Right to Information Act 2009 (Qld) (RTI Act)

Please read the following information carefully before proceeding with your application
We recommend you contact the RTI officer at Titles Queensland () for assistance and advice before completing and submitting this application form or the check whether the information you need might already be available online, for purchase or by request:
· For purchase – If your request relates to obtaining a copy of a document held on the Land Title Register or Water Allocation Register, these will not be processed under the RTI Act. Searches can be conducted at: Searches - Titles Queensland;
· Online – a search of Titles Queensland’s website may locate the information you are seeking, for example in the ;
· By request – Titles Queensland may administratively release a range of information upon request.
If you wish to make a formal application to access documents under the RTI Act the application can be made on this form. Use of this form is not mandatory but may assist in ensuring all required information is provided. 
Fees and Charges 
No application fee is needed if you are only applying for documents which contain your personal information. Access charges may apply. 
Other applications will require an application fee. There may be processing fees and/or access charges. Fees and charges may change. The current and most up to date fees can be found at: . 
Each application needs a separate form, and fees may apply to each application.

Contact Details
Please provide your name and contact information, such as a phone number, email, or address to which notices may be sent. If you are applying for someone else, use your own contact details here. This information will help us to deal with your application.

Title:		Click or tap here to enter text.
(Optional – e.g. Mr, Mrs, Ms, Miss, Mx, Dr)
Given name(s):	Click or tap here to enter text.
Family name:	Click or tap here to enter text.
Organisation name:	Click or tap here to enter text.
(Optional – see Question 2. Complete if you are making this application on behalf of an organisation)
Postal address:	Click or tap here to enter text.
Click or tap here to enter text.

Preferred method of contact
Please indicate in order of preference, your preferred method of contact. If you choose email or post, please also provide a telephone number. If you choose to give us an email address for communications, you might be consenting to your personal information being stored or processed outside Australia. If this is a concern, provide a postal address.
Postal address:			Choose an item.	As above
Email address:			Choose an item.	Click or tap here to enter text. 
Phone number (mobile):		Choose an item.	Click or tap here to enter text. 
Phone number (work/home): 	Choose an item.	Click or tap here to enter text.

Application Details
1. Which description most closely describes your application for access?
a)	☐  	All of the documents I’m applying for contain my personal information OR I’m seeking access on 		someone else’s behalf, and all the documents contain that person’s personal information –no 			application fee. 
b) 	☐ 	Some of the documents I’m applying for do not contain my personal information OR I’m seeking 			access on someone else’s behalf, and some of the documents do not contain that person’s 			personal information –application fee payable. 
c) 	☐ 	None of the documents I’m applying for contain my personal information OR I’m seeking access on 		someone else’s behalf, and none of the documents contain that person’s personal information – 		application fee payable

2. Are you seeking access to information on behalf of another person or an organisation?
No	 ☐  	Yes	 ☐      If Yes, please provide details of the other person or organisation:
			Given & Family name(s):	Click or tap here to enter text.
			Organisation name:		Click or tap here to enter text.

Please attach proof of your authorisation to act on the person’s behalf. (for example: a client agreement if you are a solicitor or written authorisation from the person concerned).

3. Documents requested: 
Provide specific and detailed information about the documents you are seeking to access.
a. What the documents are about (e.g. requisition information in relation to dealing no. x)
Click or tap here to enter text.
b. The type of documents (e.g. requisition notice, internal dealing notes)
Click or tap here to enter text.
c. The date range for the documents (e.g. September 2024 - June 2025)
Click or tap here to enter text.
d. Document reference numbers (if known)
Click or tap here to enter text.
e. Where you think the documents may be located (e.g. facility, business area, unit, person)
Click or tap here to enter text.
f. Any other details you think will help us in dealing with your application (e.g. date of birth – please provide below or as an attachment to your application).
Click or tap here to enter text.

4. Preferred access type (tick one):
Note: If you choose to access documents by email or via a link there will be no charge for this access. 
☐	Document/s sent to me by email	 
☐	Photocopy of document/s by mail (charges may apply)
Note: If you receive documents by email, your information could go through overseas servers. If you are not comfortable with this, please request another access type.
 
5. Evidence of identity
To apply for documents which contain your personal information, you must provide evidence of your identity, either when you apply or shortly after. If you are applying for documents for someone else and the documents contain their personal information, you need to show you are allowed to do this by providing evidence of your authorisation to act on that person’s behalf. You will also need to provide evidence of the person’s identity. Applications can be made by

· By post – include the completed application form and, if required, a certified copy of identity documents and the agent authority. If an application fee is payable, see Payment of application fees below. Applications should be posted to: 
RTI Officer 
Titles Queensland
GPO Box 1401
Brisbane Qld 4001
· By email – email the application form and, if required, a certified copy of identity documents and the agent authority.  If an application fee is payable, see Payment of application fees below. Applications should be emailed to . 
Note: Copies of some documents must be certified by a lawyer or notary public, a pharmacist, a commissioner for declarations or a justice of the peace. 
Note: Examples of documents that may provide sufficient evidence of identity include: 
· current driver’s licence 
· digital driver’s licence 
· current passport 
· birth certificate 
· copy of a prisoner’s identity card certified by a corrective services officer 
· statutory declaration of an individual who has known the applicant for at least one year. 

6. Financial hardship 
You may request waiver of processing charges and/or access charges on the basis of financial hardship. If you have a valid concession card, please attach a copy of both sides of the current card to your application. Three concession cards are accepted: 
☐ 	Health Care Card 
☐	 Pensioner Concession Card 
☐	 Veterans’ Affairs Pensioner Concession Card
Note: Confirm with the RTI officer if your concession card is valid. 
Non-profit organisations – If you’ve been granted financial hardship status, give the RTI officer a copy of the confirmation from the Office of the Information Commissioner.
Note: Non-profit organisations must wait for the Office of the Information Commissioner to approve financial hardship status before applying. If approved, the status lasts for one year unless your financial situation significantly improves.

7. [bookmark: _Ref234489623]Payment of application fees
Payment of the application fee is required prior to processing RTI Application if your request is under Question 1(b) or 1(c). The current application fees can be found at  
Credit Card Payments for applications will be processed via a direct link which will be sent once this form has been received. Please provide details below to receive Payment link:
	Name
	Click or tap here to enter text.
	Company name (if applicable)
	Click or tap here to enter text.
	Email address
	Click or tap here to enter text.





Declaration: 
Privacy Statement | The information you provide on this form will be used to communicate with you and process your application. Your information may be shared within Titles Queensland, with consulted entities to obtain their views or with the Office of the Information Commissioner, or otherwise as required or authorised by law. 
Collection of the personal information on this form is required by or authorised under the RTI Act. Without enough personal details, we may not be able to contact you to discuss your application and you may not get all the documents you are entitled to. 
Our Privacy Policy contains information on how we deal with your personal information, and how we comply with the Queensland Privacy Principles and Information Privacy Act and can be found by visiting Policies - Titles Queensland.
By signing this form, I declare that: 
· The information provided in this form is complete and correct 
· I have read the Privacy Statement
· Where applicable, I have attached documents required for the purpose of this application 
· If I cannot attach any required documents, I will provide them to Titles Queensland as soon as possible after making the application 
· I will make payment of the relevant application fee once a payment linked is emailed to me (fee is based on the type of application, see question 1). 

☐	I understand that under s 176 of the RTI Act, it is an offence to give misleading information about my identity, and that doing so may result in a decision to refuse to process my application.

	

Signature:
	

Click or tap here to enter text.

	Date:
	Click or tap here to enter text.










[image: A logo with text on it

Description automatically generated with medium confidence]Right to Information Access Application Form
	
	
	




Titles Queensland (RTI-APP-01:07/26)

Titles Queensland (RTI-APP-01:07/26)	1/2



Office use only 
	Date Received:
	Click or tap to enter a date.
	RTI Reference No.:
	Click or tap here to enter text.
	Application fee received:
	☐ No	☐ Yes	☐ N/A Date: Click or tap to enter a date.

	Satisfied as to identity of applicant
	☐ No	☐ Yes	Date: Click or tap to enter a date.

	Identity document sighted
	☐ No	☐ Yes	Date: Click or tap to enter a date.

	Receiving officer (print name)
	Click or tap here to enter text.
	Decision Maker assigned to application (print name)
	Click or tap here to enter text.
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