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	NOTE TO DRAFTER:  The purpose of this letter is to advise the applicant that third party notification is required to process their access request for a record(s) that you intend to give access to under subsection 19(3).

[bookmark: OLE_LINK8]THIS TEXT BOX SHOULD BE REMOVED PRIOR TO SENDING THE LETTER.  

RED SQUARE BRACKETED TEXT ARE INSTRUCTIONS TO THE DRAFTER AND SHOULD BE REPLACED OR REMOVED PRIOR TO SENDING THE LETTER.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Disclaimer: The information in this document does not constitute legal advice.  Please consult with your own legal counsel for legal advice related to either The Freedom of Information and Protection of Privacy Act or 
The Local Authority Freedom of Information and Protection of Privacy Act.
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[Applicant’s Name and Address]

Dear [Applicant’s Name]:

RE: Your Access to Information Request Number [Application Number]

Thank you for your access to information request received in this office on [date], requesting access to [quote information being requested by applicant].

Certain records you have requested contain third party information subject to confidentiality provisions in subsection 19(1) of The Freedom of Information and Protection of Privacy Act.  However, pursuant to subsection 19(3) of the Act a decision may be made to give access to one or more of the records subject to hearing any objections the third party may have.  Therefore, we have given notice to the affected third party as required under section 34 of the Act.  The third party has until 20 days after receiving our notice which is approximately [approximate expiry date for representations – 20 days from date the third party would be expected to receive the letter] to provide our office with representations why access to the records should not be given.  Once the third party has had an opportunity to respond to our notice, [name of government institution] will make a decision regarding your access request for these records and notify you of the decision.  For your information, I have enclosed a copy of the above-noted sections of the Act.  [NOTE:  Enclose a copy of the relevant sections of FOIP.]

If you have any questions, please contact [name of the Access Co-ordinator] at [phone number].

Yours truly,

[Name of the Access Officer]
Access Officer [NOTE:  or other appropriate title]
 
Enclosures 

cc:	[Name of the Access Co-ordinator]
