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	Enquiries:  Contact officer
Tel: (02)
Our ref:       
Your ref:      


[date]

Dear Title – Surname
Request for advance deposit of processing charges under the Government Information (Public Access) Act 2009 (GIPA Act) 

On [date], we received your access application for access under the GIPA Act to the following information from [insert name of agency].  
[Information requested]

Decision to require processing charges for dealing with your application

Access to information held by [agency] is governed by the Government Information (Public Access) Act 2009 (GIPA Act). Under the GIPA Act, we may charge $30 per hour for processing your access application. However, the first 20 hours of processing time for your personal information cannot be charged for and this has been taken into account in the calculation detailed below [delete if the information does not include personal information]. The application fee you have paid counts towards the first hour of any processing charges payable.

Based on an initial search undertaken by the relevant business areas for the information that you have requested, I have decided that processing charges for dealing with your application will be required.

Estimate of total processing charges for dealing with your access application

To date in dealing with your access application, it has taken [insert number] hours to deal with the application. This has involved [insert specific particulars of where the time has been taken] and searching in our [insert a description of the systems searched].

Based on this, I estimate that it will take at least a further [insert number] hours process your access application. This time will be required to [insert a description of the activity that will be necessary to complete the access application]. At this stage, I have estimated that it will likely cost [insert dollar mount] to deal with your application. This has been calculated by the total hours spent so far and the estimate of hours that will be required to complete the application at $30 per hour.

To explain these charges further I have set out in the table below an itemised list of the tasks involved in processing your application and the cost associated with that item.

PART 1: Time Spent to Date dealing with the application
	Item
	Action
	Time
	Calculation of Cost

	Considering the application

	1
	Consider the scope of the terms of the application (assessment of the scope)
	 X time spent
	

	Searching for records

	2
	Preliminary searches by Business Units/Areas:
· Insert business unit
· 
Volume of information identified in the preliminary search is [insert number] as relevant 

	X time spent
	

	
	Subtotal of Part 1
	
	




PART 2: Future time estimated to deal with the application
	Item
	Action
	Time
	Calculation of Cost

	3
	Completion of final searches by Business units/areas:
· Insert business unit
· Insert business unit

Time estimated for completion of final searches is [insert number]


	X estimate of time
	

	4
	Information Retrieval, compilation and review of information for release

[Insert the number of documents/ total pages] have been identified in the period [insert date period] at approximately x time per page/document
 

	X estimate of time
	

	Consultation

	5
	Undertaking [insert number] of external consultations:

· Prepare third party consultation letters
· Complete review of third party responses

	X estimate of time for each
	

	Decision making

	6
	Decision Making process for example:

· Review Information
· Identify the Number and type of public interest considerations against disclosure relevant to the application
· Prepare the information for release
· Draft the Notice of Decision

Include any other relevant information involved with the decision making process for the access application
	X estimate of time for each item
	

	Subtotal of Part 1
	
	

	Total estimate of time (Part 1 & 2):
	
	

	Discounting of the application fee and first hour of processing:
	

	Application of any discount under section 65(1) 0r 66(1) for financial hardship or special public benefit (50% of the processing charge)
	

	Balance of remaining processing charges:
	

	Total advance deposit required (50% of remaining processing charges)
	



Request for 50% advance deposit 

In order to proceed with your access application further, I require you to pay a deposit of [insert amount] being 50% of the estimated cost, to be paid on or before [insert date – must be at least 4 weeks]

Insert description of how payment method can be made.

If the payment is not paid by the due date this means that I may refuse to deal further with your application. If this occurs, then this will result in forfeiture of any fee or charge already paid.

If it is of assistance, the [insert business area name] has indicated to me that the time spent on searches may be reduced by:

[ insert suggestions if any]

If you would like to make any changes as to how you think the costs of dealing with your application could be reduced please contact me as soon as possible.

What if your application takes less or more time to process? 

If the processing time varies from the above estimate, the total processing cost will be recalculated upwards or downwards. I will advise you of this when the actual cost of dealing with your application is known. 

When will your application be decided? 

Please note that the period within which an application is required to be decided stops running from the date that the decision to require an advance deposit is made until payment is received (section 68(2) of the GIPA Act). When I receive your advance deposit, work on your application will recommence and I will advise you of a new decision date. 

Consideration of special benefit /financial hardship (if applicable)

In your application you have indicated that you seek a discount on the basis of [financial hardship or special public benefit] under the GIPA Act.  

Pursuant to section [ insert as applicable either 65(1) or 66(1)] if we are satisfied that this is the case, you are entitled to a 50% reduction in processing charges. 

I have considered your request and I am of the view that [section 65(1) or 66(1) ] of the GIPA Act is [applicable/not applicable]. My reasons for this decision are [insert explanation]

If it is determined at the time access is granted that the information is of special benefit, this may result in a discount of any further processing charges.

Review rights

If you disagree with my decision to require an advance deposit, you may apply for this decision to be reviewed by seeking: 

• an internal review by another officer of this agency, who is no less senior than me; 
• an external review by the NSW Information Commissioner; or 
• an external review by the NSW Civil and Administrative Tribunal (NCAT). 

You have 20 working days from the date of this letter to apply for an internal review and 40 working days to apply for an external review by the NSW Information Commissioner or NCAT. 

If you wish to apply for an internal review please write to the address below and send a cheque or money order (made out to ‘Agency name’) for the $40 application fee to: 

[insert agency contact details]


For your information and assistance, I enclose a fact sheet explaining your rights to have this decision reviewed. 

If you have any questions, please contact [name], on [number].
Yours faithfully
[bookmark: Text2]Name
Position

Encl.  [TBC]


