Information for completing a “Request for documents under Freedom of Information” form
The Freedom of Information (FOI) Act allows you to access your Centrelink files and other records held by Centrelink. It costs nothing to use the FOI Act.
To access your Centrelink file and records you need to lodge a written request to Centrelink stating what documents you are requesting. Centrelink’s form for this request “Freedom of Information – I want to access or change document(s)”, can be obtained at any Centrelink office or at www.centrelink.gov.au.

Alternatively, you can use the form at the bottom of this page.
· Requesting documents
If you are requesting information from your Centrelink file or personal records, it is best to know exactly what information you want, otherwise you may end up with documents not relevant to your Centrelink problem. Below we list the different ways in which Centrelink stores the information it obtains.
· Centrelink files
Centrelink often creates more than one file on a person.  Some of these files are:
Allowance/Pension/Family Tax Benefit files: these files should include claim forms, computer printouts and all correspondence relating to the payment type you receive.
Debt file: includes documents relating to the raising and recovery of a debt.
Prosecution file: includes documents relating to debts and prosecution.  A prosecution file is most likely to exist where debts are large or where Centrelink considers fraud to have occurred.
Compensation file: contains file documents relating to compensation matters, for example letters to and from insurers.
· Other documents
Customer Archive Retrieval System: this is the archive computer system used by Centrelink to store internal documents. Included here are all letters sent to a person.
Batch storage: forms which are not contained on your personal file are put into batch storage. For example Newstart Allowance fortnightly forms should be contained in batch storage.
Centrelink computer screens: information such as payment details, records of contact times and conversations between yourself and Centrelink are contained on various computer screens.
· Other things to remember
When making an FOI request always specify the payment type and, if appropriate, the time frame of the request. There is no point asking for everything if you only need documents relating to a specific period of time. Being concise should ensure your request is complied with on time and you won’t need to wade through volumes of unnecessary paper.
· Example of a FOI request
If you owe a Newstart Allowance debt but think the amount is wrong you should request the following documents:

· Newstart Allowance file;

· debt file;

· prosecution file (if relevant); and
· fortnightly forms relating to the debt period (these will be held in batch storage).
Request for documents under Freedom of Information
TO: 
Freedom of Information Officer

Centrelink

Dear FOI Officer,

Please find below my personal details and request for documents under the Freedom of Information Act.
1.
Personal Details
My name: ____________________________________________________________________
Date of Birth: __________________________________________________________________
Postal address: ________________________________________________________________
Telephone: ___________________________________________________________________
Customer Reference Number: ____________________________________________________
Local Centrelink office: __________________________________________________________
2. Documents requested:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Yours sincerely
__________________________________

[Signature]
__________________________________

[Date]
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