(Public Body Letterhead)

Acknowledgment of Request
Form 2

[Date]

[Applicant’s Name and Address]

Dear [Applicant’s Name]:

Re: 	Your request for access to information under Part II of the Access to Information and Protection of Privacy Act, 2015 [Our File #:]

This is to confirm that on [date], [name of public body] received your request for access to the following records/information: 

[Describe the records and/or information requested].

The Access to Information and Protection of Privacy Act, 2015 (“the Act”) requires that we respond to your request without delay in writing within 20 business days after receiving it, unless:

· the time for responding is extended with approval from the Office of the Information and Privacy Commissioner under section 23 of the Act; or

· the time for responding is suspended for 20 business days under subsection 26 of the Act, pending your response to a cost estimate. 
[bookmark: _GoBack]In some circumstances, you may be required to pay costs to process your request, as set out in section 26 of the Act. If costs are required, you will be contacted with an estimate and instructions on how to proceed.
For further details about how an access to information request is processed, please refer to the Access to Information Policy and Procedure Manual at: https://www.gov.nl.ca/atipp/files/info-pdf-access-to-information-manual.pdf.
If you have any further questions, please feel free to contact me by telephone at [telephone number] or by e-mail at [e-mail address].

Sincerely,


[Name]
ATIPP Coordinator
