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Notice of transfer of request to another agency 
Note on sample notice
Consider combining this notice of the transfer of the request with the request acknowledgement. 
Agencies should take care when transferring documents whose existence should be neither confirmed nor denied. The transferring agency should in an appropriate case consult the receiving agency about the possible application of section 25 before completing a transfer. Section 25 makes it clear that an agency or minister does not have to confirm or deny the existence and characteristics of certain documents, that is, documents that are exempt under section 33 (national security, defence or international relations) or section 37(1) (law enforcement or public safety). Consultation is particularly important to prevent inadvertently confirming to an applicant the existence of such a document before the decision maker has had the chance to consider whether to rely on section 25. See Guidelines issued by the Australian Information Commissioner under s 93A of the Freedom of Information Act 1982, Part 3 (Processing requests for access), available at https://www.oaic.gov.au/freedom-of-information/foi-guidelines/part-3-processing-and-deciding-on-requests-for-access/#transferring-requests-to-other-agencies
Note that this sample notice is for the transfer in part of an FOI request. It can be adapted for circumstances where a request is transferred in full.
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Dear [applicant name],
Transfer of freedom of information request to another agency
I refer to your request for access to documents relating to [subject of request] under the Freedom of Information Act 1982 (FOI Act). 
I am writing to tell you that I have transferred part of your request to [name of receiving agency]. [Choose one or both: Under section 16(1) of the FOI Act, I am able to transfer a request if the requested document is not in my possession but in the possession of another agency or if the subject matter of the document is more closely connected with the functions of another agency./Under section [16(2)/16(3)] of the FOI Act, I am required to transfer any requests for documents that originated with or were received from [name of body from Part I of Schedule 2/name of agency from Part II of Schedule 2] and which are more closely connected to the functions of that body.] 
Accordingly, on [insert date] I transferred the part of your request which relates to [insert subject matter descriptor] to [name of receiving agency] [insert if applicable: (which is the Department that administers the enactment under which [name of body from Part I of Schedule 2] is established)] [which has possession of the requested documents/whose functions are more closely connected to the subject area/[check application of section 25 before stating: from whom the relevant documents were received]]. [Name of transferring agency] will continue to process the remaining part of your request. 
We received your request on [insert date of receipt] and the 30 day statutory period for processing your request commenced from the day after that date. [Name of receiving agency] will treat your request as though it received it the same day that we did. You should therefore expect a decision from [name of receiving agency] by [insert date]. The period of 30 days may be extended if [name of receiving agency] needs to consult third parties or for other reasons. They will advise you if this happens.
[Insert any additional details about when the transferring agency will make a decision on the request. For example ‘In our letter of 20 March 2012, we informed you that the processing time for processing your request has been extended by 30 days to enable us to consult with a third party. [Name of transferring agency] will therefore provide you with a decision on the part of your request by [insert date].’]
The contact officer at [name of receiving agency] is [insert name, phone number and email address]. 
Yours sincerely

