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	Advisory Response
Form 3


[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 #:]

On [date], [name of public body] received your request for access to the following records: 

[Describe the records requested].

Section 15 of the Access to Information and Protection of Privacy Act, 2015 (“the Act”) requires that we provide you with an advisory response regarding your request in writing no later than 10 business days after we receive your request. 

Please be advised that

Option 1: 
…the records you have requested are available and [name of public body] is processing your request. These records will be provided to you by [insert date – within 20 business days of receiving the request].

Option 2: 
…the records you have requested are available and a decision has been made by the [title of head or designated head] for [public body] to provide access to the requested information. Please find attached the final response letter and records relating to your request. 

Option 3:
…your request for correction of personal information is justified and will be completed by [insert date – within 20 business days of receiving the request].

Option 4:
…circumstances exist that may result in the request being refused in part or in full (provide details).


Option 5:
…due to (provide circumstances), the processing of your request may be delayed beyond the 20 business day response time allowed under the Act. As per section 23 of the act, [name of public body] [has applied/will apply] to the Office of the Information and Privacy Commissioner (OIPC) to extend the time limit for responding. A letter notifying you of the extension and the new due date [is enclosed/will be sent to you if our request for an extension is approved].

Option 6:
Under authority of section 25 of the Act, you are required to pay a cost for processing your request. The details of this cost are included on the attached Estimate of Costs form and letter which are enclosed. Please review this form for further details on what is required of you (e.g. timeline for responding, options available, etc.).

Option 7:
[bookmark: _GoBack]At this point in time we are determining whether there will be any costs associated with your request. If we determine that there are additional costs we will provide you with notice outlining the options available to you.

Option 8:
…a preliminary review of the records you have requested indicates that we must notify [a third party/third parties] before access to the records is granted. This is in accordance with section 19(5) of the Act. 

Please see the attached letter for more details.

Option 9:
At this point in time we are determining whether we are required to provide third party notifications to any third parties. If we determine that a third party notice is required, our final response letter will provide you with notice explaining how this will affect your request.

Option 10:
…that possible revisions to the request may facilitate its earlier and less costly response. As such, please (elaborate / clarify / provide additional details) pertaining to your request.

If you have any further questions, please contact me by telephone at [telephone number] or by email at [email address].

Sincerely,


[Name]
ATIPP Coordinator

