantial
( o/ at!on earc:h or

\i:\\‘! the/gequ\esi\l\sﬁ‘lvolous or vexatious, or the information requested is
/’\./} l ¥

% S\;\hqn/ 18A requires SSC to consider whether information could be
P c[g

é \sup Ilacf if:
// Pl u?r;s s \_ afee werg qhgrged, and/or
/ \ubstarkgl )\ >“s the time limit for responding to the request were extended.

/
T

D ‘::" SSC may treat as a single request two or more requests from the same
,sa person if:
<\/§ . the same or siniilar subject matter is involved, and
< - . the requests are received simultaneously or in short succession.

AR
@)
" Duty to consult If a request is likely to be refused on the basis that the document does not
under section exist/cannot bé found, or cannot be made available without substantial
18B collation or research, section 18B imposes a duty to consult the requester
first to see if the requester can make the request in a way that removes
the reason for refusal.
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Advising of right to complain

Bases for A requester must be advised of his or her right to make a complaint to the

c_omplaint's to  Office of the Ombudsmen where:

an Ombudsman .. ouisst to provide information is refused; 2,
& the information is made available in a form other (I/\ at requestad /\\

(section 16), & j
«  deletions have been made in accordanc;a@it /gr\}ln/ds under\the -
OIA; \ Tyiuy
/ \//\./
. a charge is made for the release of mformé&@} N
«  gonditions are imposed on the u 90} released inf matlbn\

. the time limit for making a ?e G@ thé req rczstl gnded or
min

. notice is given under secti elther cq 7 or denying the

existence of the inforn tlen / \o—
A standard paragraph fﬁr\ adv\;; are uester. of A\)he right to make a
complaint to -an Ombu dsmgl\s/ ontam d\jn ihé Moto templates that are
also saved in lMar\ (S§€~AGS 3(1\-9§\

/\ 32 2
Charging for release ?f IROi‘ma lop ) \

_/-\_\ <

N\ \\/
Generally no en/ar‘a/@ /th{ 8S é\s :Z,}charge for release of official information.

charge for ( (f_rfad Q,sibn ISB a/ e” toc rge, reference must be made to the Ministry of

release of
information o/ Char in on the Mlnlstry of Justice webSIte and the

\)

/ i

//,

f‘ e ‘91‘:

e is {\\ Tﬂe letter to the requester should specify that his or her agreement to the

%' brgpose( arge is sought before further action is taken to implement the request.
< / : | . :
nhe N

'I% ng ster should be advised of any proposed charge as -early as
\os iblé and before proceeding further with the request.

/

10
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Itemised If a charge for releasing information is imposed, the following cost
charges guidelines apply (inclusive of GST):

0 staff time in responding to the request — the first hour is free, then
$38 per half hour thereafter

. photocopying — the first 20 A4 pages are free, ) /n 20 cents per A <
7 RN

page i %
. other costs actually incurred may be passed or{\ N \\/ (} ) s
. Members of Parliament and their staﬁ/\M&mQ politi caL p\

parllamentary research units) may g)ée pI from charges" if
prowswn of information is necessary t %%\ membf rea c\ﬁable

exercise of their democratic I”EingI?ﬂlftes

. the liability of the requester to aygan\be waived, e@pend?ng on his
or her circumstances or the/ﬁu Il)é\{ht)erest ({ 5\

Record of costs  Under the Ministry of us\tl }ehnes rg‘cgd hould be kept of all
costs incurred in releasm A E(m tion

\\w\ﬁ

Process for rel'easing _infcf%afigh

/ } %
< <
Who to contact n/ er &nsult a Minister on a proposed release of
before releasing m { at !eﬁst NQ king days before the information is due to be
information < (T ‘segi may<fnfo the Minister of the receipt of a request (e.g. through

N “the veekly r ,<of may notify the Minister of the decision made on a
=y réqUest th am time it is sent to the requestor.

>
///> Other o% tlons or individuals: SSC will consult or advise, as

\7 necessar ffected organisations or individuals of a release. For
. if a release of information on spending on a particular

2 ) Ul(e ﬁcy is planned, considération should be given to notifying the
/ \po\s Itant ‘ideally providing five working days' notice before the release.
ﬁ\\__ / ,:y\\ abinet Office: Cabinet committée papers are covered by the OIA.

{ > Departments or Ministers handling requests for release of Cabinet
- ) committée papers st make the decision on release themselves, after
consulting other departments that may have contributed to the papers.

\\Q/( b, The Cabinet Office is available for general guidance.
4/> O Cabinet papers: The convention is that Cabinet papers belong to the
N < Minister. Requests for Cabinet papers should be transferred to the
S ¥, Minister. Other departments that have contributed to the Cabinet papers
. must be consuited.

o Papers of a previous government. The conventions governing the
release of such information are set out in the Cabinet Manual, paragraphs
8.83 and 8.84,

11



Releasing
information
previously
released by

Minister or the

SsC

What if other

12

Generally, information that has previously been released cannot be

withheld, and should be released as soon as possible in response to the

request. [f the material was previously released by the Minister's office,
the the enquiry should be referred there.

If an SSC employee believes an exception to this rule /l’%\ required, they /

should consult SSC Legal. 2y (/\

If a similar or identical OIA request has been m &0’ %er depattm rﬁfs )
G@Edh &

departments or Ministers, it is good practice to consult the nt or Mm b§t
have been responsible for the information. It may be- aprfr te for a reply t Ee co-
asked for the ordinated so that another department or Minister sh uld res é%’l on behalf
same of the rest. Al parties should be given at | le st five workmg da motlce of
information any release. 7 )\\ '( o Sy
/ ~ \ Y (( \\
/ AN -/ &

How to release

//?»\\

All material released unde/ e rﬁust l%/ opb\)onto paper with the

information Released under the Ofﬁm matl termark which can be
created by Mmlsterlaj Seﬁtc % There€ a template under the Moto
templates that area\ %\vedffn iM ﬁéqe C AGS 3-1-9-1).
Original docume %or taﬁdar Copi \9 riginal documents must not be
released. If a re is em iaile attachments must be copied onto
the wate/rmaik Raper and gh@/s nrﬁd to attach them to the email.
) .
Making Qal) tions’ “sho }1 gé E):Ie with SSC’s redaction software, Adobe
redactions (Acro% t DC. Mini erla‘l “Services can prepare the redactions for you.
Public 1 ﬁ(e;.;se SSC ha \eh*le\rv policy for the public release of certain résponses to SSC
of res OIA requ )t is document 2266043 in iManage. Please talk to
inisterial Serwces if you have any queries.
st;f/ “QK
</(/> h S \’/
,\\\ ////A/\ \/\\ \/\“/
A b \\
Y, _?' ? A copy of the original request, the response, and any attached material

must be sent to the Ministerial Services to put in Moto.

} équests to If the Minister accepts the SSC’s advice, the response will be sent out by

Q%h’e Minister

O

the Minister's office, and a copy of the signed response to the OIA request
will be returned to Ministerial Services. If the Minister does not accept the
SSC's advice, the Minister may return the response with a request for

amendments.

12
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Section 23 — Requests for Decisions affecting an individual

Section 23:
right of access
to reasons for
decisions
affecting a
person

Refusal of
reference to
information on
which findings
are based

/Srﬁl‘“ o ;"

1\\

V;:fk-rz@ea
P \/?\>
3

Ombiudsman’s
queries

_\\

Section 23 gives a person the right to request reasons for a decisioh or
recommendation made about that person. The usual requirements to
assist the requester to make a request apply

The request must be made within a reasonable tlme of/t e -decision m/\>
recommendation being made. / /> P P

/\{/ \/

s N

The reasons the requester can access are.

. findings on material issues of fact \ } /f

. a reference to the information on wﬁich “the fnndlngs were
(subject to limitations set out belo@“s}ndlor 5 \

«  the reasons for the demsmnyyé&etﬁamehdatl?n
Vi £

on the basis that:

«  the informatio <{s e\m%e m ter%
person for @}\men :{{
each <a p[o

Reference to the 1nformat|ah/on \gjmh flnd g\/g }Ebased may be refused

;- about the suitability of the
‘ a contract and giving the
informati'h\wou 2] fconﬂdentlahty
. afler consu ting the requ s% ed[cal practitioner, releasing the
mf } n would bg {}?{ to-prejudice the requester's physical or
th —

quester s(un
;,» % Qﬂ ryto/t he egue
&) he requ t rh/as been -convicted or is in custody, and releasing the

mfopmat 1d be Tikely to prejudice the requester’s safe custody

o<eh§mltatldn

6 years of age, and disclosure would be
t's interests, or

}mefﬁf the information covered by section 23 is refused, the requester
us \L:;e/ad\nsed of the right to make a complaint to an Ombudsman.

\

“A person may ask for reasons about a decision that affected him or her
when his or her application for a position has been unsuccessful.

An example is a consultant who tenders for work, “asking for reasons why
his or her tender was unsuccessful.

<Q )> Ombudsman investigations

Ih dealing with an Ombudsman’s investigation, advice should be
sought from SSC Legal and Ministerial Services.

13
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Ombudsman’s right The Office of the Ombudsmen has the right to full access to any

of access material covered by an OIA request, including :any material withheld
from the requester, as well as any material showing why and how a
decision was made to withhold information.

<

Time limits for Ombudsman mqumes must be answered within 2&w6r4{ ﬁg days a ter ,
replying to the day his or her inquiry was received. Thi gﬁt ca
Ombudsman extended in the same way and for the/s (e\re ns_as

responding to OIA requests.

Failure to meet the deadlines for replyiﬁé ‘tq an (’mel.;elsman ulry
may result in a report to Parllament -~ NN
Logging All correspondence with an Qi‘n x\an reIaK% to} ewew must be
correspondence logged with Ministerial ,eﬁ\/u:e\i ds I\@to orkflow will be
created (or added tof r é\n r}; “/VeSUQK"S

i

Lo

Sl
Ombudsman’s The Office of th B\budsmen Ig all ;Qro\ndes a preliminary opinion,
preliminary report if it is contr/}y t% ecis o’n\n:L by SSC or by the Minister. SSC
' (or the Mlnlste?) an opportunity to comment on the

prov de
prelln‘i‘ naty, opinion. /flh \an oppartunity to clarify points the
buds y%"l may nol\gs ully understood, or to re-emphasise

’F{!g%t 5231 ich Ti rﬁ

éj/ udsman’s preliminary view Is persuasive, it is good

man has, in-our view, not given sufficient

( K e
actice
\ . “-f rathelf t

e the information on the basis of the preliminary view
g for a formal recommendation.

b\a uds 54 N\ There Is a pubtlc duty to comply with a formal recommendation of the
/ L > . \(’;‘- udsman within 20 working days, unless before that date the
me/ndatlo \ 5 vernor-General by Order in Council otherwise directs.

e \\(sgcﬁbn 32) If ah Ombudsman’s formal recommendation is to be disputed, the
=3 \ /
- 5 8SC Legal and the HoSS Office must be consulted as soon as
J possible after receiving the recommendation.

7 (C

\/) /\<‘\”

N

( /a ‘requests during an election period

O

'/ Election periods Generally, requests for information made by political parties during an

—  defined election period should be treated the same as any other request for official
information.

14



Informing the
Commissioner
‘of OIA requests
during an
election period

Political
neutrality

NS P Y\' A~
Further information S &\\/gf :
WY §\ .

Related
Legislation

7

g

g
Related
Guida I%//\é
g
>
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The Cabinet Manual describes -an election period as beginning “three
months before the general election is due, or (lf the period between the
announcement of the election and poﬂlng day is less than three months)

from the announcement of the election.”

The Commissioner must be informed of any OIA requesf r@ l/e /ed from {an \\
o »

MP or a political party (mcludmg party research umté\\du\ /em ele Eﬁ y

period. e /)
The Commissioner may wish fo consult with theﬁn&ms‘t r about a
but this must not be a justification for delaylng/“‘re‘sgo

/'\

\ g %

\

The Ombudsman has commente /En me\nﬁ}gorta é«Well informed
electorate at the time of a gene . I not become
involved in assessing the po |trcs}%ns’e% ’;\o rete*gsmg information,
but shouild make OIA d_ecus\n’s in efftrcall u}a\\l\manner

" ‘\\\\./'

AN

PS uidahce
N\ Office of the Ombudsman Guidelines and Case Notes

\/:-/ Cabinet Marual
¢

i \%istrv of Justice Guidelines on Charging

~7 Standards of Integrity & Conduct for the State Services
Release of Official Information: Guidelines for Co-otdination

For help with any OIA imatters, please contact Ministerial Services in the
first instance.

15
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Annex 1 - Section 9(2) “Other reasons for withholding information”

Reasons for Set out below are the reasons most commonly used by the SSC to
‘.yvithhold;ing withhold information. /
information Note: these grounds are subject to the “public interest” té§P/\ &

\\/ 7

Section 9(2)(a): To "profect the prlvacy of natural person mcjua/ irhbt of eeeésed

protect the natural persons.”
privacy of
natural persons

~

Consider what effect disclosure might have, and ‘Wwhether lt is" nec:engry to
withhold the information to protect the/pﬁrgbn s privacy. ¢\

Note: generally the SSC’s pra (VE ﬁot o wi hhalh t\&name of an
official who has patticipated in g ﬁ Tha |§ o] |ﬁ their official
capacity, not a personal one requ\r&g, tect/orﬁ:\ffhélr pr{vacy

Before making a demssop ﬁ(lth?jold consuf/tftﬁe\pe ol

\ - 5 \
2N s /
Section 9(2)(b):  To "protect infon %’Q re the ,ﬁ mg @aﬂable of the information
commercial % 1

NS (i) would disclose e trade sé rat

denEiLy (if) ufd e li ely unge ﬁﬂbi to prejudice the commercial. posztton
q? \? son who ,68 jed | prrs the subject of the information.”
Th)s Wlth _____ \most commonly used in relation to requests
fo‘r ion a ants e.g. hourly charge out rates, However,
( /th;er |§ /é publ rssLt knowing how mugch departments spend on
cons Itancy,/i\ \{ot ﬂgures that do not expose competitive rates.
. \_‘\ O\

> \/ /\
Sectloﬁ Q(%{(P. To "protéc ?r’drmatfon which is subject to an obhgatfon of confidence...
mfprmatl oF t Wbere the making available of the information

{ pdan (l)\\yduld be likely to prejudme the supply of similar information from
\ “the same source and it is in the public interest that such information

of -
N “9 nce \ should continue to be supplied; or

would be likely otherwise to damage the public interest.”

\« ThIS reason for withholding is used reasonably often. All elements must
i /,-//>\ \Q.,_»_,, exist, i.e., disclosure would be likely to prejudice the future supply of
E 4 </)\\> similar informatlon and it is in the public interest that the supply of similar

<) /}\ information continue.
- E i e An éxample of a situation where this would apply is the Chief Executive
5 > remuneration survey. SSC gathers information about ‘chief executive

remuneration from Crown &ntities, local government, and SOEs to provide
advice fo the Commissioner for the purpose of sélting remuneration
ranges for his or her statutory role in relation to Public Service Chief
Executives and other chief executives.

If SSC released information that was gathered in confidence, SSC would
be unlikely to be able to collect such information in future, and it is in the
public interest that SSC continue to do so.

16
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Section 9(2)():  To “maintain the constitutional conventions for the time being Which

ma’in__tai’n‘ the protect: . . .

ggﬁj‘e';‘:fg;af' (V) the confidentiality of advice tendered by Ministets of the Crown and

R g o officials.”

the time being B 7
This reason for withholding is commonly used. l” be used, for /

example, for Cabinet papers, before Cabinet has cons / d them, on thé
basis that release will undermine the ability of Cabln pr erly con: éd
the advice. The papers can usually be protected }Q a tiémsion has a

made. /

Another example: when a request for a draft v}er/to a Parhé éntary
Question (PQ) is received the Minister makes th t% ultumate(dacism %bout
content and is accountable to Parlia gr( t\for the answer;— To-release a
draft PQ would make Ministers le eiy to- seek departraental advice,
which would diminish the quality o /é/dylse to Parllaﬁen’rb 5

Section 9(2)(g):  To "mairitain the effective ¢

@h\d\./c/t\vf pubhaéffixs }réugh -

maintain the R %
effective (i) the free and eraak e._' ressmn imons by or between or to
conduct of Mmrsters 0 rcers and employee of any
public affairs Departrﬁq &, m}t e coursé Gf t& F uty, or
(iiy  thep tect\on/of nrst . officers and employees from
(rﬁp?op pressure &;as ent y
Sectio /9 2)({; (i) 1 used often in conjunction with section
A i\L {confiden /n |{'C [ce tendered by Miriisters of Crown and

( nffi”cmla)

Zl’h Ise LQ( \)Q> must involve opinions and the information must be

\ A e ﬁeedetj{o the- efféctlve conduct of public affairs. $SC must be able to
g show that%%ﬁ@re were ho protection the opinions would not have been

expressed, @nd it is lmportant for good government that they were.

Q § %L@VQ(Z)(Q)(U) SSC will need to show that there is a reasonable
A /// \[lkehlqpéd of improper pressure or harassment that would adversely affect
<\

A/ / \\
= Ly / !
& NS

the éffective conduct of public affairs.

§

/ \/

\ Se }1 gﬂ)(ii; To “maintain legal professional privilege.”

;bf)g Iegal This reason for withholding will only apply to legal advice from a lawyer
\ p;'\f@ge }2‘?\’; :— given as legal advice — not policy input to a policy paper by a
Q}) \§ Note: the requirement to transfer requests for Crown Law Office advice to

the Solicitor-Géneral.

17
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Section 9(2)(j):  To “enable a Minister of the Crown -or any department . . . haolding the

information information to carry on, without prejudice or d;sadvantage negotiations
relating to (including commercial and industrial negotiations).”
ragoliations Note: under the Employment Relations Act 2000 -an employer cannot

withhold information from a union that is reasonably required to support or
substantiate a claim in callective bargaining for a collec’c{veggreement

N pg&s

“Public All section 9 grounds for withholding |nformat|on<zKe gﬁbéct to the-public
interest” test interest test i.e. are the reasons "outwelgg/d\by other considerations
examples which render it desirable, in the public inte est: to.make tl;|at information

available,” as per subsection 9(1) of the er

An example of an overriding Ifc)glné terest: y}\ztﬁ senior
employees, particularly on leavi f)’) ment. nce section

9(2)(a) — protect the privacy o rson seem to apply.

The Ombudsman has said ;rra é“c bll/y/fb qexp ndlture of public

money requires added tr; arernc
Note: the “public mterest'\ s\qqt) e sar( as’o \Nuterest to the public”.

Q _<&>)\1,>*
LS
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STATE STRVICES COMMISMON
)

Publishing Responses to Official Information Act 1982 Requests on
the State Services Commission’s Website

Proactive release
of information

Resp né/

/ N

Where possible, information of public interest QE\KQ/Stgte Services
Commission (8SC) holds should be proactlyg /puk%@ued g
website (proactive release). This mcludesﬁ

\\'
a) information published at SSC's dlscrét n, wﬂh%any rgquest
from the public / ) . )

b)  information pub[rshed m? \RF;SG to p TCH mand including
information that is re lyr quested frol jSSC under the
Official Informatlgn Acb‘l@ OIA) N N

.. ) N

c) information tha{hag ewm&s’ been released by SSC to an

individu l\r(eqqester under th

Proactive re‘iq\ase b? mform{(m\ %tes -good government, openness
and tr, nspareﬁcy/and fef? 5r}3 publ trust and confidence in agencies.

AN
‘te<\Q2 Minis §y>approve the proactive release of Cabinet
rtherli for |on on the processes and responsibilities that

M
a%er al.
/}o a an( decla{on to proactively release Cabinet material and

itto be b\l ed online can be found in Cabinet Office Notice (15)3.
\ \/

pdlA All respﬁsﬁ?es to OIA requests must be considered for publication

request éi’l”/o{lld \(elther in full or in part) on SSC's website.

\
\
B %

%J will exercise caution and due diligence before making official
//\Iﬂ

ormation available and will consider any poteritial liability, whether

} civil or criminal, that ight result from the publication of an QlA
response. This includes privacy considerations (for example, where

the nature of the response is likely to reveal the identity of the requestor
despite the requestor’s identity being withheld), defamation, copyright,
or breach of contract). '

Internal consultation on a proposed response to a request that SSC
intends to publish will include discussions with relevant SSC staff,
including the Legal Team and the Office of the Head of State Services;

to confirm that the risk assessment that has been undertaken by

Ministerial Services is adequate and thorough.

SSC may decide to. release information in addition to what has been
requested, so that the information can be placed in the proper context;
and to mitigate any potential harm from its release.

IN-CONFIDENCE 1
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8SC may also, when considering publishing OIA responses, reconsider
information previously released to a requester under the OIA and
reassess whether the information is suitable for publication more
generally.

In situations where a response is likely to be of no or \Iﬁ [imlted public /
interest (for example letters declining requests wheﬁét rmat nis
publicly available), SSC may decide not to pubhsh\;he; rQ p <O

Consultation All parties </\\ \
SSC will let all parties being consu!tad on |ts OIA ‘espon§a know if it
intends to publish its response. 4 n-QJA request éq P rt of best
practice, SSC constults, whzr’e/ o{syg/e all in (nduz named in any
documents proposed for releage\ er the' Gl where it is not

proposed that their na\rq??g\ry //\<
: \

N
Officials ;‘\/ ,' >

If SSC is ¢ ns\d i g pub \a \en na[ information about officials
(e.g. their né 3) il addre §s(p\ ¢ number), we will conduct a risk

assessment thaﬂncludé égkl@g conﬂrmatlon from officials that they
a ﬁ Qoxfo\vt ble with the iz lisation of their personal information.

// i vstja\r’s oﬁ <
L e Mlm ﬁce should be given an opportunity to comment on the

onses in accordance with the "no surprises” principle

E — blsc 'tI
s \> (par@g&g 3*16 Cabinet Manual). Ministerial Services will co-ordinate
& (/) this, and. will also consult any other individuals/teams in SSC as

\\<///\ Va required 6n responses that are proposed for release.
/) P
% <ﬁ\ e e,

s \Aqk owledg/\m (/ﬁe following text is included in all acknowledgements:

: n@ “Our letter notifying you of our decision on your request will confirm if
we intend to publish the letter (with your personal details removed) and
any related documents oh the State Services Commission’s website.”

>
\,”>\\/ All consliltation correspondence will include the following (amended
(,",jf\\% depending on whether the response is intended to be published or not):
&\) ) “Please note that we intehd to publish our response to this official

. information request (with the requestor's personal details removed) on
the State Services Commission’s website.” / OR “Please note that we
do not intend to publish our response to this request. ”

IN-CONFIDENGE 2
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All response letters will include the following (amended depending on
whether the résponse is intended to be published or not):

“Please hote that we intend to publish this letter (with your personal
details removed) [and enclosed documents] oh the State Services

Commission’s website.”/ OR “Please. note that we r,{o not intehd to /2

publish our response to your request.”
{ \/ , P

Location of OIA responses will be released on its w /mfé&en SQB*S OIA6 ge; \Mﬁ’t

publication links to relevant work areas if possible (!@’\Jff\a mernber of the Gbl[c/ is
looking at a page about the structurg of Chief: Executl\fe Temu atlon
they can also see link(s) on tha 9é to any re!aéct G}A}esponses
about remuneration that SSC}a/s b\fshed)

it b

The information on this pagé w;lf J Iude Ke\;g Iwgton date (of both
the response to the rgqﬂt? ‘and th d{te o\f onlme publication), a
description of the O! respay and a hﬁk\m\f\he response.

Where the Cro ds ebpyrl t | }‘e?matlon will be made available
on open licer 51 whgre \ng;)

_/

\
Timing of SS(Z: ﬁ ;\J sponses ,,il&éﬁl@ﬁlly be released on its website quarterly,
publication ise d tca iined. > This will be reviewed once SSC's practice
/?\s/g OlA resp 'ses has become business as usual. The

wu( ot notify the public if there are no responses to be
bllshed\on qutlcu!ar day. SSC may (to be determined on a case

y casg Qa\:ﬁ@énal in advance whether a particular response will be
pubrs\@d\
< <
\ // ) Pubhca’n% of OIA responses will occur no sooner than one day after
S /s\ \8/ ponse has been provided to the requestor (where the response
/ é}j} L, = ent through email, with more time to be determined for responses
/_—\\\f:\/;/‘ \5 sent through the mail) to provide the requestor time to consider the
e g response.
\\‘\\\ g‘\\;? ( 5) L
b /><\\\ Sy SSC may, in the future, sét up an RSS feed to allow people who
&\ 2 S frequently request information to be alerted to new releases.
— \ |;date :’f If SSC's decision on release is changed or overturned on complaint to
& > | information the Ombudsman, we will update the related information published on
published online olirwebsite

IN-CONFIDENCE 3
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[ENTER DATE SENT]
{prop:SubmitterFullAddress}}

Dear Mr/Ms/MrsiTitle LAST NAME
Official information request for [brief detail of subje}%n%atter o /ieques }

| am writing to acknowledge receipt of QI \frequegf \‘
"{_{prOp:Qu’estionSummary}}*’. g/u >

We will endeavour to respond to your req a p ssi B n any event no
later than [date], being 20 working days . af he\d y your e I;s received. If we
are Linable to respond to your request by h?an, we will ne tﬂxyou\gﬁ an extension of that
timeframe. "'\‘\H—-\,_,_> \

\w

g Ministerial Services at

If you have any queties, of fre *te nt

Ministerial.Services@ssc.govt. nz y a ia tors comme to light which are

relevant to your request; pIQé e do not contact us so that these can be

taken into account j

Our letter notlfy:ng é your request will confirm if we intend to
&&l removed) and any related documents on

publish the le r\iﬁr« 1t ur pe
the State Sel e} 135|K we\ bsite.

Yo@e (\/ \\\\

N A
§>7 2
Gy {pro %CT/% <User[t:lusplay =fullname]}}

/
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[ENTER DATE SENT]

Mr/Mrs{{Prop:SubmitterFullAddress}}

Dear Mrles!MﬁrTSfI'itléLA‘éT NAME // ? = 4
Official information request relating to [brief detail of. subje%@atfer

v st1< 7)
Our ref: {{prop: ReportNumber}} S —

| refer to your official information request dated [date] for "{{préﬁ'Q\ueshonSlgsqma }}j
[No‘te has'the reguest been revised by the requestor

We have transferred [part of] your request to the {{ <:) %rahgferD |f t} as [part of

the / the] information to which your request rel: ey de of ecific aspect of
request to be transferred if a partial transfer] [,IS éd to be held by
the {{prop:TransferDepartment}} / is bel : connected with the
functions of the {{prop:TransferDepartment}} \ln ese GI]‘ ﬁ‘n Sc , We are required by
section 14 of the Official Information cL &‘ 2 10/ ransfe your G\q est.

You will hear further from the {{pr‘/otpt sTerDepagﬁ*ne\l _
request. [Prowde other agency. \co t details gf\a\\/
will remain with the State Service: iSSiQﬂ ]\

/)‘/\(\) i
Yours sincerely / 5 N Oy
“/’)) {.ﬁﬁ\b

(org wi;g{r}} /\\»
Q a/\ager splay} Title]}}

/car/lcernmg [that part of] your
[The other parts of the requiest

/\/@v \\7
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[ENTER DATE SENT]

{{prop:TransferDepartment}} a 4
{{prop: TransferDepartment[dlSpIay~Address]}} / , A

Dear /><\<’(\§\/

Transfer of request for official information ' \\\

| write concerning an official information request received, :;y the State Services Commission
on [date] from {{prop SubmitterFullName}} for {{prop: Quas\ K

rjgmary} =
As discussed between [name] and [name] on [date],/an’ /;or‘ the reasor et 051 in the attached
letter to {{prop:SubmitterFullName}}, this request is be\m/ /’}msferréd \full in part] to your

agency for response.

Please treat this letter as a formal t \;Q [this - épe t oﬂ the request under
section 14 of the Official Information Act/ 19 hould WarMhat a response must be
provided to the requestor as soon a Qas}eia;bly pra ttb nd no later than 20 worklng
days after the day this transfer is rec b

you \gg nless an extension of time is
required and duly notified to the rebm to

p%&M/ﬁager \
{ pr ang\\f zjobTitle]}}
%&/ =

&[\\N(a\‘ ‘correspondence from {{prop: SubmitterFullName}} of [date]
/\ copy of correspondence to {{prop: SubmitterFullName}} of [date]

@O



We have transferred [part ?
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(ENTER DATE SENT]

Mr/Mrs{{Prop:SubmitterFullAddress}}
Dear Mr/Ms{Mrs/Title LAST NAME < 8) &
Official information request for [brief detail of subjeci /a}t\pf requ( Q\t]

Our ref: {{prop:ReportNumber}}
AN &,}
Y

ue@t \>to the
{{prop: TransferPortfolioMinister[display= portfo[loD [F’z; 0 ( el he] information
to which your request related [nalmelyr ,etet 1; a*ap ctof request to be

| refer to your official information request dated [date] for {{pi‘o/\ gstlgnSlg- ma

[Note: has the request been revised by the request r’f]W / e

transferred if a partial transfer] [is no IS but sfbeh to be held by the
{prop:TransferPortfolioMinistér] dtspI%y etalls]}} As\héi ved to be more closely
connected with the
{{prap: TransferPortfolioMinister[displa b{tfohoDei in these clrcumstances we
are required by section 14 of thé\\x ic /a)lnform 2 to transfer your request.

You will hear further from- {{prop Tr r{sfe f\ol|oNIm|ster[d1splay—portfohoDetalls }}
concerning [that part éguest [The ?f arts of the request will remain with the

State Services Corp

o) s 5?@

~—

\t\\ My
N
—
——

Yours sinéer \jyr-uf:;j {T_ \
S

{{prop: H
éxicéa\m A %}ger[dlsplay—jobﬁtle]}}
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Reference: {{prop:IntReference}}

Date: [ENTER DATE SENT] > / i
" \%
i
L

&
{{prop:TransferPortfolioMinister[display=ministerFullName]}} K% e
/>\ %

{{prop:TransferPortfolioMinister[display=porfolioName]}}
rop: TransferPortfolioMinister[display=ministerAddress
{{prop: ter[display=min I \) \\

: //)\ C
/) SgiPo=\ >
Dear Minister (
=, \ / />
Transfer of request for official information / x/ ) / /
eiv

| write concerning an official mformatlon reﬁ\
on [date] for {{prop: QuestlonSummary%}.‘-\ =S .

N

As discussed between [name] : @u
’

j on [ for the reason set out in the
attached letter to {{prop: Submltte /,"e}} qu@ is being transferred [in full 7 in
part] to you for response. /

4 _\ N\ \//”\/
Please treat this lette rmaI ra s‘F r@f [this aspect of] the request under
section 14 of the Offic aﬂléf tlon You should be aware that a response must
be provided to the re cm 5 so J‘rably pracﬂcab!e and no later than 20 working
days after the dé «t | sfer is’ éc ved by your office, unless an extension of time is

required andd\uly\ntht to thf,: réckuﬂ\g I

\ \"\/

/\
Y %ssm é
\\/ B,

o {{ %asﬁaa}
% nager[dis play=jobTitle]}}

l copy of correspondence from {{prop:SubmitterFullName}} of [date]
copy of correspondence to {{prop: SubmltterFuIIName}} of [date]

ed/fro \{‘p\pp :SubmitterFullName}} -
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1. Written Consultation with Requestor

[ENTER DATE SENT]

{{Prop:SubmitterFullAddress}} X //t A 2\
Pt (\\ &,’////( //;j.\/ :

Dear Mr/Ms/Mrs/Title LAST NAME /\\ \// >“’ ~ O

Official information request for [brief detail of subject ma/ttél:ba\}uest \“; o~

Our ref: {{prop:ReportNumber}} ih
| refer to your official information request dated [date] “i{ @'Questloﬁs -mma}y}_}".

Your request as currently framed will be very dn?tc/ §et withoyt st 3 tantial collation
or research. [Describe the difficulty- involved in m étiQ/the requﬁ‘ cluding details about
?7 ind bring it together,

the volume of information involved, the estlméte re/quare
and the impact on the agency's other opg

Unless your request is amended, we mayh to fefuse /e\rs tion 18(f) of the Official
Inforfation Act 1982 (OIA), whlch 1@ ‘whe ethe n o on/oannot be made available
without substantial collation or ﬁf@ arch, >

Please let us know before [ms that ysnfem the agency to meet its statutory
obligation to make and com lcate its d g:ph bn\ he request no later than 20 working

days after it was recei 91 er you ar red to amend or clarify your request and,

if so, how. [Set out dr;ass the agency's difficulty in meeting the
request, mcludmg 6

ns tha
r/ dex ré@n Bd provide contact details of a member of staff
who can assist}:

[Use only wher ﬁae}e ter is s Xh/n seven workmg day's of recelpt of the-ariginal request]

Please no e }f '@ do am |fy your request this will be considered to be a new
purpose %\ k:bkatlng the maximum statutory timeframe for response—see

requ?l/gr_h
se kn \/( AA) of the O \\\

\ \
% Mnmﬁ Y
O N ¢
L
(,@/ %(p;op Manager}}

rop: Manager[display=jobTitle]}}

O

.
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2. Confirmation of outcome of consultation with requester
[ENTER DATE SENT] A

/ —_— N
{{Prop:SubmitterFullAddress}} < L N
e Yl ( f)
. " - P / <\\/ ‘:\\ \-::_‘;/
Dear Mi/Ms/Mrs/Title LAST NAME I &\ \7{\?
\

Official information request for [brief detail of subjeztiq?tter oi> rques
Our ref: {{prop:ReportNumber}}

| refer to [provide details of written or verbal cogs{?/a ylth req ter] onEemmg your
request for official information.

In light of the difficulty involved in meeting &r r tgz/ rs\taQ/ ou are prepared to

[prowde details of agreement reached,(fq exg Ie am nd Qr equest to A, wait to

receive the information until B, pay a reasbna ble hargeg

We will proceed o process your hat o} %e‘{t notlfy you of our decision as
st

soon as reasonably practmabmr; n Iater tha relevant date],1 unless an
extension of that tlmeframe is neces \

D) A
Y Iy /A¢</)?(< >

W

(&

{{pr@f \g>er} ! %

¢ {{grop anage spla =jobTitle]}}

N,
v

©°

7, )L. IR

NG

A

Note, If the requester has amended or clarified their request at the behest of the agency within seven waorking days of
recelving the original request, then the relevant date will be 20 warking days after the amended or clarified request was

received (see s 15(1A) OlA).
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3. Releasing the information in an alternative form

[ENTER DATE SENT]

{Prop:SubmitterFullAddress}}

Dear My/Ms/Mrs/Title LAST NAME .
Official information request for [brief detail of sub);agtmatter of requestjig.

Our ref: {{prop:ReportNumber}} — 5% 'jf
| refer to your official information request dated [c(a@é /for\ﬁprop(QL%’nthu mary}}":

Your request is an administratively challen dgl’ng o et/ deal with. “[Descfibe the difficulty
involved in meeting the request, includin fqlls o\ut the %me formation involved,
ila

the estimated time required to make t e% rmation aval !Q)and the impact on the

agency’s other operations]. \ — \ ,/ 5

In light of this, we have de mé t your r >by [specify manner in which

information will be made avall ? mspa Z}ét or summary, oral briefing] in

preference to providing: coples of th\ /u mfo;m |$|a ave requested. We are permitted
Act 1082 because otherwise it would

lmpalrtheefflmentad ini rao of the St tg mées Commission.
erm@ ith us, please feel free to contact

to do this under-section sz)jf?'the OfficialAr ffa

If you wish to
Ministerial Service NZ
You have the rightt hﬂ%aek and eﬁ’;/ ation and review by the Ombudsman of this decision.

gplamt is available at www. ombudsman.parliament.nz

Informatian ab to ma@\a

or fre/? \ {80)?} 802ﬁ0\ ‘\‘\ C>

cerei \\//
LT

\

Oanager}}

@)

\{grop. Manager[display=jobTitle]}}
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4, Refusal of a request under section 18(f)

[ENTER DATE SENT] ; 0
% J
N\ VD S W

{{Prop:SubmitterFullAddress}} Q\// (( 5)

//;/\ \/x//‘\b\’ 4 \\“‘\ k\:‘_j
N - 4 St Dy e
Dear Mr/Ms/Mrs/Title LAST NAME NN, ¢
SRR
Official information request for [brief detail of subj<eét 5n\gtter of req est]-,.f\
Our ref: {{prop:ReportNumber}} N Sl

| refer to your official information request dated [c{a&fbr "@rop QL/ {tlorﬁs rﬁ%hary}}"

Due to the substantial amount of work that wou ulre;I ia re éareznd collate the
information you have requested, we are, e our reqt( indep section 18(f) of the
Official Information Act 1982 (OIA). [Descr\ab !ffICLl y\lnvo\fv in meeting the request,
mcludmg details about the volume of” in ormat Iv “gstimated time required to
find and bring it together, and the im] g the age p§ tfqer operatxons]

We have considered whether chaTgln/g r extengl\g %eframe for responding to your
request would help, as required by segtion 18#?0 th\ OIA. However, [explain why charging

or extending would not | e@}

We have consulted >ccQS red c 1\:2th you, as required by section 18B of the
QOIA. However, [de ? D)g pts at on a d why this has not resolved the difficulty,
or explaln why O‘r}sult woul (n hehai

[Use if meetl ﬁhe’rg uest m/{ rway]

\t eet yot(r exac @est we are able to [detail other way in' which you are
t’\ meet the réquast]

i CLL\/S/\khIS decision with us, please feel free to contact Ministerial
.z, and we can provide further assistance should yeu be willing to

ight to seek an investigation and review by the Ombudsman of this decision.

é Im‘or@éh bout how to make a complaint is available at www.ombudsman.parliament.nz
0800 802 602.

{prop:Manager}}
{{prop: Manager[display=jobTitle]}}
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[ENTER DATE SENT],
{{Prop:SubmitterFullAddress}}

Dear Mr/NIs/MisTTitlé LAST NAME

Official information request for [brief detail of subject matter r%u\(g
Our ref: {{prop:ReportNumber}} a

[ refer to your official information request dated [date] for "{{pfd\st\onSu maS} §
[Usé-if extending time limitite make & decision] d

The Official Information Act 1982 requires that (I) € yﬂu of nur sion on your
request no later than 20 working days after t we vé \your request.

Unfortunately, it will not be possible to meet E{a wgélﬁﬁand e pjafore writing to
notify you of an extension of the time to ma >-0u Ysi ision, t ’[g]a o

We will keep you updated on the progres’g O\K
[Use if extending time linit fo transf§ ‘éque\SiD

This letter is to advise you that-it a e/nece '
[agency/Minister], and that we afa }:ng the rﬁv h daytlme limit available to make
this transfer, to [date]. - \ ‘ '

/ N

[Use in-all cases] >

This extension is h c ss;mr b ause ur re u st is for a large quantity of information and
meeting the orlgl Jimit w 119 onably interfere with our operations / your
request nece |tg es. a ﬁ arch Lfgh a/large quantity of information and meeting the
original time ]I&;Lﬂli Wé}.l unreasol a@@ interfere with our operations / conisultations [provide
detalls if SIbl\}Jn/eede to-make-a - decision on your request are such that a proper

/v got t’easor%b made within the original time limit].

If y M /tG» Iscuss any aspe of your request with us, including this decision, please feel
ee tb\ceh ct Mmls\tenal Services at Ministerial. Services@ssc.govt.nz.

Y \u»h/‘ée th an investigation and review by the Ombudsman of this decision.

/ﬁ)f atl to make a complaint is available at www.ombudsman.parliament.nz
6 reepho 802 602.

r: Tnc/ |

{{prop:Manager}}
{{prop: Manager[display=jobTitle]}}

//y i — \/\i\\
ﬂ/
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Dear Mr/Ms/Mrs/Title LAST NAME

Official information request for [brief detail of subject matter of re
Our ref: {{prop:ReportNumber}}

| refer to your official information request dated [date] for “{{prop:Que 'ﬁ\s{@rﬁéry}}".

On x date we advised you of an extension of the time to make o rée\i@o | YOUIR(TER est_,iﬁ
ee

u L’lpdate’c‘ifb

to [x date]. At the time, we also let you know that we wd‘@i\u‘” 19
progress of our response to your request. We are letting you kno

, _ . therefore;:
just [commenced/concliided departmental/Ministerial consultation]. i/e\
iy

Kind regards

Ministerial Services @ k4 :;\S\
e \ =

Q

a
-

¢

A,
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Please note that we intend to publish our response to this official information request (with
the requestor’s personal details removed) on the State Services Commission’s website. /
OR Please note that we do not intend to publish our response to this request.

22660141
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STATL ST RVICTS COMMISSION
Te Komihana O Hyd T Kisanstangd

IN CONFIDENCE

SSC Report: Official Information Request {{prop:Summary}}

Date: | [Date Sent] Report No: {{prop: Repo'rtNumber}}
Contact: {{prop:Manager}} Telephone: {{prop (J\i ager - AN .
[displa ;2 onE}Numbg’}} s .
| Action Sought A %%ii_n;e \ v

{{prop:portfolios}} Any comment on the State S ices XXbefo‘re‘dué\datew

Commission's (SSC) pr0p059 qunse Y e Y

to the official IﬂfOl'matlo}I st\\for —

information regarding {{py ry}} =

)

Key points </ ﬂ \/ /<

. On {{prop:ReceivedByDepartm ;% isblay"l]< S Q/r/e\gtved an official information

request from {{prop: SubmltterFuI e}} for

o The proposed letter of reply ah h formati/Q forr léase are attached for consultation.
o A response to the reqp /sL due by {{p R Fk(ca duedate}}

) Anything else tha} qu\l; help eg has this information been previously
released? Wha/h 5/5\69 onsult{ 3

' o
(\\ \\//

2235137_1.docx IN CONFIDENCE 1



DRAFT ONLY

DO NOT SEND UNTIL THE CONSULT REPORT IS RETURNED

O
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Text: Moto File Note — Minister’s Office Informed of SSC’s Decision on OIA Request

To add to the “Additional Notes” box in Moto — Minister's office informed of decision o OIA
request on x day” [note this should be the day that the response was released to the requestor,
not earlier]. “A copy of the response was/was hot provided to the Minister's office”.

OR

“Minister's office-was not informed of decision on OIA request.” @ @/

00
c
@? \§
N Y
N
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[ENTER DATE SENT|

Me/Ms/Mrs {{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Mrs/Title LAST NAME <
Official information request for [brief detail of the subject maL\e\% quest] <<

Our ref: {{prop ReportNumber}}
| refer to your official information request dated [x] for {{prop é{\\0n8umm§\\Q}
[Check: Was the request clarifiedirevised by requesio —

[Check: Was:any. part of the request transferred?] Q ~
[Chieck: Was the time limit extended?] @ (
i

Information being released
Please fmd enclosed the following docun@nts\

Item Date Documgn‘txge{;cnp}lon N\ \\/D\Ismn
1 o v \\
2

information being wi hel er o of the following sections of the OIA, as
apphcabie

[l have decided to r%/{ c.( rereva —pa\ S] tFle documents listed above, subject to

i

y? Cornmon grourids for withhelding iffermation :are

who is the. subje,ct of the mfcrmatlon

M v)/ to maintain the current constitutional conventions protecting the
ty.of advice tendeTed by Ministers and officials

grma't‘ion publicly available

Q The following information is also covered by your request and is publicly available on the
[S6C, Beehive or other] website:

ltem | Date Document Description | Website Address
1

2212282_2.dock
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2

Accordingly, | have refused your request for the documents listed in the above table under
section 18(d) of the OIA — the information requested is or will soon be publ[cly available.

[Check has relevant information been removed from pubhshed documents? If so, inclutle
thg following paragraph:

Sameirelevant information has been removed from documeénts listed int

s absye table ando%
should gontinue to be'withheld under the: ©IA, on the grounds desr$ _‘ he ume ts.]”
()

Information being withheld =
There are additional documents covered by your request tha % ed to wuth)w\
full under [6hé or mare 6f] the following sections of the QIA, as abp\l;able

[Chick: Do:section 6 grounds apply? Commmon grour &égts in full

i ";'?Jlget'hholdm
are provided below, with complete list of withholdin

o section 9(2)(b)(||) —to protect the commerc I(p of th rgon 10 supplied the
information, or who Is the subject of: tlf/mfn ‘ | %
e section 9(2)(f)(iv) — to maintain th { nstitutic a%v
confidentiality of advice tend'ere/d by-Ministers and
followin X i]gs In making my decision,

[Ifthere are withholdings urider sectjo
| have considered the public in § n 9(1) of the OlA.] [Expand

tions protecting the

SJ erations
more on this if possible.]
[Check: delete the-above lfTr formatlon %athheld under section 9.]
[Use:if imposing cor}lm s ;

The mformation i elfg

including any r
protect.] @

ease]
(Y o( con |t|on that [specify any relevant conditions,
ram%\i [%ESG ibe relevant harm the condition is intended to
S cision with us, please feel free to contact
s ‘Unless | r tgranfed infull immediately. You have the right to seek an

st o dQegeyw by - he Ombudsman of this decision. Information about how to
ea-comp au s avdilable at www.ombudsman.parliament.nz or freephone 0800 802

s
60 o>

sl
&//6 :
v é%as Se hat(we intend to publish this letter (with your personal details removed) [and

O § encl d % nts] on the State Services Commission’s website./ OR Please note that
&1\% nd to publish our response to your request.]

Q urs sincerely

{{prop:Manager}} _
{prop:Manager|display=jobTitle]}}

2212282 _2.docx 2
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WUsé if granting the request in full and releasing information at a later date

We have decided to grant your request. It will, however, take us some time to prepare the
information for release. We will send you the information by [date].

lsé if.granting the request in part and releasing infermation at a later date

information to be released]. It will, however, take us some time to pr form

for release. We will send you that information by [date]. We ha é\@l

your request for information which relates to [describe inform:s 1/ jﬁ und s\&
[detail relevant section(s) of the OIA. [Describe relevant har nsrderat:o /th%
public interest in release, if applicable.]

We have decided to grant your request in part, namely information \Nh:ch‘<e tﬁé s} [des: {
ge

Use if réleasing information in & diffé’r’é‘ﬁ‘t’fo‘rm fo th/k\ far —\

You asked for the information to be released to4 Qﬁ Ezp ify form f(rele ) e%sked for by

requestor]. However, we cannot release the info m\ n th (fér as-[this would impair
to [spe gal uty / prejudice the

efficient administration/be contrary to our [e gf]“di )
interests protected by section [detail rel\ga §9 on(s) f/fh IA] [Describe relevant
harm, and consideration of the public intere §t\ n.release, f plxc le.] We have, therefore,

decided to release the information j@%ﬂ [spe ify th %‘K which the information will be

released.]
Use If* refusing the request in fu1

We have decided to refus SW% equest urk % detail relevant section(s) of the OIA].
[Describe relevant har ,.and do mderatlen ebﬂbhc interest in release, if applicable.]

2212282._2.docx 3
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STATT SERVICIS COMMISSION
Te Komihana O Nga Tan Kawanatanga

SSC Report: {{prop:Summary}}

Date: [Date Seni] Report No: {{prop:ReportNumber}} ~
Contact: {{prop:Manager}} Teleﬁh.c’_me: {{prop:y /n/g)er[dasplay phaﬁeN
' ber]}} S g
_ Action Sought N e\QdJ:rfé B K\j )
{{prop; portfolios}} Sign the attached letter to { ja{;rop N
{{prop:SubmitterName}} res o/ﬁl urrthQueDa e[ﬁ\ play—l]}}
to their: correspondenty ahout o
. _ {{prop:Summary}}. Sear i
o 7] \ ( ol
e N " \)
, F
Enclosure: Yes (attached) N </{/,>\_> ¢ << ))
e N N
(, \> N\ - \ \\‘\
gm /\\ . -
Recommended Action ] /\\\ / . W
S o AR

It is recommended that you & \\\‘ A Y
S 4 P ~\ N
IMIF e
a sign the attached letter to { ‘Submit rFlg me}} informing them that you
have transferred [p < StSuerIA re és gh {prop: TransferDepartment}}; and
b sign the atta I{?& tte

lfz %sferDepa_rtme_nt}}, transferring [part of]
the OIA requ

‘10 the K@%\ :
‘(g/; 5 ) (A\“ { PR

g >
/// k;/ \::;} Q f\& l-rd)
By S

QL /)\ f\ .
o~ L\%{&op ‘top &&k \}//

\
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SSC Report: {{prop:Summary}}

[Delete sections: sof report that are not required or relevant]

On {{prop: RecelvedByDepartmentDate[dlsplay—l]}} you received an Official Information
Act 1982  (QIA) request from {{prop:SubmitterFu e}} of
{{prop:SubmitterOrganisation}}. The request was for: (;

/

{{prop: QuestionSummary}}. (
[Check: has the request been revised by the requestor?] /\<\/ AN A < 9
A response to the request is due by XXX / # \\ | 7 <
[Option 1 - Ne Informiatish Held] . N A

(] / ) 2

[Fall] \

unhkely to hold the requested informati d/ eliev /“\Lt is_held by the
{{prop: TransferDepartment}}. Accordingly, g;efre%aﬂq end n@rseﬁ ion 14(b)(i) of
e

the OIA you transfer the reguest to the {{p\& rDep m@}
[Part]

From our records, and fo!lowmg co } ion with Nkr ge it appears that you are
c €

From our records, and. following consultation w@ot}r Q%lce it 6 earigé

unlikely to hold the requested m?@rrr@t relatin tQ ‘subject] and believe it is held
by the {{prop: TransferDepaptmen }} —Acco ﬁ gl commend that urider section
14(b)()) of the O!gn/y transfe rt of the request to the
{prop: TransferDepartm 5)

ﬂg O >\“
[Option 2 - s /e%fe
tF-u‘u] .
be lev ‘(Ija e requ ke rtf\l‘,matlon is more closely connected to the functions of
the § nsfe:rDep%ﬁ Accordmgly, we recommend that under section
14(13) |A you tra he request to the {{prop:TransferDepartment}}.
/\
2
¢

(/’f\/ ) \/c/onn cteﬁ functions of the {{prop:TransferDepartment}}. ~Accordingly, we
‘8 . reco that under section 14(b)(ii) of the OIA you transfer this part of the request to
!
\/

lx ansferDepartment}}
ﬁ% sfer of the OIA request is due by XXX.

< Attached for your consideration are a letter transferring [part of] the request to the
( >> {{prop: TransferDepartmerit}} and a letter informing the requestor of the transfer.

believe g}\ ﬂ\gf your request for information about [define subject] is more closely
t]
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Ref: {{prop:ExtReference}}

EAN
{{Prop:SubmitterFullAddress}} /\ /{\
/o\-\ / 1':"*-*;j>
Dear Mi/Ms/Minister/Mrs: LAST NAME w \\>
Official information request for [brief def/l of ¢ bjgct me %quesﬂ
| refer to your official information reques‘( d e\ e] for {{ 6 estionSummary}}.
[Check has:the: request been re\n xques ( 7] \/

', térDepartment}} [Part of the
y’— detail of specific aspect of

| have transferred [part of] your req he {{prop.
{ The] information to which yo t relate '

request to be transferred if a; art[al tra sf
by the {{prop: Transferl:_%‘e;/‘5 nt}} / is beliéved to.be more closely connected with the
functions of the {{pro Qfg( epartmen n these circumstances, | am required by
section 14 of the 0\10‘ /au formation é 19 éz 'to trahsfer your request.

D

%{ the {{ /3 epartment}} concerning [that part of] your

Zgg ht%oy me but is believed to be held

You will hea

request. [Pr age X o)ntact_ details if available], [The other parts of the
request ill\rem@ h m;z fo KQ se.]
/ \/ k =
\J

You md r‘ely

o v
x “‘-.‘,\

\/)//"\./
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{{prop: TransferDepaitment[display=ceFullName]}}
{{prop:TransferDepartment[display=ceTitle]}}
{prop:TransferDepartment}}
{prop:TransferDepartment[display=Address]}} F
AL
V’ \

Dear {{prop: TransferDepartment[display=ceSalutation]}} %S ( (

p S

Transfer of request for official information \/
| write concerming an official information J \recelved \}O/ﬁ‘l
{{prop: SubmitterFullName}} on [date] for {{prop: QuestlonSumma

As discussed between [name] and [name] on [dat;} %s fer\the re so%b out/ in the
attached letter to {{prop: SubmitterFullName}}, thl§ éu t|§ beangt 13)%3 in full / in

part] to your agency for response.
Please treat this letter as a formal tr ﬁa oT th|s a pf &Z;E\ﬁ’le request under

section 14 of the Official Information Act j are that a response
sonab ‘pf cticable, and no later than

must be provided to the requestor a s
20 working days after the day th;}}e\‘ is recel Q i your agency, unless an
extension of time is required arl\dlbj’\ fied to the ﬁ
/"_" N \\
\\)

Yours sincerely Q) N
( & ; / /<> < >

(5 ,{\
{{propitop Ht‘gleust}} /s )

(K\/?> o % /

) %{1\?] y y of cor i‘as?de;ce from {{prop:SubmitterFullName}} of [date]
/ N
&ﬁ co y \;;g ondence to {{prop:SubmitterFullName}} of [date]
/0

<
/>x
(o



SSC Report: {prop:Summary}}
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STATT STRVICES COMMINSTON

Te Komihans O Hga T

Kawanatanga

% L

(Date Sent]

propReporNmbery — |

Date: Report No:
File Number: -{[p\r@"ﬁlebuﬁbeir}i \\ ) )
Contact: {{prop:Manager[display=jobTit | Telephone: P {{pr fml\flanager }’/
le]}} ' ' < [display= phoneNu r]}}
- Action Sought // )5 | De@dl[r\fg‘ N

{{prop: portfolios}} Sign the attach@d/ét\er\ \b\.\}
S {prop: Submlttér n%&f @ejwt ueDateldisplay=I[}

to their corresp %bout —1

{{prop: sqm\m;}\
Enclosure: Yes (attached)

Recommended Action _

i \
& \Vad
" \.\_%\\@ /Q\ /

Itis recommended that @

a sign the atte chg /I Ste
have transf

{{prop 1 a(nsf 5

@5 \Biame]}} t

<\/ o N
e /\/ o
7z 2 : \/<//////> <\\ \)/ 7
K\/\\‘/ )"

b,

20 cfp Sl%ﬂ

ﬂfolloyg\“t({[’dsst%y— porfolioName]}};

their OlA

itterFullName}} informing them that you
request 1o

the

"t e‘“ attac?aﬂ [effer to the {{prop: TransferPortfolioMinister[display=
ﬁs@@g [part of] the OIA request to them.
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SSC Report: {{prop:Summary}}

[Delete sections of report that are not reguired-ar rele.uant]'

On {{prop:ReceivedByDepartmentDate[display=I]}} you received an OfflClal Information Fa,
Act 1982 (OlA) request from {prop:SubmitterFull 9 amel} gt
{{prop:SubmitterOrganisation}}. The request was for: —

{{prop:QuestionSummary}}. \v/ D
[Check has the request been revised by the requestor?] </\ v
<\\ \
[Option 1 - No Information Held] X Dt N
{2 T, \, S

4
(Ful \3 W
From our records, and following consultation W|th y ice; gt«a eg;é hat you are
unlikely to hold any information covered by}lé req es e believ Q\t at thie information
to which the request Q élate is heEsD by the
{prop: TransferPortfohoMmlster[dfsplay—pci'fc%mNa e]}}gAcco- ly, we recommend

that under section 14(b)(i) of the OIA\ ~ you fer-the request to the
{{prop: TransferPortfoI10M|n|ster[dis§§y inisterFull ame]L( as
{{prop:TransferPortfolioMinister ﬁlgp ?}3 rfolioName

[Part] ~) \

From our records, and fo owin consulta( |th)/our Office, it appears that you are
unlikely to hold an f K a covef blé the part of the request that relates to

{{prop:Summary}} We b e information to which this part of the request
relates is held by ¢ ortfolioMinister] display=porfolioName]}}.
Accordingly, e(/ré—b der section 14(b)(i) of the OIA you transfer the

request o — rbp Traﬁqé fol|0M|n|ster{d:splay~mm!sterFuIIName]}} as

{{prop: ra\ws@‘Pe ollo I%rtd[spl y=porfolioName]}}.
[op/@ %‘M

losely Gonn ﬁe

ull] -

/ &’ é(eve tf h& nfdrmatlon that has been requested is more closely connected to

- fun@h the  {{prop: TransferPortfolioMinister[display=porfolioNamel}}.

/)\ﬁ cor )ecommend that under section 14(b)(ii) of the OIA you transfer the

K/ N requ 'f {{prop: TransferPortfolioMinister[display=ministerFullName]}}, as
\> )@ﬁro\ra ;# rPortfolioMinister[display=porfolioName]}} .

// \\@ believe that the part of the request for information about {{prop:Summary}} is more

\/ closely connected. to the functions of the {prop ;

TransferPortfohoMlmster[dlsplay =porfolioName]}}. Accordlngly, we recommend that

<Q > under section 14(b)(ii) of the OIA you ftransfer this part of the request to

g’ {{prop: TransferPortfohoMmtster[cllsplaynmm|sterFu! Name}}} as
{{prop: TransferPortfolioMinister[display=porfolioName]}}.

The transfer of the OIA request is due by XXX.



Attached for your consideration are a letter transferring [part of] the request to the
{prop:TransferPortfolioMinister[display=porfolioName]}} and a letter informing the
requestor of the transfer.
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Ref: {{Prop:ExtReference}} /

o N
{Prop:SubmitterFullAddress} R

| } 4\\-\) Q \\{ -

Dear {{prop:SubmitterFullName}} D \ \

Official information request for [brief detail of s/up El) gﬁa}er of ggu s\t]
Ourref: {{prop:ReportNumber}} ( < (
2, 7,

| refer to your official information request @\][ \}e] {or "{{ ;o\:)%gtlon&}ummary}}

| have transferred [pa):t N yo e est to the

{{prop: TransferPortfohoM|n|ster[d|qpi rifo‘ioDet {F’art of the [/ The]
information to which your request rélg \name {R specific-aspect of request
to be transferred if a partial tra@ ot heldb & is believed to be held by the
{prop: TransferPortfoI:oMmlsgr[cll p@y po cﬂm e\tgs}} | is believed to be more
closely conneote with functiohs of the
{{prop:TransferPo ? tht r}ilspla /=pa D\ef.alls]}} In these circumstances; | am
required by section @ ;rf icial (; \> "Act 1982 to transfer your request.

@

You will hear f rﬂ‘p\r\frém/ he {Eép ferPortfolioMinister[display= portfolioDetalls]}}
concerning [tl—(‘t Jp@ﬂ)}ﬂ your, r c\> e other parts of the request will remain with
me.]

Yo@eﬂy : B
\/» " %/9

/ /

‘\/ o {m ~Fro PortfolloMmlster[dlsplay~m|n|sterFuI[NameChecletle]}}
' Hpro y:FromPortfolioMinister[display=portfolioName]}}
\/

25
O

®)




{progy !
;f\&
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Ref: {{Prop:E_xtReference}'}

{prop: TransferPortfolioMinister[display=ministerFullName]}} i

{{prop: “TransferPortfolioMinister[display=porfolioName]}} <// =

{{prop: TransferPortfolioMinister[display=ministerAddress]}} Q\ %
76 o (

Dear Minister //f \< O \\/\j/\)’
\\_\ > /\\

Transfer of request for official information 3 Pt %
| write concerning an official  inform /a //request frecle\v%a ) from
{{prop:SubmitterFullName}} on [date] for {{prop: Quét«e?]&)nmary}»}

As discussed between [name] and [name] njd nd forf reason - Qet out in the
attached letter to {{prop: SubmltterFuIINam }/ thi a}éq est |;/bei [apsferred [infull /in
part] to you for response. \

Please treat this letter as a for Kﬁ
section 14 of the Official Im’t)rmatm\Z

982 You should be aware that a response

on as reasor b ‘practicable, and no later than

rism c%v\flby your office, unless an extension
to

“‘\
fér of is {pt >of] the request under
must be prowded to the reque or as

20 working days after the day th|3\t
of time is required and dul (y _‘oSﬂed to the

Yours s,i_n_cerely/ }\/\ /f / ((} (&))s
\'\/ i >

/‘~ \\/ o <
R

r}HPorl OMinér |splay'"m|n'lsterFuIINameCheckTitle]}-}

mPo \u\y /n|ster[d|sp|ay—portfolloName]}}

<’\\Qf g /<\ gm
<\(»/ \@3//) !
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IN CGNFIDENCE STATL SERVIC LS COMMISSION

Te Komihana O fga Ta¢l Kayranatanga

SSC Repott: {{prop:Summary}}

Date: ['Eate;:éfént] ' Report No: {{prop:ReportNumbe_r}}
Contact: {{prop:Manager}} Telephone: {{prop:Manager[display=phone
Number]}} Py
2
(P
Action Sought J'Dead'l\l@ ( ( j}
{{prop: Sign the attached letter to / ’é
fromportfoliominister[display=minist | {{prop: SubmitterName}} responctlng\ \Cur tDueDate[ ya\]}}
erfullname]}} to thepr qqrrespondence about \
| {{prop:Summary}}. / L
y </‘\ ’j'- . \\ \ ~7
Enclosure;  Yes (attached) /</>/ > ( })
/"T‘*-. (//}
Recommended Action ‘\ \

It is recommended that you sign the I%@ letter to {{prop\ﬁ b/mltterFullName}} extending
the time limit for [making a decusmn on tlgew IA reque \%Kf\ ring their request].

el
N
\ 7

Ei:splay"m1n|sterFuIiNameChecletie]}}
r[display=portfolioName]}}

fforop:DocNumbery IN CONFIDENCE
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IN CONFIDENCE

SSC Report: {{prop:Summary}}

[Delete sectiors of report that are not required or relevant]

On {{prop: ReceivedByDepartmentDate[display=I]}} you received an Official Information Act

1982 (OIA) request from {{prop: ‘SubmitterFullName}}. The request was for the foltowmg /<
/ 3

{prop: QuestionSummary}} / (

A response to the OIA request is due by XXX.
[Us& if extending time limit to-make a decision] {% "
We recommend that you extend the time limit for maklng a decls}m on the y an

additional {{prop: ExtensmnDays}} working days, to [x dat } 3 ) K
[Us# if extending time limit to-transfer request] E

We recommend that you extend the time limit for.t %?er
additional {{prop: ExtensionDays}} working days; /f{% ]/

[Use in-all cases] k
[Reason: Consultation (delete if not: app iGz \)‘>

b \/ .
The extension is required because of ultationi\e\aéi Aty to. make a decision on the
request. 2 $\ v
ifng ’\108@1

[Reason ‘Quantity of Information (de
The extension is reqmre ébé\: us[>he re ueat\ ﬁates a search through a large quantity
!SJ

le} [pa(t(gf] th request by an

\
N\
N\

of information before : a d be m request
[Reason: :C:s‘;@nsm? Jn\Q‘u/?mty {7( on (delete if not applicable)]:

The extension is '.kkerequest necessitates a search through a large quantity
ed before a dectslon can be made on the request.

uu’ becau
of informatio aﬂd\ tatlonss%g 3

fiprop:DocNumbe}}

)
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Ref: {{Prop:IntReference}}

P :
{{Prop:SubmiitterFullAddress}} Q@ <i—>5 )

& A b
Dear Mr/NMs/Minister/Mrs {{prop: SubmitterLastName}} %y\ § L3 C“\g_/
s

Official information request for [brief detail of subject matter of \q e
| refer to your official information request dated [date] for “{Jp/o?‘puestlonSLt@m&"

[Use if extending time limit to make a decision] / S -
The Official Information Act 1982 requires that | advisé yc @ fdecmo r request no later

' equest rt:na ely, it will not be
0 notjf st\aﬂ extension of the time

than 20 working days after the day that | receWéd Y
possible to meet that time limit and | am, therefo wr\atf

55

to make my decision, to [date]. \\

[Use if exteniding time limit to transfer regfies \/
ecessar an&gI i g;fer [part of] your request to

This letter is to advise you that
[agency/Minister], and that | am ext y time limit available to make this

eten o
transfer, to [date]. //
[Use in-all cases] < ) \)

e

«,

This extehsion is hece a\r/ Iyou e \wécessnates a search through a large quantity

. of information beforea, e can your request / the consultations necessary to

\/< )1\\\’

"¢
\\

make a decision ahy yeur\ ( est a h thaf a proper response cannot reasonably be made
within the original time limit / yo (erée{aat necessitates a search through a large quantity of
information, a d§ ﬂsulta/lon&are‘n ry before a decision can be: made on your request].

If you w b/t> i (fs; any as \\ your request with us, including this decision, please feel free
to conta ¥ amefemail address]

tz/t rlght n mvestlgatlon and review by the Ombudsman of this decision.
Qr/f abou gt\%m ke a complaint is available at www.ombudsman.parliament.nz or
y 08 (}2

7
YOUN elgj
p \/ %

/\/>

( > {{prop: FromPortfolioMinister[display=ministerFullNameCheckTitle]}}

{{prop: FromPortfolloMm:ster[d|splay—portfoImName]}}

f{prop:DocNumber}}
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STATE SERVICES COMMISSION
Te Komillana O Hga Tar Kavanatanga

S$SC Report: Official Information Request Relating to

Date: X

Report N'o:

Contact:

Telephone:

o T
Action Sought Dea@\\ ( / > / (,3'(\

Hon Paula Bennett

Minister of State Services

Sign the attached letter to the
requestor responding to their ofﬂ?a{’ \ >
information request.

Key points

/O\-\ <P ““:;\}

° A response to the request is due by x.

° The proposed letter of reply and mformatl n‘pro

° Etc

Recommended action

% <\KK ))

e Ise a@attached
R \
<\%‘"—

We recommend that you:

a) sign the attached te
about x

b) refer the re{@

9F

Y / |
f&\?& ) f_:\\}
& O
N
Q\ﬁ
©

tg/tk(el\lll xfa

\\

\} requ stu> ohﬂmg to their OIA request for information

their information.

Hon Paula Bennett
Minister of State Services
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Ref. {{Prop:IntReference}}

MFMs/Nirs {{Prop:SubmitterFullAddress}} @ &

Dear Mr/Ms/Minister/Mrs LAST NAME

Official information request for [brief detail of subject matter: &cg

| refer to your official information request dated [date] for {{pr p\Questl um@}}

[check Was the request clarifiedirevised by: requester?" O
[Chieck: Was any part of the request transferred?]
[Check: Was time limit extended?]

Information being released @ \
Please find eniclosed the following- document& <\

e

item | Date | Document B/\s\nﬁtl\gn G chiﬁt\)h
T NN
9 o

| have decided to release [the relex

below:

cy of natural persons; ineluding deceased people

otest the commercial position' of the person Who supplied the:
U Ject of the informatjon

malntam the current consﬂtutlnnal‘ conventions pr@tectlng the

n of Qpinien,s.- ]
& information has been deleted where it is not within the scope of your request.]

Document Description Website Address

Accordingly, | have refused your request for the documents listed in the above table under section
18(d) of the OIA — the information requested is or will soon be publicly available.
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[Chéck: has: relevant infériatioh béén reimaved from published ‘documents? If 86, include the’
following paragraph

Some relevant information has been removed from docurments listed i intheabove table and should
continue to be withheld under the QIA, on the grounds: described in the:documents:]

Information to be withheld

There are additional documents covered by your request that | have decidedt
under lone or more ot] the followmg sectlons of the OIA, as appllcable gx
- Q \

. section 9.(,29(&1)(1; - o protect the comme.rmai: position ofthe p
infonmation; or who. is the subject of the informatic @

i y decision, | have
IA}. [Expand more on this if

supplied the

[Use If imposing :conditions. on releas
The information is released to you on
relevant timeframes], as [dez

If you wish to dlscussyd isi
[Use in all cases — unless’req

investigation and r Fi@v oy~ thy
complaint is avallag MWW,
7~




61

Use if granting the request in full and releasing information at a later date

| have decided to grant your request. It will, however, take some time to prepare the information
for release. | will send you the information by [date].

Us# if granting the request in part and releasing information at a later date

| have decided to grant your request in part, namely information which<
information to be released]. It will, however, take some time to prepare this (n\fq\

| will send you that information by [date]. | have also decided to refuse your u stfor i or
which relates to [describe information withheld] under section [dety{& |on(s)
ral%

[Describe relevant harm, and consideration of the public mterest i appllcabl

Use if; releasing information in a differerit form to.that ask

You asked for the information to be released to you fgrm of Lel\eqxed for by
requestor]. However, | cannot release the mformatl m as [t i \u{t Impair efficient
administration/be contrary to my legal duty to [specafy d j erests protected
by section [detail relevant section(s) of the OIA]. ésPrl nd consideration of
the public interest in release, if applicable.] | h release the information
to you [specify the form in which the mformatrq {Kb eleased,

v P

Use if refusmg the request i in full
| have decided to refuse your re t\% section %gevant section(s) of the OIAL
[Describe relevant harm, and considet the p I| in release, if appllcabie]

5 <Q >
%&?

\\;‘ e

S &
for rigésfée
a m
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Redactions using Adobe Acrobat DC
Click Tools > Redact.

..... A - 7w "i,} E""'

Qum eltion 4-1;;9 Ampsw [ﬂhmmw s Seier

Select Mark for redaction > Text & [mages

Matk for Redaction _6% Apply .fg Properties Dd Remicva Hidden nfar { mu@@w/

@ Tet &images
E.% Pages

), Find Test Q
In the secondary toolbar, choos F@ §>
RedaclonTool Propertes % L h\(\iy ion Tool Properties dialog box

pimoalina ___ , n the Appearance tab, select
3 ":Tﬂ;::u:w& ot s g i 0 g?s’y\u want to change, and then click OK.

_ r_:':q:lm.:.m.uf‘_ o /o | < ) ’Click the Redacted Area Fill Color icon
fm: = select afill color from the color palette for the
'[_)i i ‘ boxes that replace removed items. Choose No
f ' Color to leave-the redacted area blank.

a3l Jl n-, I‘dl:eJ.: i

. Select Use Overlay Text if you want to

select the custom text or redaction code options.
mkupwme : !
i g ' Select the font, size, and text alignment.

ﬂo;mw

‘ 5 . . Select Custom Text, and type the text you
P Q% L Eﬂ . want to appear in the redacted area.

Qolgt’i@dachon Code, and then either select a code within an existing set, or click Edit

to define a new code set or a new code.

Q\n the Redaction Mark Appearance area, click the Outline Color icon or Fill Color icon or

both. Select a color from the color palette for the images and text you mark for redaction.
Move the slider to adjust the opacity of the color. Choose No Color to leave the selected
area blank.

After completing above field/box, click Ok. Select the text to be redacted.

Once the text is redacted and ready to apply redactions, click on “Apply "option from the

secondary toolbar.
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Ministerial Services

SharePoint

Ministerial Services

Ministerlal Servicas (MINS) Is responsible for the co-ordination of and resporises to all of 55 %

official correspondence, which Includes: %\)

+ Ministerlal and SSC carrespondence
+ Officlal Information requests

« Ombudsman requésts and reports

# Parllamientary questiofis

+ Privacy Act requidsis

« General Integrity queries

MINS also co-ardinates the production of S5C's Weekly Report,
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Neha Pawar  Ministerial Phi (04)-4956657
Coordinator Emiall: Neha Pawar@ssc.govting

We havé four team mermbers, We all work tdgether closely and shiare knowledge and experience,

$6 you can conrie to any of iss with your questions. We like people to feel that they can give us a
call or drop by and chat. ; i @

http://doris/people-and-teams/Ministetials/Pages/default.aspx 27/06/2017
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Whinever a requést Is madé for Information héld by & department or “Minister, this must be dealt

with in accordance with requlrements of the Official Inforeiation Act 1982
(http://legislation,govt.nz/act/public/1982/0156/Iatest/DLMBA4785. html) (the OIA). Requests can
be mide by anyone ~ inchiding members of the publle, journalists, or MPs,

In particular, the OlA sats out §5C's legal obligations ont

_http://doris/peoplc—.and-teamslMiﬁi_ste_rialslPages'/_He'lp-wifll-Minjstel'iaIs,-‘Pai‘liamentar... 27/06/2017
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+ the deadlines for responding to
{htp://legislation.govtinz/act/public/1982/0156/latest/DLME5390.html), dransferdng
(hitp://legislation.govtnz/ack/public/1982/0156/latest/DLME5307.html) or axtending
(http://leglsiation.govt.nz/act/public/1982/0156/latest/DLME5394 html) a request, and

+ the list of acceptable reasons for withholding information
(hitp//leglsiation.gavt.nz/act/public/1902/0156/latest/DLMES371.hitml).

Requests can be made for any Information that S5C holds. From timé to time, however, it may be.

approprlate to transfer a request to enother department or Minister, If they are best-placed ta
raspond, If MINS considers that a transfer might be necessary, we will consult the relevant team E :;;

before any declslons are made,

What is ¢ Minlsterial OIA raquiest?
When r!quesls are made to the Minister of St&te Services, SSC preparcs a pwposed res p

have been ihe prlmary advlsors for tlmrn ana pmfculnr matter (such oé for the o
‘chlef executive, or when we have led machinery of government work).

aW we track SSC Correspondence, Ministerials; PQs, and OlAs;

From 2016/17, we have bien using Mot ta track daciiments,

% Please find the links below to the tracking sheets that were used from 2009 until June 2016:
% QIA/Ministerial OIA/PQ trocking sheat 2016 (hitpy/ssenet/taols/rdms/auto.nritdocnum=2209469)

i ckir {hitpy//sscnet/taols/rdms/autonrirdocnum=2124463)

mmmmmmﬂmgmm (httpy/sscnet/taols/idms/auto.nr?docnuma2104129)
QlA/Ministerial QIA/PQ tracking sheat 2013 (http//sscnet/tools/rdms/autondl?

dacnum=18823548wversion=1)

OlA/Ministerial OIA/PQ tracking sheet 2012 (httpi//sscnet/taols/rdms/auto.r niizdacnum=1753042)
QlA/Ministerial OIA/PQ tracking sheet 2011 (httpy//sscnet/tools/dvis/atto. niltdacnum=1612244)
g_mumuummmm:mnmlzm(hupwsscneumis/r:;msfaut,p.nn?uqcnum=14073491
QIA/Ministerlal OIA/PQ tracking sheet 2009 (httpy/sscnet/taals/rdms/autoind7dacnum=299281)

http:l/dori_s/people~an‘d-teams'lMim'stei'ialslPa'ges/I—-I'elp-wi_th-Ministeria!s,—Parliamentar... 27/06/2017
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