[ENTER DATE SENT]

/x

/’

{{prop:SubmittérFullAddress}}

/
/
Dear MrfMsMrsiTitle LAST NAME < %g\ \

Official information request for [brief detail of sub;e?t n%atter equesg\

| am writing to acknowledge receipt of % “Q[A\%equ s cS\@i x for

“{prop:QuestionSummary}}”.

We will endeavour to respond to your reqL{eeéﬁ s}, QI;I as pps/ 1%@h}‘tﬁn any event no
later than [date], being 20 working days g{% he gy your f;e@ s received, If we
are unable to respond to your request by th n, W W|II n t\y;\y\ ' an extension of that

timeframe.

If you have any queries, ple x ei fre@’\te ntact Ministerial Services at
Ministerial.Services @ssc govt. n drth% ta tors come to light which are
&/contact us so that these can be

rélevant to your reque 6@ e do not Q itat

taken into account.
Our letter notlfym% ur d S/e'?{@{@‘)byour request will confirm if we intend to

publish the lre\}tg mt ur per removed) and any related documents on

the State Se 911 ismx&x&te

User[dlsplay—fullname}}}

4 @\@

é

<

©N



[ENTER DATE SENT]
Mr/Mrs{{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Mrs/Title LAST NAME \\, 24 ~5

Official information request relating to [brief detail of subjec @at T I/ equ s\]
Our ref: {{prop ReportNumber}} \/ ')—
| refer to your official information request dated [date] for "{{pYonuestlonSumma }%S/ :

[Note has:the request been revised by the requestor <:,/
rahsferD

We have transferred [part of] your request to the { pa as [part of
the / the] information to which your request relate y de orfgi |f|c aspect of
request to be transferred if a partial transfe Jsr t By us d to be held by
the {{prop:TransferDepartment}} / is beIlA o e morg os _connected with the
functions of the {{prop:TransferDepartmen 2 we are required by

section 14 of the Official Information Qe: )

You will hear further from the {{p \|:>\0 rgﬁ erDepaftmen

request. [Prowde other agency:s- on talls gf\a \ b\ ]
Go

will remain with the State Sewlc |55|g

concerning [that part of] your
[The other parts of the request

ese ciréunsta
g/ ansfe )@gtirrséqgest

\; 3
%aﬁager dlspl;@ﬂﬂe]}}_

R



[ENTER DATE SENT]

{{prop: TransferDepartment}} />
{{prop: TransferDepartment{d|splay—Address]}} /\/ NN
‘\ s ou RN
/ / <<

Dear b’ e
. — . & <\€ ?‘/‘*(b

Transfer of request for official information

| write concerning an official information request receiv Q/b’ State Serwee% mmissmn
on [date] from {{prop:SubmitterFull IName}} for {{prop:Qu

wymary} e, \
As discussed between [name] and [name] on [date]/ l}o b§ reasor etb%\nthe attached

letter to {{prop: SubmitterFullName}}, this request is %ﬁr‘ansferr /in part] to your

agency for response.

Please treat this letter as a formal t m [this asﬁéet \oﬂ “the request under
section 14 of the Official Information Act19 u “Should \Na[é/chat a response must be
provided to the requestor as soon a Feasﬁﬁabl pra oticab s ;éh no later than 20 working
days after the day this transfer IS * By your a s less an extension of time is
required and duly notified to the re j

N

PRAPED
Yours sincerely | <?/& P <(>\> Y
9




[ENTER DATE SENT]
Mr/Mrs{{Prop:SubmitterFullAddress}}
Dear Mr/Ms/Mrs/Title LAST NAME

N
Official information request for [brief detail of subject. < e> req é\

t]
Our ref: {{prop:ReportNumber}} AN
: _7

| referto your official information request dated [date] for "{{pé/p Q\ugstlonSl;m\mary

[Note: has the request been revised by the requesté?j\ g\\

We have transferred [part of] m the
{{prop: TransferPortfoI|oMmlster{dlsplay~portfollo e\i/Ls]P [ \o information
to which your request related [namely g ‘é&' of request to be
transferred if a partial transfer] [is no%ﬂ s but to be held by the
{{prop: TransferPortfohoMmlster{dlspl Qfohcg)etalls] sk b h@ved to be more closely

connected with e = / functions-~ of the
{{prop:-Trahsfe'rPo‘rtfolioMinEster[dlsﬁ\( rtfolloDet tH In these circumstances, we
are required by section 14 of th@fﬂc 51 nform 1982 to transfer your request.

You will hear further fr {{prop Tr olloMlnlster[dlsplay portfohoDetans]}}
concerning [that pa% juest. [Th r\pfarts of the request will remain with the
State Services Ccnp i Q

Yours 5|nl§e;

/)\/ Q\\)

Kog o8 er}}



Reference: {{prop:IntReference}}
Date: [ENTER DATE SENT]

{{prop: TransferPortfolloMimster[dlsplay“mmlsterFulIName]}}
{{prop:TransferPortfolioMinister[display=porfolioName]}} ,
{{prop:TransferPortfolioMinister[display=ministerAddress]}} W,

&) O
Dear Miriister / 2//

(/

Transfer of request for official information / )
| write concerning an official information réqgé\gt») eived fro \{bﬁap :SubmitterFullName}} |
] on [ \or the reason set out in the

on [date] for {{prop: QuestlonSummar k

As discussed between [name] a d NJ.
attached letter to- {{prop: SubmltterFu e}, j:hl&‘x énue t is being transferred [in full 7 in

part] to you for response. / !2 <)
>

Please treat this Iett rmal /transf r_of [this aspect of] the request under

section 14 of the C)ffr tion Act 1982. ) You should be aware that a response must

be provided to th f? soon as ibly practicable, and no later than 20 working

days after the d sfer by your office, unless an extension of time is
nqttf ot e r<e

required and duly
\ “\/ h\?‘\/
f >
\/

Yours si gly

v “@QB
- ager[display=jobTitle]}}

— " Encl copy of correspondence from {{prop:SubmitterFullName}} of [date]
( )) copy of correspondence to {{prop: SubmltterFuI!Name}} of [date]




1. Written Consultation with Requestor

[ENTER DATE SENT]
{{Prop:SubmitterFullAddress}} ! ///) ¢
S ,< &,
Dear Mr/Ms/Mrs/Title LAST NAME
P \

Official information request for [brief detail of subject m ttér\ req es<[ ’7
Our ref: {{prop:ReportNumber}} S
| refer to your official information request dated [date]{/f{ @p Questloﬁ ummj‘y}}“
Your request as currently framed will be very dlgli%lﬁ/tp\m et W|th n’ual collation
or research. [Describe the difficulty involved in meetin é reque st i cl 2\9 details about

ind bring it together,

the volume of information involved, the estlma/te \‘tl e STe qwre
and the impact on the agency’s other op

Unless your request is amended, we may. b_g to/fefuse ei:tlon 18(f) of the Official
Inforiation Act 1982 (OIA), which lLé ‘where the m djion cannot be made available
without substantial collation or r<e§e rc ';

Please let us know before [1nsert\\da tha the agency to meet its statutory
obligation to make and con’rm nicate ltS bn he request no later than 20 working
days after it was receiv d] wh Ijler you ar 5 pare to amend or clarify your request and,
if s0, how. [Set out-an thl ns tha I{E’n y\; ér ss the agency’s difficulty in meeting the

request, including h d extens d provide contact details of a member of staff
who can assis }/ A
[Use only whe fhé}e ter is seh %/n sgven working days of receipt of the-original request]
Please n e do a c}a ify your request, this will be considered to be a new
reque tf purpose ?\:; Ec IaTlng the maximum statutory timeframe for response—see
se |\ ) of the OIA\

\\/




2. Confirmation of outcome of consultation with requester

[ENTER DATE SENT] )2
FF PN

D . ,.,5\\

{{Prop:SubmitterFullAddress}} (\ e 4 / ; o~ v
/\\

Dear Mi/Ms/Mrs/Title LAST NAME </\ \ 3 \\?

Official information request for [brief detail of subject | iqatter of requesfl\

Our ref: {{prop:ReportNumber}} <e\ L

request for official information.

In light of the difficulty involved in meetmg{% es(t I urrc'i rst Q\d\you are prepared to
[prowde details of agreement reached,{f amj Ie am \wr request to A, wait to
receive the information until B, pay a raaso ?Iezt{harge 61\

We will proceed to process your qu f on that b gegt not;fy you of our decision as
soon as reasonably practlcabk5 / later thal \5 relevant date],1 unless an
extenision of that timeframe is ne s r; x

Yours sincerely @ @ ({\Dx

N O
Q{ V, / &\\g
.Y.;‘L_j)

— \
| fefer to [provide details of written or verbal 002 b?‘m |th req@éﬂ\j@néemmg your

. =
A

i e o
SPS
1{ /r@er}} \\ .

anageﬁﬁl\w—lﬂb““e]}}

O
/ o (&
/5@ >
@

<§\

Note, If the requester has amended or clarified their request at the behest of the agency within seven working days of
receiving 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).



3. Releasing the information in an alternative form

[ENTER DATE SENT] | /2 /)
{{Pl’O_p:Smeiﬂe_rFu'l]Addresg}} Q,\\(f (</ " S

PONIRS)
Dear Mr/Ms/Mrs/Title LAST NAME i N \ \/\\7

Official information request for [brief detail of sub watter of req -"est-
Our ref: {{prop: ReportNumber}}

| refer to your official information request dated [da@, jbr {{prop QLgfsho

Your request is an administratively challen mg 9 deal )Nih Dese be the difflcu[ty
involved in meeting the request, includin tthe)v Iumeb\hnformatmn involved,
the estimated time required to make the- m&;atlon ava\iahl\and the impact on the
agency’s other operations]. < ;;‘;_15 LY F

In light of this, we have deci ecj E}et your >by [specify manner in which
information will be made avail > 1nspeet®‘11\ &%ﬁ t or summary, oral briefing] in
preference to providing copies of: hg [ information you'have requested. We are permitted

to do this under section }B’(Z) the Offlma Act 1982 because otherwise it would
impair the efficient adn ix oh of th JS |ces Commission.

If you wish to cuss. this e@suﬂ'n |th us, please feel free to contact
Mmlsterlal Service ‘govt.n . /

You have the rig t/t keek aan st1 atlon and review by the Ombudsman of this decision.
Informat; abqutﬁo to aké 8 mplamt is available at www.ombudsman. parliament.nz

orfi?/< gabe 802 i \

sy %5 .
&Y

/ & opﬁ\llanager}}
</ @rop Manager[display=jobTitle]}}
Q>



4. Refusal of a request under section 18(f)

[ENTER DATE SENT] PA
//(;9 f_./\\\
: N </ > o R
{Prop:SubmitterFullAddress}} NN // <Q >>
QN 2
Dear Mr/Ms/Mrs/Title LAST NAME g s ¢
N LR T

Official information request for [brief detail of subyét rﬁﬂtter of reql{est N y
Our ref: {{prop:ReportNumber}} />

| refer to your official information request dated [d\a(e}fbr L{?prop Qu/ Qtlorys mmary}}”

Due to the substantial amount of work that wo neém \ré arch and collate the
information you have requested, we ar ur reqvag[\Y %secﬂon 18(f) of the
Official Information Act 1982 (OIA). [Des |fficu nvo Q@ln meetfing the request,

including details about the volume of | tn(@ atao inve Iv stlmated time required to
find and bring it together, and the |1‘ﬁpact Ufhe age@« rthe roperatlons]

We have considered whether ¢ha m >r ex’ts-zr(t
request would help, as requnred b\kction ;A‘o

or extending would not QO@

We have consulted [ Ld ed corr
OlA. However, [d l/:/’tt’e on Itat)
or explaln why eonsultati wo 6\{1 lpl.
[Use: if meetmf{he/r/e uest ln\ OKha/ way]
While we et yo exa\t reguest, we are able to [detail other way in which you are

.ende \é( Sthost the Qq\e>st]
[Us xl\ es]

thneframe for responding to your
hQGI However, [explain why charging

wuth youi, as required by section 18B of the
gn\énd why this has not resolved the difficulty,

usﬁ*&hrs decigion with us, please feel free to contact Ministerial
.-and we can provide further assistance should you be willing to

sy, Yy d\l jour request
l ‘1 MQ—\ ~You ha’ e/t\\o ht to seek an investigation and review by the Ombudsman of this decision.
L < Infor tIOI% bout how to make a complaint is available at www.ombudsman.parliament.nz
\ esphene 0800 802 602.

<(/ Y urs sincerely

©)

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




/ee

/>
<\

ﬁbom:\s ]
Q&/)

[ENTER DATE SENT],
{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Mrs/Title LAST NAME

Official information request for [brief detail of subject matter gjf\r;a ues ]”
N

Our ref: {{prop:ReportNumber}} K x\(
| refer to your official information request dated [date] for “{{p p%gstl nSummar (

[Uséif'extending time limit'to:make & decision] e
The Official Information Act 1982 requires that we>é yﬁu o'chrur é‘tsmn on your
A i

request no later than 20 working days after { e )at we eivi our request.
Unfortunately, it will not be possible to meet thﬁt\tma ﬂ? and éﬂa\ ;éfore writing to
notify you of an extension of the time to ma{}tzé/c:ur> eq;;i’on, e]

We will keep you updated on the progref\ fiu /e pon.se:té }waquest

[Use if extending time limit fo transfe r(ge ues t]> \?
rﬁa
xte

\
This letter is to advise you tha e/nece§sa Qh sfer [part of] your request to
[agency/Minister], and that we are ¢ day time limit available to make
this transfer, to [date].

lng thet

[Use in:all cases]
This extension is li r b Cause [i/ 6ur re uest is for-a large guantity of information and

meeting the origin Emlt v\ﬂf onably interfere with our operations / your
request necessﬂlta es.a s arch th a !arge quantity of information and meeting the
original time li ]t/W/O}.I unre nterfere with our operations / consuiltations [provide

decision on your request are such that a proper

details if sub [ needeﬁ
e\Tnade within the original time limit].

respo;a e ot ‘nof eason@

Ify t? ISCUSS any asp Cf of your request with us, including this-decision, please feel
?E% ct Mm‘ts\tenal Services at Ministerial. Services@ssc.qovt.nz.

*( J/Ee theg‘ghtt S ,ek an investigation and review by the Ombudsman of this decision.
0@ how to make a complaint is available at www.ombudsman.parliament.nz

atlog%
/freepho 802 602.
\/ re Q)

&

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

((J



Dear Mr/Ms/Mrs/Title LAST NAME

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

| refer to your official information request dated [date] for "{{prop: 0;3{1@\ éry}}”
ion-oh yourt u%

On x date we advised you of an extension of the time to make 0

to [x date]. At the time, we also let you know that we wo Re\th u update
progress of our response to your request. We are letting you know erefore\

just [commenced/concluded departmental/M:mstertal conéul*atron] x

Kind regards

Ministerial Services /> N
@\%

N




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




STATL SI RVICTS COMMISSTON
Te Komilana O lya Tan Khwanatanga

IN CONFIDENCE

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

Date: [Date Sent] | Report No: {{prop: ReportNumber}}
Contact: {prop:Manager}} Telephone: {prop: R
[dagnfayﬂ%} neNumberly} > O
| \\)
& =
Action Sought ¢y Dehélme \? \
{{prop:portfolios}} Any comment on the State ,Serwces )O(before‘d@e date}v
Commission’s (SSC) propos/e Qnse .
to the official mformati SL or
information regarding {{p /ro Suﬁwf ry}}
Pl LW

{s /
x( DMPAN

Key points

. D
\ lsplay~l]}}, s E/rgcaved an official information

o On {{prop: ReceivedByDepartment
e}} for:

request from {{prop:SubmitterFuliNa

q {prop: rF N \é}

° The proposed letter of reply ﬁnd\tbél »‘r se are attached for consultation.
° A response to the re pé/sL sdue by {{pw/yb&kﬁh a/uedate}}

) Anything else thgt/ ou\d\ helpf % e.g. has this information been previously
released? Wh %@eﬁ onsult

¥ CL) x\ /

2235137_1.docx IN CONFIDENCE 1




[Insert draft OIA response here

DRAFT ONLY

Rt}




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

To add to the “Additional Notes” box in Moto — Minister's office informed of decision oh 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 not provided to the Minister’s office”.

?anister’s offioewas ot infotmed of dedlslan on QlA request.” @ @
@ x\/
f@\ &
DS
@;@ %
N\ V
%% N

S

b




[ENTER DATE SENT]

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

Dear Mr/Ms/Mrs/Title LAST NAME < %
Official information request for [brief detail of the subject ma est] (( ))

Our ref: {{prop ReportNumber}} é
[ refer to your official information request dated [x] for {{prop ue Sum

[Check: Was the request clarifiedirevised by request
[Check: Was-any.part of the request transferred?]
[Check: Was the time limit extended?] < >

Information being released <
Please find enclosed the following docun'@n\sg) (A\
Item | Date Docum?rvl\i\(}egscnp}lon \pedlsmn

1 AONY \\\\>

2 , // . \\_y\

| T |

[l have decided to rele @ relevant pars<of] the documents listed above, subject to
d\/"

information being w er o e<r m___ of the following sections of the OIA, as
applicable: )

<ction (2B xp :

lect the cammemlal position of the péfsbn who supplied the
who is t €. subjegct of the mformatloh

O section 9(2 g)(l)»— to matntaln the e‘ffectwe c:onduct of pubhc affairs thiough the free
_ hd ?n ‘expression of opinions]
ition; some information has been deleted where it is not within the scope of your

rmation publicly available
The following information is also covered by your request and is publicly available on thie

©\ [SSC, Beehive or other] website:

[ ttem | Date Document Description Website Address

2212282 _2.docx



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 sooh be publicly available.

[Cheafk has relevant information been removed from pubhshed documents? If so, inclute
thé following paragraph: %}

Saome relevant information has been remsved from documients listed in t e/ _"“'Ve table and &
should gontinue to be'withheld under the: OIA, on the: grounds descnbicK he de ,umentéj/j)\}

N N

Information being withheld @ )

There are additional documents covered by your request that’ a de\<p|§ad to thhFﬁ\
full under [6He or more 6f] the following sections of the OIA asa p\gable

[Chigek: Do section 6 grounds.apply?- Common grouid 'ﬁ for withholding ts in full

are provided below, with complete list of withholding gra!
0f.th§§@@no supplisd the

o section 9(2)(b)(u) —to protect the cormmerciz I%oﬁ o) )
nvaritions protecting the

information, of who s the subject of th94ﬁfor

o section 9(2)(f)(iv) — to maintain th t _nsti‘t_u'ti,‘_"‘
cconfidentiality of advice tendered b 3& and offi ials.

[Ifthere are withholdings under sec b\% hef liuvw iﬂﬁ{s In making my decision,
| have considered the public in erat /a n 9(1) of the OIA.] [Expand

tiore on this if possible.]
[Check: delete the abo 3'—: formatlon\g)\e% |thheld under section 9.]

[Use if imposing co ‘/x ase
The mformatlon | el itlon that [specify any relevant conditions,

including any r ram f be relevant harm the condition is intended to
protect.] v/ <§
ts

cision with us, please feel free to contact

@

S “%

b1 tgranted in full immediately. You have the right to seek an
n nd/\T view b ‘the Ombudsman of this decision. Information about how to
omp emt 1s\/a‘éble at www.ombudsman.parliament.nz or freephone 0800 802
\

\%

(we intend to publish this letter (with your personal details removed) [and

ease J:l e'th
< enci nts] on the State Services Commission’s website./ OR Please note that
ﬁ}end to publish our response to your request.]

@%rs sincerely
@

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

2212282 2 docx 2



Wsé if granting the request in full and feleasing information at & 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 information at a later date /<

We have decided to grant your request in part, namely information which e‘fa to [describe \\\>
information to be released]. It will, however, take us some time to pr p{[\ex i& inform: tlbn /

for release. We will send you that information by [date]. We havé\@l |dé-d to ref §9L

your request for informatien which relates to [describe inform th wt ] under section
[detail relevant section(s) of the OIA. [Describe relevant h Qand © hmderatlo\;’thé

public interest in release, if applicable.] \

2
Use-if réleasing inforniation in & différent form fﬁjhg)é

You asked for the information to be released toyeu [specify form I<raele$}e asked for by
requestor]. However, we cahnot release th infa teP nth t\for is would impair
efficient administration/be contrary to our g% 5QIE I duty 1 prejudice the
interests protected by section [detail re% on(s) eE [Descr[be relevant
harm, -and consideration of the publlc int st\ Leiease f pl; ] We have, therefore,
decided to release the information @ Espe ify th for ﬁ/wh' ich the information will be
released.]

Use-if refusing the request in fu\
We have décided to refusezy request urKeg ’é tio ﬁdetall relevant section(s) of the OIA].
[Describe relevant he? @mder;ti o\tie\pﬂbllc interest in release, if applicable.]

2
eV & o9

7

P
<
\
-

2212282 2.docx 3



STATT SCRVICIS COMMINSION
Te Komhana 0 figa Tan .‘:‘I\'Iﬂll.ll‘\ll}{;

SSC Report: {{prop:Summary}}

Date: [Date Sen] Report No: {{prop:ReportNumber}} A
Contact: ' {{prop:Manager}} '[eléhh.bne: {{prop: ?l\a/%er[dlsplay—phen
o berl}} < </ e\
_ Action Sought geqd[“n’e /\ k& 5)

{{prop: portfolios}} Sign the attached letierto < rop

{{prop:SubmitterName}} resﬁt{nd@g urre ueDa eLd;splarl]}}

to their: correspondencg ab\out v/ K

{prop: Summary}} )

Enclosure: Yes (attached) /\q >>
@ \)
Recommended Action \>> v \\

It is recommended that you: & \( o4

a sign the attached letter to}> mtt% ﬁ& me}} informing them that you
have transferred [p{ f]iEeerIA re u\é;t tothe {{prop: TransferDepartment}}; and
LS

'gg? /t the @'0 nsferDepartment}}, transferring [part of]
)w

= e
V> A\‘\ o

b sign the atta
the OIA reg

\




SSC Report: {prop:Summary}}

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

On {{prop:ReceivedByDepartmentDate[display=I] 13} you received an Official Information
Act 1982 (QIA) request from {{prop:SubmitterFullN e}} of

{{prop:SubmitterOrganisation}}. The request was for: 2

{prop: QuestionSummary}}. ,. ,, \\\V/> << g

[Check: has the request been revised by the requestor?) KN /\\ S o

A response to the request is due by XXX /< \/ 2
R A

[Option 1 — No:Information Held]

: ’.. e Fi=t Lo 1 o v iy Sl Wit i t \ _‘7_7-7:}:-\\\\\

(&) < Doy il
S %

From our records, and.follewing consultation WK’ we it ééea it you are

unhkely to hold the requested information dbe !|eve/\\e jn Id by the
{prop:TransferDepartment}}. Accordingly, m endth ph\n rsectmn 14(b)(i) of
the OIA you transfer the request ta the {%r \T{a; ferDepaftn@ t}}

[Part] &ﬂ

From odur records, and followin constﬁ‘atlon §ce it appears that you are

unlikely to hold the requested i m relatln sub]ect] and believe itis held

by the {{prop: TransferDe rtmen cco EN; tecommend that unider section
rt

14(b)(i) of the Ol 3 transfer\ \t of the request to the

{{prop: TransferDeparim_; t}L << >>\/\

[Option 2 - cr(aye?sr fn@:ted(@/\ e

[Full] . A

We believ \(b he req %t [ infatmation is more closely connected to the functions of
%:g;@t}} Accordingly,

the pf p T sferDep we recommend that under section
14 b) Q fihe OIA you trahsfet the request to the {{prop: TransferDepartment}}

JI arﬂ/ \/

behe\/\%\ gfhff your request for information about [define subject] is more closely
thal

/ d )\ ~eonn cted e functions of the {{prop:TransferDepartment}}. Accordingly, we
e “_/ 4 recoé?;e under section 14(b)(ii) of the OIA you transfer this part of the request to

ansferDepartment}}
&él’}%}a%sfer of the OIA request is due by XXX

Pﬁtached for your consideration are a letter transferring [part of] the request to the
Q )\/ {{prop: TransferDepartment}} and a letter informing the requestor of the transfer.




Yours_ s
///\;\\\//\ s ‘\/

RNF

O

K

©

N
@@\<

Ref: {{prop:ExtReference}}

{{Prop:SubmitterFullAddress}}

.
% \\‘
\/ /

Dear Mr/Ms/Minister/Mrs: LAST NAME i/ (

Official information request for [brief de}ag bject m t@ est]
| refer to your official information reques da}:e\ Ld? e] for {{ fo\pkﬁgestlonSummary}}
[Check has the‘request been re\ns 8 by: ;eques ( r‘P&

| have transferred [part of] your qﬁes G\,the {{p op'"_l‘- nsferDepartment}}. [Part of the
| The] information to which yo %equ t relate [,na aly’— detail of specific aspect of
request to be transferred if a- Qart\l tra sfer tﬁ el y me but is believed to be held
by the {{prop:TransferDs % nt}}/ is b | ﬁ)y more closely connected with the
functions of the {{p;c(np\ {ﬁ;r epartmen% _Inthese circumstances, | am required by
section 14 of the \Gja ation t1§82€2 transfe‘r your request,

You will hear further fromi the {{p! Té‘ﬁst)e Department}} concerning [that part of] your

request. [Pr v{d agene 0>|1tact details if available]. [The other parts of the
i

request ﬂl*r@qn ith m}ifo onse.]

mc,/\rely\/ x >

N

\\V\

ftopdrifliolis
&



{prop: TransferDepartment[display=ceFullName]}}
{{prop: TransferDepartment[display=ceTitle]}}
{{prop:TransferDepartment}}

{prop: TransferDepaﬁment[dlsplay=Address}}} ’
Pe. /
7 O_/ /_v "\\
Dear {{prop:TransferDepartment[display=ceSalutation]}} N 5//} (,,‘ S
Transfer of request for official information ‘\ \\’fﬂ\) \'
| write concerning an official  information \r\e<3e|ved \( {n
{prop:SubmitterFullName}} on [date] for {{prop: QuestlonSumm \\ t

As discussed between [name] and [name] on [dat fer }he re so buV n the
attached letter to {{prop: SubmitterFullName}}, this- ﬁu tlg bemgt ﬁs‘f ire d,[ln full / in
part] ta your agency for response. a\

Please treat this letter as a formal tr thls a p/) fj Lhe request under
section 14 of the Official Information Act Qé% us oul\ bé\ are that a response
must be provided to the requestor as’s asonab Fabtrgé’ le, and no later than
20 working days after the day thAs \a}\ s re e; ¢ your agency, unless an
extension of time i$ required arLd\QuIy dto ihe \gt r.

Yours sincerely

QRS

\Qﬁ'/) o |
{Engl py of cé\re\ lence from {{prop:SubmitterFullName}} of [date]
? i //> /"‘

? % C@K\{eﬁ ondence to {{prop;SubmitterFuliName}} of [date]

% ; Q o

{{prop:t p&ohm iem}
N



STATE SERVICES COMMISSION

Te Komilia 3 0 NHea Tan Ko lr‘IIIIIl

_.SSC Report: {{prop:Summary}} >

. P %
Date: [Date Sent]" Report No: {{p’rgpj-‘ﬁ(e@lgmber}}/f? Mg
File Number: {{r@ﬁ)}:\l@@urﬁber}} \\ ) )
Contact: {{prop:Manager|display=jobTit | Telephone: / “{{pr foManager }?\
lel)} ' ' < [display=phoneNu rf}}
- Action Sought /) L De{a\d@e )
{prop: portfolios}} | sign the attache tt\er t‘g {{pﬁ E
) {{p'rqp' Submntt{i pond r)ju ueDate[display=I]}}
to their corr bout
{{prop: Sg marx}

Enclosure: Yes (attached)

\”{
Recommended Action
It is recommended that oq Jﬁ

a sign the att che?I;_ter/ to pSu |terFuIIName}} informing them that you
have re their OlA reguest  to the

{{propT nsf %rﬁ‘ollo se/{)dls lay= porfolioName]}};

b si \t e atta % eﬁer to the {{prop: TransferPortfolioMinister[display=
< g cgo io ame]}} t s\e[ pg_ ;[part of] the OIA request to them.

( {{gopq: romPortfolioMinister[display=ministerFullNameCheckTitle]}}
rop:FromPortfolioMinistei[display=portfolioName]}}



SSC Report: {prop:Summary}}

[Delete sections of report that are not required-or relevant]

On {{prop:ReceivedByDepartmentDate[display=I]}} you received an Official Information /?
Act 1982  (OIA)  request  from  {{prop: SubmltterFu}NéFne}} aF AN,

{{prop:SubmitterOrganisation}}. The request was for: #& // e
\\ . \\ ‘\/
P . . - —- ] 5 //\,/A.‘ \/ 7
{{prop:QuestionSummary}}. />< ¢ O
[Check: has the request been revised'by the requestar?] < /\\\\\2‘
[Option 1 - No Information Held] /j: ' =
’\\\_ Ny /ﬁ / —~ \

(Fun A '
From our records, and following consultatmn wi’t'( {u/r \fﬁce it Sea%}hat you are
unlikely to hold any information covered by t st, We be Je\fglt at the information
to which the request ate s : by the
{{prop: TransferPortfoIloMmlster[dlsplay—ﬁ\fQ /a eli} cc\c Iy, we recommend
that under section 14(b)(i) of t e. GIA\ you t% fe?r e request to the
{{prop: TransferPortfoIloMmlster[dls/\ayxﬁ\';lglsi“erFull am as
{{prop: TransferPortfoIxoM|n|ster[\1§1a)5

>n rfohoblam }\g\>

[Part] /

From our records, and f6'owi consu1ta g lth\mur Office, it appears that you are
unlikely to hold a? véﬁ rm ? covef e part of the request that relates to
{{prop:Summary}} /bg ieve th Er ation to which this part of the request
relates is h ! )b\y & ortfolioMinister[ display= =porfolioName]}}.

he {{p
,Ac‘co'rdlngly, : reco end tl‘% der sectlon 14(b)(i) of the OIA you transfer the
request p)rop Traﬂafe\ x;fohoMlmster[dlsplay“mmrsterFuIEName]}} as

{{PFOP‘IrayigrPo ohor\/\ﬁi’@r[dlsp y=porfolioName]}}.

[0 @ﬂ 2 e asely Gonnéc

\

_Q/

1]
// Wléé ieve ti a{}heinfo/ rmation that has been requested is more closely connected to
\/ the' funétlon the {{prop: TransferPortfolioMinister{display=porfolioName]}}.
Accor mgl }ecommend that under section 14(b)(ii) of the OIA you transfer the
'\ requ é ;} {{prop: TransferPortfohoMmlster[d!splay—mm:sterFulIName]}} as
a erPortfolioMinister[display= porfolloName]}}

</> \QE believe that the part of the request for information about {{prop: Summary}} is more
closely connected to the functions of the {{prop J:
\ TransferPortfolioMinister[display=porfolioName]}}. Accordingly, we recommend that
< )v under section 14(b)(ii) of the OIA you transfer this part of the request to
{{prop: TransferPortfolloNhn|ster[dlsplay—mlmsterFuHName I3 as

{{prop: TransferPertfo!mMmlster[display—porfoI|oName]}}

-

The transfer of the OIA request is due by XXX.



Attached for your consideration are a letter transferring [part of]" the r‘eq'ue‘s:c_ to the
{prop:TransferPortfolioMinister[display=porfolioName]}} and a letter informing the
requestor of the transfer.




Ref: {{Prop:ExtReference}} // >

\ ;@ (G

\/ "i\‘\//\\\

/ 9 . ////> -

Ak (
s - . ; y iy //\<\€/\ N ' e \<.‘ :2)
{{Prop:SubmitterFullAddress}} i R sy
Dear {{prop:SubmitterFullName}} a \\) /\ }

v /) L
Official information request for [brief detail of syp ct matter of requ \\>
Our ref: {{prop ReportNumber}} &)
N\ G2

| refer to your official information req_uest( é@‘ [d t¥] ér "{{ijo\i')\QL}e\ghonSummary}}"
I have transferred [part— . off./ / yo r ~_requiést to the
{prop: TransferPorifoItoMlmster[d!splay thmoDet {Part of the [ The]
information to which your requ ﬁs}e Ig\t D[}n & specific-aspect of request
to be transferred if a partial tra }ot held is bel:eved to be held by the

{prop: TransferPorlfolloMlnlsterlg\Sp _ay-por’gform e\@s}} / is believed to be more
- functions of the

closely conneote \ with
{prop: TransferPortfojl r[}ilspl }t& oDetails]}}. In these circumstances, | am
required by sectlolg 5 Act 1982 to transfer your request.

ial Ihfor \b
You will hear he {{ rgnn:’) PortfolioMinister[display= portfoiioDetails]}}
concemmg t pa you he other parts of the reques will remain wi
ﬁ\ ge/ [The other parts of th t will ith
me.]

{/ \Yod\g‘{f <y \\\\ \/)

@Portfollol\mnlster[d|splay~m|ntsterFuII’NameCheckTit[e]}}
:FromPortfolioMinister[display=portfolioName]}}



AL fp /p\Ff(omPo
PO RS %
{Os\/ F %\(

Ref: {{Prop:ExtReference}}

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

{{prop: TransferPortfolioMinister[display=ministerAddress]}} <\
/)\\_\‘”\/
Dear Minister RN
o

Transfer of request for official information / “ﬂ

| write concerning an  official  inform b \//request
{{prop:SubmitterFullName}} on [date] for {{prop: Q hS\ ;nmary)%
ﬂ

et out in the
sferred [in full /in

As discussed between [name] and [nam nd for
attached letter to {{prop: SubmltterFuIINamJ]Wth st 12 be
part] to you for response, j

Please treat this letter as a formaf t(a]i\lséy ofy\ \
section 14 of the Official Informatic @A\&t\ 982. You sh
must be provided to the reques as reaso\é
20 working days after the day th r is rec \g

of time is required and d}l Iy n\os‘led Fé the <ql5a tq
/&\ > ) \>
Yours sincerely — </">\/ ”/ Q\._ >>
CEH—
<\\

‘s\pe t/of] the request under
be aware that a response:
ly-practicable, and no later than
wour office, unless an extension

((’/))

\\_

{{pgfq FFO/rRPo &oML@@display~m|n|sterFuIINameChecletle]}}

l{ol\ﬂi/n|ster[d|splay—portfol|oName]}}



IN CONF'DENCE STATL SLRVICLS COMMISSION

Te Komlhana O Mea Tarl Kawanalanga

SSC Report: {{prop:Summary}}

Date: [Date:éént] Report No: {{prop:ReportNumber}}
Contact: {{prob:Mahager}} Telephone: {{ptop;Manager[display=phone_
Number]}}
/</) A P /\ %

Action Sought Qeadh@\;/ ( Q ))
{{prop: Sign the attached letter to //< "{{p{' :
fromportfoliominister[display=minist | {{prop:SubmitterName}} responding. Curre}ItDueDate[ gp]ayz\j}}
erfullname]}} to their corréespondernice about N >

{{prop:Summary}}. .,\)‘1 \

/ Y
Enclosure;  Yes (attached) /» ( ) \)
< /\

Recommended Action

}\/

It is recommended that you sign the a
the time limit for [making a decision on<tg

/ b
e %y
‘.‘:\ ’// )
& (0
Frb%tfgliﬁ
< / g h\//‘m s

/://f"ﬂﬁ\ ~ ;\ §
s <”’ \
< X ,.j)

forop:DacNumber}}

s \>>

< \)\/ b
Q s
/</§ | >> /

\g gy

\

/

IN CONFIDENCE

:ste{%ﬂzsplay—mlmsterFulINameChecletlel}}
inister[display=portfolioName]}}

bmitterFuI!Name}} extending

e fio r p\
\r%?que{§§i ring their request].



@ \7

©

IN CONFIDENCE

8SC Report: {{prop:Summary}}

[Delete sections 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 th/efollowmg
W

{{orop: QuestionSummary}}

A response to the OIA request.is due by XXX
[Use if extending time limit tomake a -decision] %Q s
We recommend that you extend the time limit for maklng a de015| n on the \ ues y an

additional {{prop: ExtenstonDays}} working days, to [x dat
[Usé if extending tinie limit to transfer request] (>
t

We recommend that you extend the time limit fo @eﬁ?\g [pa(tg(ﬂ tﬁ? request by an
K b

additional {{prop: ExtensionDays}} working da@ )

[Use inall cases]

\"\
[Reasén: Consultation (delete if fiot app icﬁ v iy
The extension is required because ofﬁ\:e \;;ultatlons&\c aty to make a decision on the
request. Xkej 3
[Reason: Quantity.of Information (detete(if n? &
The extension is required e\ usn>he re uesit Tates a search through a large quantity
of information before a d <e isio nf request
[Reason: Consuilt: t19}1 % Qi j‘t‘it nn (delete if not applicablé)]

The éxtension 1s lrea'

of lnformatlor\ind\cgn;; tatlons

[Explarg@qo g}él able b @‘d’/ as considered relevant]

\7

becau ,\e quest necessitates a search through a large quantity
ed before a decision can be made on the request.

Q&

f{prop:DocNumber)}



<)L

Ref: {{Prop:IntReference}}

{Prop:SubmiitterFullAddress}} \\\\ \/4 ( )
// ta \\_“\,‘ _ N

Dear: Mi/Ns/Ninister/Mrs {{prop:SubmitterL.astName}} /2 / Vo ' i‘\;\::_—/

Official information request for [brief detail of subject matter%f\r quest] \( -~

| refer to your official informiation request dated [date] for *{ p /o\puestlonSu ‘ \}\ ;

[Use if extending time limit to make a decision] S s

)
o decisi o Qny rrequest no later
gr/ c{uest rtuna ely, it will not be
gto not f\/n extension of the time

The Official Information Act 1982 requires that | adv'is{ 0
than 20 working days after the day that | rece/lve’d ¥
possible to meet that time limit and 1 am, therefo(e@_
to make my decision, to [date].

_ e W

[Use. if extending time limit to transfer re ' \

This letter is to advise you that 1 eces/aa %\%’ Qer [part of] your request to

[agency/Minister], and that | am exté t eten wo time limit available to make this

transfer, to [date]. ( )_j \

[Use in-all cases] /,_,\ g

This extension is- neces\{ Eag e [yo 3t hecessitates a search through a large quantity
. of information befor: cf ca your réquest / the consultations necessary to

make a decision l@(ﬂ ﬂest a “tha a proper response cannot reasonably be made

within the ori Jnal ime _limit / yo {e%sokaqst necessitates a search through a large quantity of

|nformat10n a d\r> n tlons re e ary before a decision can be made on your request].

Ko
If you w /sb cliss any aspeet our request with us, mcludlng this decision, please feel free
to conta e Smail addres§1\>

n mvestigaﬂon and review by the Ombudsman of this decision.

08{({8 é&spg/

<

u“h vi/tp right tﬁ%\e
% about how to Mméke a complaint is available at www. ombudsman.parliament.nz of
fré;a‘é;q

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

{{prop: FromPortfolioMinister[display=p ortfolioName]}}

{{prop:DocNumber}}



STATE SERVICLS COMMISSION
T Hmlll.nn 0 Nga Tan Kavranatanga

_S-SC Report: Official Information Request Relating to

Date: X Report No:
Contact: Telephone:
Action Sought _pea@i@\‘ 2 e
Hon Paula Bennett Sign the attached letter to therﬁ\\/\/<\\> oy e /
itictar of & Sl requestor responding to their official | —
Minister of State Services information requiest 5’,\ \ \/ v{ Py
\ \/
| %f S =
Key points ) =S Y
e Aresponse to the request is due by x. éf K& ))
° The proposed letter of reply and informatign< Qro fo @{se\a@ attached.
o Etc .,
<(‘\x§ \> \}
Recommended action W <\
We recommend that you: e j/ q N
a) sign the attachey / @)}% requ _a&%@%mg to their OIA request for information
about x P / - 5

‘% fortheir information.

Hon Paula Bennett
Minister of State Services




Ref: {{Prop:IntReference}}

Mr/Ms/Mrs {{Prop:SubmitterFullAddress}}
| -
o

Dear Mr/Ms/Minister/Mrs LAST NAME

Official information request for [brief detail of subject matter@

I refer to your official information request dated [date] for {{prop:Questior umnggﬁﬁ}>
_[bhlﬁk: Was the request clarifiedirevised byrequestor?]. O é k‘
{Check: Was any part of the request transfetred?] R @

[Check: Was time limit extended?] 4
Information being released Q %“
Please find enclosed the following documents:

item | Date Document:ﬁ%éibﬁgn % D\{c{_éiovn

; TR
2 > Al

| have decided to release fthe relsvant par |
S the following| sections of the OIA, as.applicable:

below:

ivacy of natural persons; including deceased people

dteet the cammercial position of the person Who supplied the-

subject of the information

: maintain the current constitutional' conventions protecting the
iGe tendered by Ministers and officials B

franfl expression of opinions. |
[ly;%wﬁje information has been deleted where it is not within the scope of your request.]
}fo\nﬁati publicly available

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

ltem | Date Dociument 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.



[Check: has relevant nfériation bisén refmioved from published dosuments? |f 5o, include the
following paragraph:

Some relevant information has bieen removed from.documents jisted in the above table and should
continue to be withheld under the OIA, on the grounds described in the:documents:]

Information to be withheld

There are additional documents covered by your request that | have decide
under [one or more of] the following sections of the OIA, -as applicable:

[Check: Do section 6 grounds. apply? Common. grouinds 'far'w‘iZ '

—

provided here;
o  section 92)(H(iv) —‘to maintain the -current’ constitutional gonventions protecting
canfidentiality of advice tendered by Ministers and offieja
o  section 9(2)(b)(ii) — to protect the commersial
inférmation; or who is the subject of the informatic

he p@ stpplied the

[if thére are withholdings under sgction 9, the fallowing-text-app nmaking my decision, | have
corisidered the public interest considerations in‘s (1) o A.}. [Expand more on this if
possible.] '

[Check: delete the above if no informatiof

Ny

[Use If imposing:conditions. on relea e%ﬂ
The information is released to you .OSOQ ify any relevant conditions, including any

relevant timeframes], as [desori levant hat condition is intended to protect.]

ull immediately: You have the right to seek an

[Use in all cases — unfess”
his decision. Information about how to make a

investigation and review hytt
complaint is available at wwh

N
W

PortfolioMinister[display=ministerFullNameCheckTitle]}}
rtfolioMinister[display=portfolioName]}}




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].

Use if granting the request i part and releasing information at a later date

| have decided to grant your request in part, namely information whlch to [deseribe
informatior to be released] It will, however, take some time to preparetms rifor releas
[ will send you that information by [date]. | have also decided to refuse y forl or ation
which relates to [describe information withheld] under section [det n%e ion(s

se\l W
)

[Describe relevant harm, and consideration of the public interest | app[lcab!
Use tf;releasing information in a different form to that asked f o,
é&{\ form of ;e_\eﬁqasﬁed for by

You asked for the information to be released to you

requestor]. However, | cannot release the informatio t form as [this v mpair efficient
administration/be contrary to my legal duty to [specify[le 5% ty7 prejudi lerests protected
by section [detail relevant section(s) of the OFA] Z ele'v/aﬁ}h@s- and consideration of
the public interest in release, if applicable.] | h t release the information
to you [specify the form in which the mformat(h eleas

Use |f--refusmg the request.in full \(
| have decided to refuse your re t\nc{’ section\ levant section(s) of the OIA].
th

[Describe relevant harm, and cons:d ; e pu’b@ \lm release, if appllcable]
N
>

</ ;\\Qf\«
.

~

LN




Redactions using Adobe Acrobat DC
o Click Tools > Redact.

L.

(:c;:i? @8 . T&

S / (
. The Redact toolset is displayed in the secondary toolbar. o ’ﬁ

fosmiiateetions ay Mp G e W L AP - »on

brnw-m- %,sm ﬁﬂqﬁﬁs m L v & Sl

° Select Mark for redaction > Text & [mages ( OX\ %&
S o W 1 ~ =

Mark for Redation % Apply fq Properties [;?, Remmiova Hielden Infaron {t h\m&

= ‘ B Tot &images - KJ

E% Pages
ﬁ}_ Find Test

® In the secondary toolbar, c-:hoo'si‘j

‘ Rnacﬂoefwl'ﬁr;p;ﬂ}n ) N
A T ) : lS eii : n the Appearance tab select

Redicted AceaFll Colon @ 1 Uy Overaf Tt = ]
OtnTer - oo - | want to change, and then click OK.
Fanr |‘3;51I . it = g ¥ \'{i e 100

f e st P oo Click the Redacted Area Fill Color icon
B by e e seiect afill color from the color palette for the
‘(_]l :“‘““ ' boxes that replace removed items. Choose No
‘_j = ‘ Color to leave the redacted area blank.

:\»\:s'.a 14 fiandd amﬁ = I
N <\/ IRE Select Use Overlay Text if you want to

select the custom text or redaction code o’pti_,o,ns,.

Select the font, size, and text alignment.

: e Select Custoim Text, and type the text you
Bl ey want to dppear in the redacted area.
Q@ t-Redaction Code and then either select a code within an existing set, or click Edit
/¢ 8 ?Cn the Redaction Mark Appearance area, click the Outline Color icon or Fill Color icoh or
3 i both. Select a color from the color palette for the imagesand text you mark for redaction.
. ) Move the slider to adjust the opacity of the color. Choose No Color to leave the selected
- area blank.
o 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.




Ministerial Services

SharePoint

Ministerial Services

Ministerial Sarvices (MINS) is responsible for the co-ordination of and responses to all of S5C"
afficial correspondance, which Includes:

>

+ Ministerial and SSC carrespondence
+ Officlal Information requests

+ Ombudsman requests and reports

* Parllamentary questlons

« Privacy Act requests

+ General Integiity queries

MINS also co-ordindtes the production of SSC's Weekly Report,

//
x/

Why the team undertake theworlc

/’
MINS warks closely with paople all around SSC to ensdre tia LS50 elv a high/qualit Nﬁ
to ‘the public-and the government of the day "Q;T\ its II%« tutary obll a}uo 5 nd
e

recognised as public'sector leaders In the delivery'of efldl Sérvices,
Collaboratlan

+ We'bulld and maintain strong work/\\[ ns ips- with stak{@s\ {
+ We ensure that the wark tha{\é\dell ct§ Inpuit frx d defs, where

apprupriate
n\ ng)best practice" In Minlsterial

Ihfluence

+ WeInfluenice otﬁ

hlgh standards-
and Execul o}
+ We prol Teputation’by using u

expeltis
Issues ar {ed/y FW Qage
Integ S

' :é]) akeholder s Vie atfl like to be traated aurselves
D ea orthy, henest 1\ al
méltyx

e are comrnllted \
! eTocqs

e deliver under pres re
* VE ﬁ
" € ? % ll ar
/<’_> =g . /Ml
P R J
\( s ( l\f\t the Tean - We aré located ori'level 10 Reserve Baik bullding (by the Hoss Office)
5

;h d-knowledge to ensure that risks and

.4 s g
&{” twesaywewlll do

%
\
N

i, /ué\lliy
QA %/ |

L

I/ng a first class service to our stakeholders
céllence through continuous Improvement and innovatlon In the work that

'}ppy to help with any querles and to help solve yaur problemst

/\>\‘ x «I\fame Role Contact
<// Saphron Managing Piinclpal ph: (04):4956608
Powell

Email: saphmn.r;o_wgu@ass.mm_
{malltoSaphron.Powell@ssc.govtinz)

Ph: (04)-d956775

einall: NickyUrlaro@sscgsutaz
{malltaiNicky.Urlaro@ssc.govtnz)

Nicky Urlaro ~ Senfor Advisor

Dalilyanl Advisor Ph:- (04):4956632
Rawlings : ;
Emall: DahlyaniRawlings@ssc.govinz.
itg:| wilin

.http;//dorislpeople-and-teams[MinisterialsiPages/defﬁult.aspx

gp\c{pt/\ rit Links

Page 1 of 2

Neha Pawar [S5C]

SSCOIA Gulu‘l n\
pnpll -and-
lunumfnhm
20Guldellnes%

- :
i

Rubliching OIA
e§po] u(fpl'd[ilu:lhd-
I ami/Minlsterlaly/Docami

2 Pnlkyuzcl'ubliahlngﬂ
.- 001A%20Responsesth
200n%20Wabslte.das)

Minlstiy of Justlce:
Guldange {PSI}
(Bups/fweni.psl govhn/h
Infarmatlon-acy)

Privacy Ast Guldnnn .
th pps./lptlvuy o1g, mj’lha

codesdntréducitony)

Privacy Toolklt (PS))
(hitpin/pwviv.psl geutnz/h
toalkin)-

PQs {Patllamaniary
Webslta)
thitps//www.paillamant.n
papar-qioaions/)

!I‘fc:!hu Camplalnt
Handling (Ombudinan)
{/people-and-
teams/Minlstarlals/Docuni
20Complainli
}l.tiHmdllng pdl}

Pratecied Disslorures
;whhﬂl uluw Ing)
{htip/Avvav.ombidsman.g
wesdo/protecting-your-
:i‘ght'iyromud
‘disclosures-whistle-
hlowlng)

CahGulde
(hitpss {{uhguld-,nlalnnin

Cahlnet Office Guldance
(httpses/wwav.psl. gsvini/h
and-eablnet-
‘tammlttees/cabinat-
afflca-guldancef)

Cabfnet Manual !
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Neha Pawar  Ministerlal Ph; (04)-4956657
Coordinator Emall: Neha Pawar@ssc.goviing
(mailto:Neha.Pawar@ssc.govtnz)

We have four téam membérs: We all wark tagather closely.and share knowledge and experience,
$0 you can conie to any of iis with your questions. We like people to feel that they can give us a

call or drop by and chat. @

http://doris/people-and-teams/Ministerials/Pages/default.aspx 27/06/2017
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Information about Ministerials, SSC
Co,rrespondehce, Parliamentary Questions and
Official Information Act Requests

Ministerial Services (MINS) co-ordinates all Ministerials, Parliamentary Quiestions K/Qs)

Processlng Ministerials, §SC. Correspundence, PQs, and OlAs

~1
z/,\}

Processlng Tlmeframgs/ B,

Type of Cdrr'e:pnndenco
Oral PQs ‘ 1fz‘hours-ufarrlvglat£5\§\ S
Wiitten PQs 5 working day\s/ </ \\\

Ministetials/Exceptional -F_ees'
Requests

5 workfngﬁ}s\iu{vmbrk( J days/or

statgd‘du&d_tq

OIA Re( /s,

area, e will forward itto

|'/§unseo yaur behalf,

S5C

N

ha?]:

&
/\%s; @_e/ngr proces; au;ﬂq}!
’\s\a? Incoming BIA ﬁu\es_fﬂn;_ atorand will, in most c'a'ses! draft the response for

//acn‘s tatlon with the retéyvant s

Privacy Act Requests Zdﬁiktlﬁ*days : (\
O1A Request 20 wb@i\g\da}s < \ s
OIA Transfer 0wokifg days — o
OIlA Extension f\‘ 20w0{klng ({69.“( > I~
MmlstenalOM/Ragem 2 1;:!'? (k;tlgfﬂq 3 r\ /éueto
$5C Cor/esp@d\enr@/ fj’m&ihg dgv) )

P il

géan OIA?

ct malier experts Iy SSC.. If we recelve an OJA relevant to your

au, discuss It and thie pracess with you, prepare the draft

antl consult you and athers as’ required (including any necessary
exlerga] conshl(\a quy {Ra manager of yuurwork area will sign out the response,

for piiblishing some OIA rgsponses on Its webslte. We will iet the requestor
oWled ement of thelr raquest that SSC's response to thelr request: may be published
ersonal detalls removed), and when we undertake consultatiomwe will also let people
r final respiinse to the requestwiil inform the requestorwhether their-response will/not
)ubhshed ‘We will nat pulilish the response any earller than a- day alter we haye sent the
5

ponse to,them, We will discuss publishing the respanse with thé relevant subject matter
experts'in SSC,-and otliers as required,

Whiat OJA guidarice is avallable?

'SSC'% OIA guldance fs in the tabon the right hand side of this page, and there are OlA warkflow
‘qu[ck guldance dacuments under the "Heip" tab in Moto. There 5 also good guidance on the
Office of the Ombudsman's website, arid onthe PSI. If you would llke-any OJA tralning, please
came and see MINS and we can find something suitable for you depending'on your needs and

experence, Just give us a call-any time wiith anyquiestions,

What Is an O1A request?
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Neha Pawar [SSC)
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Whienaver a request Is made for nformation tigld by & department or Minister, this must be dealt

with In accordance with requirements of the Qfficlal Informiation Act1982

(httpy//legistationgovt, nz[a:t/publ:c/1902/01 56/latest/DLMEA785 . html) (the QIA). Requiests can

be made by anyone - incliding members of the publlc, Journalists, or MPs,

In particular, the OIA sats out $5C's legal obligations on!

27/06/2017
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+ the deadlines for responding to
(hUp://legislation .govtnz/act/public/1982/0156/latest/DLME5390.html), lransferdng
(htpy//legistation.govtnz/act/public/1982/0156/latest/DLME5307.himi) urgxlﬂnﬂng
{http//legislation.govtnz/act/public/1982/0156/latest/DLME5394.htmi) a request, and
« the list of acceptable reasons for withholding information
{htip://leglsiation.gavt.nz/act/public/1962/0156/latest/DLMB5371.hitmi).

Requests can be made for any Informatioii that SSC holds. from tme to {ime, however, it may be
approprlate to transfer a request to another department or Minister, if they are best-placed ta
respond, If MINS considers that a transfer might be necessary, we will consult the relevant team
before any declslons are made,

What is @ Ministerial OIA réquiest?

When mquests are made to the Minister of State Servlces, SSC prepms a pmposed réspan

have been lhn primary advlsars for them ona purlrcul'ar mluer {such o for the apy
‘chlef executive, or when wa have led machinery of government work).

ow we track SSC Correspondence, Ministerlals; PQs, and OlAs:

% From 2016/17, we have bgen using Moto to track dacuiments,

Please find the links below to the tracking sheets that were used from 2009 until June 2016:

2 z OlA/Ministerial QIA/PQ tracking sheet 2016 (hitp//ssenat/tools/rdms/auto.nritdocnum=2209465)
QIA/Ministerial QIA/PQ tiacking sheet 2015 (hitpy/sscnet/tools/rdms/autonritdocnume=2124463)

QlA/Ministerial OIA/PQ tracking sheat 2014 (hitpi/ssenet/tools/rdms/auto.nr?docnum=2104129)

QlA/Ministerial QIA/PQ tracking sheet 2013 thitp://sscriet/tools/rdms/autonl?
dacnum=18823548wversion=1)

QlA/Ministerial OIA/PO tracking sheet 2012 (httpy/ssenet/taols/rdms/auto.nri?docrium=1753042)
OlAiMinlsterlal OIAPQ tracking sheet 2011 (httpi//sscriet/tools/cdmis/auto.niitdocnum=1612244)
QIA/Ministerlal QIA/PQ tracking sheet 2010 (http://sscnet/tools/rdms/auto.nritdacnum=1407349)
QIA/Minlsterlal QIA/PQ tracking sheat 2009 (http:/sscnet/taals/rdms/auto.nri?docnum=299261)

hitp://doris/people-and-teams/Ministerials/Pages/Help-with-Ministerials,-Patliamentar... 27/06/2017




How do we work

SharePalnt

‘| Al 8SC and MIN correspondencas, OlAs, PQs coma to.

General Process

Minlsterial services (MINS) for a response,
MINS will Ihen log query lo Mol uixder relsvant
workflow ’

MINS to Inform relevant SSG slalf mbimbers — AGIDCs,
Hoss, Legal- : ?

: G £
n mosl cases we il craf a response wilh,adyice

“fromicenswliation with olher SSG slali maribers as
W Tequired. \

s )

Asslgned S8C -slgn-m‘emhaﬁa'dr\n gf,iu}l{a responsiblatar %

comphﬂdg)h@ﬁrgw In conistitalion wil INB} |

<

. f{&lln lad] " : $
CJHE?!\ '}nlpg/ioHoSS- ntherd coples 2 coples (slngle’
!ldﬁ;:dl ured , stapled) #4 coples [{black/white, double
slded; stpled)

~|Ectranle Cogp

T
oo W

LShpl 2 copls bl k\yh\iq.ﬁgu ly/slded,

| Pravide Hard co Eﬁ'RJ‘MiN\iief lue bag:

{Inal coples to the Minlster's
CC Minlsterlal Sarylees [SSC)
nz or Neha Pawar [55C]

oflfce {1ilia) ble
lnl_iléilﬂ L.sel

\@w> /\::%;E%&.Z;m toiis

O QO

_Ifnul{} e
Workflow wll be sisslghed ta raqmﬁ%smemﬁ A\
members (hrotgh M e\!%vQ K!’le> _ E

iidence, Mintstedlals, Parllamentary Questians (PQs) and Officlal tofornyalion At {O1A] requests

1 N A Comesin 1 MINS Whrough a rarige of sources
e N 4 7 I Ml_s‘g_ E sesponillle for lodglig It on to Mol : o N
N i e lQ‘\éﬂ_‘ qrgfppnglnuoalllhéi;t't’gr_kslq’n’mﬂr._-nse_s',_h'_:\\_u?erlrnsbmelaistan_as:o!r’upondenc'o,ﬂmﬂnd
Q \.} ( j Inls) rlarscanlnlau_lgaeuiurrindlnaueamstompoqdlhrongl_qulo.
N i
¥ AN

O LT

http://doris/people-and-teams/Ministerials/Pages/How-do-we-work-.aspx

Page 1 of 1

Meha Pawar [SSC)
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