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[Date]
[Applicant’s Name and Address]
Dear [Applicant’s Name]:

Re:
Request for access to information under Part 2 of The Freedom of Information and Protection of Privacy Act: File Number [####]
On [date], [name of public body] received your request for access to the following records:

[describe the records requested]
The records you have requested contain personal information that, if disclosed, might invade the privacy of a third party as described in section 17 of The Freedom of Information and Protection of Privacy Act (FIPPA). A copy of section 17 of FIPPA (Disclosure harmful to a third party’s privacy) is [attached/enclosed] for your information.

Subsection 33(1) of FIPPA requires us to notify the third party when considering giving access to a record that might result in an unreasonable invasion of their privacy under section 17. The purpose of the notice is to give the third party an opportunity to either consent to the disclosure of this information or make written representations to us explaining why the information should not be disclosed. This notice was sent to the third party on [date].

In accordance with subsection 34(1) of FIPPA, our decision respecting access must be made within 30 days after the third party was given notice. We are also required by subsection 34(2) to give written notice of the access decision to both you and the third party.

If you have any questions, please contact me [or the Access and Privacy Coordinator] at [contact information].

Sincerely, 

[Name]
Access and Privacy Officer
[Attachments/Enclosures]
Template Letter E1-2:


Notice to Applicant – Privacy Interests may be Affected [s. 33(4)]





This sample template is intended to assist public bodies with drafting written correspondence in accordance with FIPPA. To customize the template, please follow the instructions below.





Instructions:


Replace the yellow-highlighted and italicized text with the appropriate information.


This letter must be signed by the Head of the public body or the Head’s delegated Access and Privacy Officer. The signature and signature line at the bottom must be reflected accordingly.


Read the entire content of the letter carefully and make further edits as necessary.


Ensure all yellow-highlighted portions of this template are deleted, including this instruction box.


Copy the text onto your public body’s letterhead.








