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7 November 2024  

 

 

  

 

Tēnā koe  

 

Official Information Act request 

 

Thank you for your email of 12 September 2024 requesting the following 

information: 

 
“Debt - Good practise - Can I please request a copy of this document asap. 

 

Can I please obtain a copy of the document that covers MSD policy and 

procedures outlining the computer process on swift that MSD processors 

follow when updating annual gross income declared formally by a Sole 

Parent Support asap please, - even the weekly declaration process too 

please.” 

 

The Ministry emailed you on 23 September 2024 to suggest that you refine your 

request, as it is broad in scope and was likely to be refused under section 18(f) of 

the Official Information Act 1982 (the Act). We requested this information from 

you by 26 September 2024, but did not receive a response from you. 

 

We subsequently received the following email from you on 9 October 2024:  

 
• I want to know does ‘procedures and manuals’ in combination with ‘Best 

practise’, does the MSD computer operator processing and increasing 

declared annual income with a current 52 wk income period, does ‘best 

practice’ or manuals and procedures give the processor discretion to 

reassess the new income from the beginning of the 52 wk date if it 1.any 

debt can be offset from any arrears as there is still considerable weeks left 

within the current review period to pay the client the abated weekly 

payment thus avoiding overpayment come review of income?!!” 

 

I have considered your request under the Act.  

 

I have interpreted your request to be for information about processes the Ministry 

follows when adding income in SWIFTT, processes related to debt and the 



operational policy guidelines for charging income annually or weekly (eg for clients 

who receive Sole Parent Support). 

 

Please find a copy of the ‘Debt Good Practice’ page from the Ministry’s intranet 

attached, including copies of 15 of the 16 pages linked to the ‘Debt Good Practice’ 

page. We have not included a copy of information relating to the “Debt at grant of 

debt” page, as this link is invalid (a message appears stating “we can’t seem to 

find the page you’re looking for). 

 

Two further documents outlining Ministry processing guidance are also attached: 

 
• Adding/Changing Income and Assets 

• Adding income in SWIFTT 

 

These additional documents contain information about understanding, 

establishing, and preventing client debt, and instructions for adding or updating 

client income or asset details in SWIFTT.  

 

Please note that internal email addresses and phone numbers have been redacted 

from the above documents, as they are not in scope of your request. 

 

“MAP” provides operational policy guidance to Ministry staff, based on legislation. 

It includes guidelines to help staff make accurate and sound decisions, to help 

ensure clients get their full and correct entitlement. An exact copy of all the 

information contained in MAP is available publicly on Work and Income’s website 

here: www.workandincome.govt.nz/map/index.html. 

 

Please refer to the following links on Work and Income’s public website which 

contain operational policy guidance on charging income annually or weekly, and 

the review of annual income.  

 

Charging income: 

 
1. Sole parent Support 

www.workandincome.govt.nz/map/income-support/main-benefits/sole-parent-

support/charging-income-01.html  

 

2. Jobseeker Support 

www.workandincome.govt.nz/map/income-support/main-benefits/jobseeker-

support/charging-income-01.html  

 

 

Review of annual income: 

 

3. Review of Annual Income – Sole Parent Support 

www.workandincome.govt.nz/map/income-support/main-benefits/sole-      

parent-support/changes-and-reviews-sole-parent-support/review-of-annual-

income-01.html.  

 



 

 

4. Review of Annual Income – sole parents and grandparented clients only 

www.workandincome.govt.nz/map/income-support/main-benefits/jobseeker-

support/changes-and-reviews-jobseeker-support/review-of-annual-income-sole-

parents-and-grandpare-01.html  

We have only provided you with a sample of the Ministry’s operational guidance 

on charging income and the review of annual income. For further information, 

please refer to MAP on Work and Income’s public website. 

 

I will be publishing this decision letter, with your personal details deleted, on the 

Ministry’s website in due course. 

 

If you wish to discuss this response with us, please feel free to contact 

OIA Requests@msd.govt.nz. 

 

If you are not satisfied with my decision on your request, you have the right to 

seek an investigation and review by the Ombudsman. Information about how to 

make a complaint is available at www.ombudsman.parliament.nz or 0800 802 602. 

 

 

Ngā mihi nui 

pp.  

Magnus O’Neill 

General Manager 

Ministerial and Executive Services 
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������������������ ��������������� ����� !"��� #� $����% &�����%#��'())*+,-*.,/)0,*123332)45670589:*8)2;0-*5<2(/0,7,7*=0+>,2?9832),7*@2))*@,8)2@*55,232==2//7*+)*@244*+-0+:9-*.,32)/)0,*1233A9+-,7*)*B(0)*-32)45CDEFGHEHGIFJKHLEMNONPIQGEPRSTEUGEVFEPRWWRXY��Z&�[#��#%[���\�&� ��%]#��̂_̀ab̀̂ aâ ���#[��\��c�&%!%� �##\����#���%�]��!��%#�� d���%�d�����#Z��!��%#�� �̂ aef#�&�#���� ��]#\�&�[#������Y��%[�����\���&[�������� &�&]��g��#�h�]]i jklmnopqrrstuuvvvwxyz{|x}r{~�wz~�rw��u�yz�x}r{~�us��x{�ujknlukjkjux}ry|ru��������wqr�x���~�y||�~��y�rv�{ry�~���y�{|{~�pqrrstuu�~~zxyu�}su{��~�y�|�ss~�ru�~�y�s~x{��u����y�r��x{y�r��y�rus�~�y||��~���y�r�v�{ry�~����y�{|{~��knwqr�x����KMEOGIJMEFG����&� #%�&�[#��&�[#���%#�&[Z���#%c�� %���� #��d��$��% &̀�����"X�����&&��� !�������� !i$����%����� ����%&&�&#�#\����� #�������&]���#\�g�� !&%#�%���&� #�Z���%#��%&�[#i����&� #%�&�[#�����g\� #\����� #!�#[� �]�#�%Z�� #�#\�Zg��� �#��% ##�i�#��%��%����&�[#� �Zi������#�\% !���� &�%���&� #%�&�[#� #\�������#g%Z#�c���#\����� #��[� �]�#�����&%����%#�i���{�y�r}x�y�r�q}�zypqrrstuu�~~zxyu�}su{��~�y�|�ss~�ru�~�y�s~x{��u����y�r��x{y�r��y�ru}��{�y�r}x��y�r��q}�zy�knwqr�x�DEFGEHGIFJKHLEMFEQNPERSTEUGEVFEPRWWR� Z&�[#��#%[���\�&[�]���̂ _d��#��[��̂aâ �% � �Z[��� ��&���&]�����Y���� %�g��#�h�]]� &��d���%�d�����#Z��#eb_���������#�Y��]g\� Z��%����Y��g� !#\�&�[#i�&�[#g\��\\%�[�� ���Y���� %��Zg��##� �]]� &�����#�� f_�b���% �%]#�� �� #\��[��� ��&���&]��]���]� % ��%�g��#��]]i |y�r{~�l�m��opqrrstuuvvvwxyz{|x}r{~�wz~�rw��u}�rus��x{�un��¡ukn¢�u¢£lwku¤��¢�¡lk�wqr�x���~�{|{~�}xv�{ry�~��pqrrstuu�~~zxyu�}su{��~�y�|�ss~�ru�~�y�s~x{��u����y�r��x{y�r��y�rus�~�{|{~�}x�v�{ry�~���knwqr�x�DEFGPE�NVVEOMIGKNOQNPVH¥y�~��y��}r{~��~����{�y�r}x¤y�r¦q}�zypqrrs|tuu�~~zxyw||{wz~�rw��u�~���y�r|u�y|~���y|uqyxs{�z��x{y�r|u�~��|�ry�sx}ry|uv~�§�}���{��~�yu�~��|u}��{�y�r}x��y�r��q}�zy��~���|v{�rrw�~��¥y�~��y��}r{~��~�̈�xx¤y�r©�{ry�ª��~�}̈ ~��y�¤y�r��~�{|{~�}xx�©�{rry�ª��pqrrstuu�~~zxyu�~���y�r|u�y|~���y|uqyxs{�z��x{y�r|u�~��|�ry�sx}ry|uv~�§�}���{��~�yu�~��|u�y�~��y��}r{~���~���y�r�v�{ry�~����~���s�~�{|{~�}xx��v�{rry��~����y�rw�~��¥y�~��y��}r{~��~��~��y�~�y�}�xy�y�ry|r}�x{|qy�~�~�}�ry�j��ysry��y�jkkj«¬®̄°°±²³́ µpqrrstuu�~~zxyu�~���y�r|u�y|~���y|uqyxs{�z��x{y�r|u�~��|�ry�sx}ry|uv~�§�}���{��~�yu�~��|u�y�~��y��}r{~���~���~���y�~�y�}�xy��y�r�y|r}�x{|qy��~��~��}�ry��j��|ysry��y��jkkj��~��w�~��¥y�~��y��}r{~��~���~�{|{~�}x¤y�r©�{ry�ª��y|r}�x{|qy��y�~�yj��ysry��y�jkkj«¬®̄²¶±²³́ µpqrrstuu�~~zxyu�~���y�r|u�y|~���y|uqyxs{�z��x{y�r|u�~��|�ry�sx}ry|uv~�§�}���{��~�yu�~��|u�y�~��y��}r{~��~�s�~�{|{~�}x�y�rv�{ry~��w�~��·PN�EHHQNPMEFGHLEJMNO ¹̧�º»¼ ��#\�g��#��]]]���\%�[�� ������#�&% &��! �&�]][Z#\�������#&���!%#�&��Y����#\�]����\���&[���%  �&� #�#\����� #½�"¾d�����&i�\� ��%��"��� #d�����#¿À�[#¾% %!��� #g\�g���%�#�� i¦x{y�r��ss~�r¤y�r�}�}zy�y�rp�}{xr~t¦x{y�rÁ��ss~�rÁ¤y�rÁ�}�}zy�y�rÂ�|�wz~�rw��Ã|��Äy�rÅ©�{ry~��Æ�~��Å¦x{y�rÇ}�ytÈk¤¦x{y�rÇ���y�t�ÉÊËÌÍËÌÊÎËÍÏÐ ÑÒÓÌÔÕÖÒÌÍÖÐ¶²×ØÙÚØÛÜØ®ÝÞÝß©~�§}��à��~�y¤y|{z�}��à�s�~�y�y�r

 



� � � � � ���������	
��������� ��������������� ������� ����!� "����#����$�#%$��$�� &��'$�#(�����  ���"����#���� )�*!!��$!���!�����#����+��&��'$�#(�����
,��-.
���/.-��0123�	
�1�3���	345�2
���.361�3���,�	77124�8 ���	
����8 92�:��;����8< (������! =>���$?���!��!$*���@�#A B����C ��������$� =>���$?���!��!$*���@�#��DE#��!�!@������!�F���#�*!��$��!@������!�?F@���$��������$�$��$������!�G��!�H =>���$� =>���$?���!���$!�##��!�$�����!!�$��+������*�!F���#�++����!*���+�!!?���9�	:4I3-���.6	�.23J3.�124�8 ���	
����8 92�:��;����8K )���*��$!� =>���$?���!���!$*���@�#+����F�����>��!��$!���F@���!@������!����!�������!�#L M�$�#����! ��+���$�+���������!���N	�.23	/�	�	O	�
�1�3���124�8 ���	
����8 92�:��;����8P )��*!+�� =>���$?���!�#��!�+��#!@����@#$!$Q�$!�@���
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$R��&�������+q��*���������*���R��*�!�����R�+6�������"�+!�(����"+������R�����������������+�"%���"�!"!!"#���r��6,������R���������#q�����!glmX]nW_]sbX_]Ytb_WU]_Xnt[_uVWX[n[nWU]Z[\YY]Ŵ _[̀]ab_]�R�,d ��"!���������!(+�R�&����*���+"�!�������q��*����)�R�#������+�).�������i&���*"����"�!v����+����gd�����"�����)��",d ����(��"!����R�-))���"�d�������g&)"������6��R����)��!���������)���"����"(���R���"*"��"(�������"+�R���!�(��i��)���R����+������"�(�!���"!*������*���g�R�(�!���"!*������*���6������*�!�)���R����)���"����"�!�������gw_]sb]nWmx\Yy]azb]YWX[nY ��"����)�����R����%(���6)��"��6�����{���������������+"�%�!(+�"���"�"����"(����R�,d g&������!��)���R����)���"����"(���S6R�����*���R�!�(��))���6R"���!��)"������"!*�����R�+R"*�",d ����"���R����"����)",d ��"��������������������)��"���"�"�����"���i�����!���"�d!*"���������*��"(��q,|i"����*��"(��d�����"��� "+����i�dq"�!q����"�.���)��g}~�������~������������������������������~~�����~�����������~������������������������~���������������� ~�¡��������~����~�����~������������¢�£�¤�~�¥wb_WU]_¦nt[_uVWX[n&)+����{����)���R����)���"�������"������"��S§�����������������~̈��©¤���¤�~ª�¤�«�¬©�®̄ °±����~�²���±~¢¢���²§�������³ µ́¶~�¡³ µ́���³ µ́·��~��±�~���̧�²���¥¹º»¼½»¼º¾»½¿À ÁÂÃ¼ÄÅÆÂ¼½ÆÀÇÈÉ�ÊËÌÍË�ÎÇÎÏ¶~�¡���·��~��°��������·���~ª�����

 



� � � � � ���������	
�����	����	�����	����
��	�	������� ��������� !��"� ��"#$%&'"$�%(� )����*����+%*,+%�+"� -��.+%*/%���� '���)����*���� 0�1((��+(��%(#����*����2��-��.+%*/%����34567489:;4<==>=?9@54A9BC4@?9@DE4:?F9;9@54GH4@B6I56@=>D489JJ867>@K934567489:;4<==>=?9@54A9BC4@?95;>4@?L=M9@D?H4>8J98?@48L=N>O9@BPG68Q9@DR@56C4D4:?CI=?:456@=>D484DSTUVWTXYZ[T\]]̂]_ỲUTaYbcT̀_ỲdeTZ_fY[ỲUT-g�%h����%�$*��+##��i$%&+����i��+1"�j��$�(+%��)+h��%((�+�"$�%(��(g�$�#+�(%��k$2+%hlmh�����(+"����%�$*��+%h*�1((g��"$�%(+%*��(g�$�#+�(%���n�(�-��.+%*/%����o!g�"$%.1�"�n#��i$*��h��n$(g(g�*�(+$"�*#�������%g�n(�+�����ng+(+�"$�%(�+%����$i�$2(g�h+"��g+i�*�1(n$(g-��.+%*/%����opqrstuvwuxqyz{z|}~t�tuxz��zxq�zrt|�z�����}tuxz�t�yzu}��}}����vqq��z�yt���uxqyz�����qr}�z�}rt��z���rzxq�zrt|�z�t����}tuxz��t�yzu}��qrs�tuv��uxqyz�vz|}�|t�tuxz�����}y����q�x�tr}�������t����xt}�qu��}}����vqq��z�vqx�yzu}��rz�q�rxz���z���u��x��zu}���rqxzv�rz��ytu�t����qrs�tuv��uxqyz�z�}rt��z���rt����q�x�tr}���t����xt}�qu�vqx���q�x�tr}������z���rzvwu�qryt}�qu��}}����vqq��z�vqx�yzu}��rz�q�rxz���z���u��x��zu}���rqxzv�rz��ytu�t����qrs�tuv��uxqyz�z�}rt��z���rt����q�x�tr}�rz���rzv��u�qryt}�qu�vqx�������������  ¡¢£�¤¥¦¢��¦ §̈ ©ª«¬®¬̄§°§°pqrstuvwuxqyz±�zrt}�qut�²���qr}

 



 

IN-CONFIDENCE 

 

 

 



 

IN-CONFIDENCE 

 

 

 

 

 

 

 



 

IN-CONFIDENCE 

 

 

 



 

IN-CONFIDENCE 

 

 



 

IN-CONFIDENCE 

 

 

 



 



 



 

IN-CONFIDENCE 

 

 

 



 

IN-CONFIDENCE 

 

 

 

 

 

 

 

 

 

 



� � � � � ���������	
��
�	����������
����	
����	��	���
����	���������� ��������� !��"� ��"#$%&'"$�%(� )����*����+%*,+%�+"� -��.+%*/%���� '���)����*���� 0�1((��+(��%(#����*����2��-��.+%*/%����34567849:;5:<;9=6>6<?6@?4:;A?<49:=-B�%+�"$�%(�+%��"�(B�$�1�%�2$(+%*(B�CB+D�+%��(�(+%*$%&*�1((���#+CEC�����(��%�$*��(B��"$�%(F�2$%+%�$+"�$�����(+%���GB�%%�&�($+($%&+��#+C��%(+��+%&���%(H!B���+��+D+�$�(C�2*�1(��#+C��%(�#($�%�+D+$"+1"�(��"$�%(�+�"$�(�*1�"�GI#+C��*�*��($�%�2���-��.$%&2��J+�$"$��+��$�(+%��#+$*1C-��.+%*/%����*�*��($�%�2���K(�*�%(L""�G+%����#"�C��*�*��($�%%�($��M G$""+��+%&�(B$�N'+��,+%+&����	
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X.K�&, #%�&)%��&U�#�*,��&)U�$$��),&+)K�%�N��&'��)+�$�&+�&) K%#+)��&�YZ,&,�)��,)% )�,&�3��3���U�#�*,��&)U�$$��))�[�2���/��U�$$��)�  ���R\]̂_̀ âbĉdaefghdgd_̀ iji _̂kilmhen_]eohf̂phqhephêcmbrp̂]defstum̂̂qvwwp__orhwdhf_]dchfwmhrqbeoxcrbhêfwqd_chp]dhfxàe]arfwl_dyxaepxbec_̀ hwc_dhxqd_chp]dhfwa]̂_x̂daefghdxfqfx̂_xzfwbeph{|m̂̀ r}~������������������������������������������"K�U"�V�� ���&%����+3��)�,&�3���2�)M��&2�&�3%))N$��O��MK�&)�,&�3���%&'3���,�,%&2�&�3%))�.��/%&'3��V,�%#%��R.K�&)K�U"�V�� ���&%� ��$#�)�+O,##�P%�)%&'+�2)O%& #�+%&',&N�Q��#,$$%&'$,N��&)�%3��%&',+,)�%&)K�$,�)�M%##,�)��,)% ,##N)�,&�3��)�)K�&�M2�&�3%)�� ��+R���M%##&��+)��,&�,##N���,++,&N�33��)�O,&+�� �Q��)K��Q��#,$$%&'$,N��&)3���)K�,���,��'�&��,)�+�%3,$$#% ,2#��R"K��Q��#,$T����
�� �Q���+3���)K�,���,��'�&��,)�+3��)K��,��$��%�+�&)K�&�M2�&�3%)�� ��+O,&+��T��� K,&'�)�2��, K)N$�)�����JQ��#,$�R"K%�M%##�&����)K��Q��#,$%�%+�&)%3%�+ ���� )#N%&U.0V""3����$��)%&'$��$����R�� �Q��%&',&�Q��#,$%�,&,+�%&%�)�,)%Q�, )%�&)K���3���)K���%�&�&��+)� �&��#)M%)K)K� #%�&)RW�
X03N��$�%&))K�UJVU0� ���&2�3��� ��$#�)%&')K�U"�V�� ���&ON��M%##K,Q�)K�%&3���,)%�&����%��+)����,++)K��33��)�R�������������������������������~���������������03N��&��+)�)�,&�3��3�������'�& N��&�3%)����)�,�),)�)��N2�&�3%)N��M%##&��+)�+�)K�3�##�M%&'%&)K�U1"YS� ���&2�3��� ��$#�)%&')K�U"�V�, )%�&L K,&'�)K��&)%)#���&) �+�3���YY��,�+�K%$�)�Y�U),)�)��N�����Q�)K�����'�& N���Q% � �+�03)K� #%�&)%�,'�+Y���Y N�,��N�����) K� /)K,))K�#%Q%&',)K���3%�#+%&U1"YS%� ���� )R���������������������¡��¢����������£���.K�&��%&'U"�V�)K�S  ����+,)%�&U�$$#���&),&+1%�,2%#%)NS##�M,& �+�),%#�M%##)�,&�3��)�)K�.��/%&'3��V,�%#%���.3V��� ��+R��M�Q��O�&#%/�)�,&�3���)��%�%#,�2�&�3%)�)K�+�2)M%##)�,&�3��)�"�S(�,&+&�))�)K�.3V�� ��+%&U.0V""� �+�¤¥�%�&�))�2����+�R"K� #%�&)%�&�M,&�&� ����&) #%�&),&++�2)�� �Q��NM%##2�,+�%&%�)���+2N(#%�&)U�$$��)1�2)-,&,'���&)R������) ��$#�)�)K�U1*SS� ���&)�,+Q%��)K�+�2)�&%)�3)K���$,N��&),��,&'���&)R¦hrqrbeh§bqx§daefghdgd_̀ àbë hehgb̂̂_©_dybeog_dªà brbhfum̂̂qvwwp__orhwdhf_]dchfwmhrqbeoxcrbhêfwmhrqrbehfx̂bqfwl_dyxaepxbec_̀ hwflbĝ̂ẁbfchrraeh_]fŵdaefghddbeoxgd_̀ xax̀abeẍhehgb̂x̂_xl_dybeoxg_dxgà brbhfxaffbf̂aech|m̂̀ r}~���«��������������������������¬��������������������"K�U�V"� ���&%����+)� ,& �#)K�$��Q%���2�&�3%)MK�&)�,&�3���%&'2�)M��&+%33���&)2�&�3%))N$��R.K�&N�� ,& �#,2�&�3%)��%&',&N��,��& �+�,&+'�,&),&�M2�&�3%)�&)K��,��+,N)K�+�2)M%##2�,Q,%#,2#��&)K�&�M2�&�3%)M%)K%&®�%&�)���3)K�,�)��,)% ���,&�,#,�)K�&)% ,)%�&3���� �Q��NR03)K�+�2)%�&�)�� �Q���++��%&'2��%&���K����)K�+�2)M%##)�,&�3��)�"�S(�,�,&�&� ����&)+�2)R�̄)�LMK�&N�� ,& �#,2�&�3%),&+'�,&),&�M2�&�3%)3���,+,)�%&)K�$,�),&N,���,�� ��,)�+M%##&��+)�2�$�)�&K�#+2N�%+�+,N��N�� ,&�� �Q��,&N+�2) ��,)�+3���)K%�, )%�&R03N��+�&�)+�)K%�)K�,���,��M%##'�)$,%+%&)�)K� #%�&)��2,&/,  ��&)°R
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