
Instructions drafting EOT decisions 

1. Open EOT queue
2. Review the EOT request
3. Calculate deemed date and any previous EOTs granted and include in OAIC processing

period calculator
4. Consider when FOI was lodged, their attempts to request an EOT from the applicant, reasons

and actions taken by the agency leading up to the EOT request
5. Create decision from EOT templates in Resolve (In the “All Actions” tab, select ‘new action’

EOT letter templates>EOT Letters and select applicable template
a. It will create 2 templates in the documents tab. The first is the decision and the

second is the cover for the email
6. Create decision using relevant email template
7. Start editing the email

a. Read each paragraph carefully and fill in the required information
b. Insert paragraphs that have not covered the factors you considered for your decision

and refer back to their reasons – can cut and paste from the application when listing
them

c. Add your own signature block - delegation is at the APS 5 level
d. When completed, save the draft email into the documents tab and label

“[CLEARANCE] Draft 15AB/AC/54D/51D)” (In the “All Actions” tab, select “Add
Action>await clearance – director but change it to your supervisor and add
comments that you would like decision reviewed

8. When cleared, check out and amend any edits
9. Send by email to both the agency and the applicant

a. Upload copy of sent email
10. Once finalised, close case in Resolve

a. Add the decision in the decision field
b. Ensure all orange fields are completed
c.
d. Complete all actions
e. Select closure action items and follow steps to close file
f.
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Extensions without application to the Information 

Commissioner

The FOI Act allows the agency or minister to extend the statutory 
processing period in certain circumstances:

• s 15AA by agreement with the applicant.

• s 15(6) for consultation with a third party (s 26A Commonwealth-
State; s 27 business; s 27A person privacy).

• s 15(8) for consultation with a foreign entity.
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Extensions of time by application to the 
Information Commissioner
The FOI Act also provides that an agency or minister can apply to the 

Information Commissioner for further time to process a request where the 

agency has been unable to finalise the matter within the statutory processing 

period:

• s15AB – complex or voluminous requests.

• s 15AC – deemed access refusals.

• s 51DA – deemed refusal for amendment or annotation.

• s 54D – deemed internal review decisions.

The current delegations to make extension of time decisions are at APS 5 level 

(for APS employees).
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Provisions where the processing clock stops

Section 24AB – request consultation

Section 24AB(8) of the FOI Act provides:
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Section 15AA
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Section 15AB
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Section 15AC

FOIREQ26/00182   12





OAIC

Decision making

• Based on the facts and circumstances

• Is the extension appropriate?

• Consider the FOI applicant’s comments

• Decision makers can grant, decline or vary
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Tips
• Check the dates – agencies don’t always get it right

• Has the agency applied for the correct type of EOT?

• Has the OAIC been notified of the s 15AA? – if not request a copy

• Is the reasoning adequate? 

• Do I need to consult with the FOI applicant?
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Resources

• Part 3 of the Information Commissioner 
guidelines: Processing and deciding on requests 
for access | OAIC

• Apply for an extension of time to process a 
freedom of information request | OAIC

• FOI processing period calculator 
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