[Insert agency name/logo]
Government Information (Public Access) Act 2009
Running Sheet: Access Application
	Applicant name: 		
	File reference  	



	Time
	Action
	Notes

	Day 0
	Application received

	Date received:

	
	Calculate decision due date
20 working days from receipt of application
Is the application valid? 
Does it include excluded information or not comply with formal requirements?

	Decision due date:

	
	INVALID applications: send notice of invalid application 
For invalid applications, assist applicant in making their application valid. 
Once application is valid, send acknowledgment letter of valid application.

Note: The IPC GIPA Tool can be used to manage your access applications. The GIPA Tool also has functionality to send an acknowledgement email electronically and calculates days to process the application automatically. 



	
	Date sent:

	By day 5
	VALID applications: send acknowledgement letter 
and begin processing the application. 

Note: The IPC GIPA Tool can be used to manage your access applications. The GIPA Tool also has functionality to send an acknowledgement email electronically and calculates days to process the application automatically. 






	Date sent:

	
	Is the scope of the application too broad?		Yes / No
If ‘yes’, send notice to applicant and provide reasonable opportunity to the applicant to amend the scope of the application. This includes providing assistance to the applicant in amending the scope.
Is an advance deposit required? 		Yes / No
If ‘yes’, send notice to applicant
Should the application be transferred in full or in part? (Agency initiated transfer must be within 10 days of receiving application)			Yes / No
If ‘yes’, send notices to: agency and applicant detailing the transfer of the application whether in full or in part)
Note: consent from the other agency is required before transfer to the other agency.
Is consultation required? 		Yes / No
If ‘yes’ send notices to: third party and applicant
Are records required to be retrieved from archives?  
If ‘yes’ send notices to applicant
Have reasonable searches been conducted?	 	Yes / No
Is an extension of time required?	 	Yes / No
If ‘yes’, send notice of extension to applicant

Note:  the GIPA Tool allows agencies to automatically calculate the cost of fees for an application, record receipt of money and consultations undertaken.
	Description and date of notices sent:

Date sent:

Date sent:



Date sent:



Date sent:

Date sent:


Time extended to:
Date sent:


	
	Apply public interest test and decide application
	

	Day 20
(or later date if consultation or extension applies)
	Provide notice of decision to the applicant.
	Date notified:

	Day 40
	Internal Review 
Any aggrieved party must request an internal review within 20 working days from the date the notice of decision is given to the applicant.
Note: The GIPA Tool provides functionality to record any internal or external reviews so that this is captured in annual reporting.
	Request due:

	Day 80
	If no request for internal review: CLOSE FILE
Enter statistics on database
	File closed date:
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