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Standard Operating Procedures for IOs to follow 

IOs to follow guidance for the scenarios below.

The preference for an RFI is a phone call but an email is also acceptable. 

Genuine Attempts

Scenario RFI or PPI first?

No evidence supplied RFI. If they are unable to supply then send PPI

Evidence not clear, e.g unable to determine 
source or date

RFI. If they are unable to supply then send PPI

Advertising timing (e.g old or done after job 
offer) 

PPI

Source of advertising not acceptable PPI

Shortage list requirements not met and now 
requires advertising 

PPI

Content of advert doesn’t match requirements 
of job or has requirement to deter NZers from 
applying 

PPI

Employment Agreement

Scenario RFI or PPI first?

No Employment Agreement supplied RFI – ideally a call. If they are unable to supply 
then send PPI

Hours not specified or guaranteed RFI – ideally a call. If they are unable to supply an 
amended agreement then send PPI 

Employment agreement not meeting mandatory 
requirements

RFI – ideally a call referring to 
www.employment.govt.nz  website for guidance. 
If they are unable to supply a compliant 
agreement then send PPI 

Evidence that Employer has not previously 
complied with agreement (pay, hours) 

PPI
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Other Issues

Scenario RFI or PPI first?

ANZSCO substantial match and no impact on skill 
level assessment or SMR requirements. 

No notification prior to decision required, 
communicate with decision. 

ANZSCO substantial match and with impact on 
skill level assessment or SMR requirements, 
dependents. 

PPI

Sustainability Concerns Refer to Practice Lead prior to any action.

Market Rate PPI

Unfavourable SMR PPI

Bona Fides PPI
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Dear _____________________

Thank you for your application for a ___________, which we received on ______________. 

Our assessment of your application 

We have completed a first assessment of your application and need more information before we can 
go any further.  

Please send the following: 

 

Please send the requested information by ___________ 

Please send the information we have requested to this office by the above date so we can 
continue to assess your application.  

We recommend that you email the requested information to Rochelle.Selwyn@mbie.govt.nz or, if 
you are submitting original documents, you can send them to the following address:  

Courier address: 
Immigration New Zealand 
C/- DX Mail EP71514
20 Fairfax Avenue 
Penrose 
Auckland 1061 
New Zealand 
  
Postal address: 
Immigration New Zealand 
PO Box 76895 
Manukau 
Auckland 2241 
New Zealand 

  

All supporting documents must be original or certified copies of originals. Any documents not in 
English must be translated into English by a recognised, independent translation service.  

If you do not send the information, our decision on your application will be delayed. We may return 
your application to you without proceeding further, or we may assess your application based solely 
on the information you have already given us.  

Contact us 

If you have any questions, you can: 

email me at Rochelle.Selwyn@mbie.govt.nz  
find answers to frequently asked questions or email us your enquiry at 
http://kb.immigration.govt.nz, or 
call our Immigration Contact Centre on 0508 55 88 55 or 09 914 4100, or for those outside of 
New Zealand +64 9 914 4100. 

You will need to tell us your application and client numbers (you will find these at the top of this 
letter). Please have them with you and be ready to quote them if you contact us. 

Yours sincerely 
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Dear XXX

Please be advised that I am the immigration officer that has been assigned your work visa 
application for assessment.  

In order to enable me to complete an initial assessment on your application please provide the 
following information by [DATE]:  

XXX 
XXX 

 
[IGMS] The information should be uploaded to your online account. 
[PAPER] This information should be emailed to Christchurch.Applications@mbie.govt.nz  

Receiving the information requested by the date above will enable me to keep processing your 
application in an efficient and timely manner. If the requested information is not received by [DATE], 
processing of your application is likely to be delayed and it is likely that more formal correspondence 
will be sent. 
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