Northern Territory Treasury

Process for Making an Application to

Access Government Information

Scenario 1

Scenario 2

Scenario 3

Applicant  completes  the
application form and posts it to
Treasury. Received by
Corporate support staff who
date stamp the application
form.

Applicant  completes  the
application form and submits it
through other channels such
as the Territory Business
Centre, regional offices (ie.
RGL - Alice Springs), e-mail,
on-line lodgement etc.

Applicant  completes  the
application form at the counter
at Treasury's Revenue, RGL,
Treasury Corporation,
Superannuation or the Alice
Springs office. Applicants are
referred to the Information

v

Officer.
v

Applications are forwarded to a central
Information Act Processing Unit.

Information Officer receives and date
stamps the application.

v v

The Information Officer ensures that the application complies with the requirements of
Section 18* of the Act, including discussions with the applicant if the scope of the request requires
clarification.

v

The Information Officer validates the application, ensures that it contains sufficient details to properly
identify the precise information sought, checks that the application fee is paid and opens a file.

v

If the application is acceptable, the Information Officer disseminates a search request through the
information network. Relevant divisions conduct a search. Located information is put before the
Divisional Director for perusal, comment and a recommendation on what information should be released.

v

Reviewed information is forwarded to the Information Officer, who reviews the information
to check compliance with the Information Act and liaises with the relevant Director. The Information
Officer in consultation with the relevant Director, drafts a response that specifies what information is
available and lists the reasons for the proposed decision.

v

The Information Officer transfers the file to the Assistant or Deputy Under Treasurer responsible for the
particular division to which the information is pertinent. The AUT or DUT is the final decision-maker on
what information is or is not to be released to the applicant, and decides whether to endorse the
Director's recommendation or otherwise.

v

The file listing the final decision is returned to the Information Officer for final processing and to inform the
applicant of the decision.

v

If dissatisfied, the applicant may request a review. (Although there is no legal review requirement for the
first 12 months, an internal review process will be developed for the interim, including the review by
another senior Treasury executive.)

* Section 18 requires an application to be in writing, specify the name of the applicant, include sufficient details to identify
the information and specify an address to which correspondence regarding the application may be sent to the applicant.

Note: All steps in the entire process will be recorded and monitored through the approved tracking system.




