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DEPARTMENT OF FOREIGN AFFAIRS (DFA) 

FREEDOM OF INFORMATION (FOI) FLOWCHART  
 

       
 
 
  

 
 

RECEIPT OF 
APPLICATION 

1 
DFA Help Desk; 
FSP; RCOs/SOs 

 

- 

Complete?  

Return to applicant/ contact 

applicant to clarify/complete 

appropriate form 

TRANSMITTAL TO 
DFA FOI RECEIVING 

OFFICE (FRO) 
2 - 3 

Info requested is already posted online 
or publicly available  elsewhere?; 
Request is similar to a previous request?  

 

Refer to FOI Decision Maker/s 
(FDM/s) of appropriate office/s 

RECEIPT AND 
EVALUATION OF 

FDM/s 
4-5-6-7-8 

DFA FOI APPROVING 
AUTHORITY 
YES or NO by  

(UP, UA, UIER, UMWA or UCSCC) 
based on FDM/s recommendation  

9-10-11 

INFORM DFA FRO 
9-10-11 

 
Advice applicant 

End of Application  

PRE-RELEASING 
DFA FRO 

12-13 

 

Payment of corresponding fees, if 
any, at DFA Cashier by applicant. 

Applicant claims requested 
information from DFA FRO; FSPs; 

RCOs/SOs. 
End of Application 

 

 

YES 

NO 

YES 

NO 

Record/s exist?; Records may 
be released to the public ? 

NO 

Advice applicant 
End of Application  

YES 
YES 

Advice applicant 
End of Application  

NO 

Inform applicant of approval of 
request and associated fees,if any. 

Set date for release of records 
 

 

 

RELEASING OF DFA FRO 
14-15 

 

 

 INFORM DFA FRO 
12-13-14 

Info is the purview of another agency? 
 

 

YES 
Advice applicant of 
the transfer of the 
request to another 
agency and inform 

contact details of the 
agency’s FRO  

End of Application  


