
DEALING WITH REQUESTS 
FOR CORRECTION OF 
PERSONAL INFORMATION
Under APP 13, you must take reasonable steps to correct personal information to ensure that, having regard to 
the purpose for which it is held, it is accurate, up-to-date, complete, relevant and not misleading (‘incorrect’). 

This requirement applies in two circumstances:
• Where you become aware, through normal business practices, that personal information you hold is incorrect, or
• Where an individual asks you to correct their personal information.

This resource deals with circumstances where you receive a request from an individual to correct their personal 
information. For more information about the broader requirements of APP 13, see the APP Guidelines.

The flow chart below sets out the key steps to help you respond to a request for correction of personal information. 

CORRECTION
REQUEST
RECEIVED

 of the Australian Information Commissioner

NOTIFY INDIVIDUAL THAT
YOU CAN’T CORRECT THE
PERSONAL INFORMATION

NOTIFY INDIVIDUAL THAT
YOU CAN’T LOCATE 
THE INFORMATION

CAN YOU VERIFY THE 
INDIVIDUAL’S IDENTITY?

CAN YOU LOCATE THE 
REQUESTED PERSONAL 

INFORMATION?

ARE YOU SATISFIED THE
PERSONAL INFORMATION

IS INCORRECT?

CORRECT THE PERSONAL 
INFORMATION

NOTIFY THE 
INDIVIDUAL 

THAT YOU HAVE 
CORRECTED THE 

INFORMATION

NOTIFY ANY THIRD 
PARTIES IF NECESSARY

NOTIFY INDIVIDUAL THAT
YOU CAN’T CORRECT 

PERSONAL INFORMATION 
AND WHY, BUT THAT YOU 

HAVE ASSOCIATED A 
STATEMENT

CAN YOU CORRECT THE
PERSONAL INFORMATION?

ASSOCIATE A STATEMENT 
TO THE PERSONAL 

INFORMATION, 
IF POSSIBLE


