[Public Body Letterhead]


Estimate of Costs Letter
Form 6

[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 [Our File #: ]

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

[Describe the records requested].

Under authority of subsection 8(3) of the Access to Information and Protection of Privacy Act (the Act), you are required to pay costs for locating records responsive to your request. The details of these costs are included on the attached Estimate of Costs form.

Please review this estimate, choose one of the four options available and return the form to me within 20 business days. Please ensure that you have signed and dated the form. If you are prepared to pay the costs, please include a cheque or money order payable to [name of public body / or, for government departments, payable to the Newfoundland Exchequer].  If we do not receive a response within 20 business days from the date of this letter, your request for access will be considered abandoned, under authority of subsection 26(2) of the Act.

Please be advised that you may apply for a waiver of costs as set out in subsection 26(3) of the Act. This must be completed within 20 business days. 

Please be advised that you may apply to the Information and Privacy Commissioner to revise an estimate or to review a decision not to waive all of part of the costs, as set out in subsection 26(5) of the Act.

The address and contact information of the Information and Privacy Commissioner is as follows:

Office of the Information and Privacy Commissioner 
2 Canada Drive
P. O. Box 13004, Stn. A
St. John’s, NL
A1B 3V8

Telephone: (709) 729-6309
Toll-Free: 1-877-729-6309
[bookmark: _GoBack]Email: commissioner@oipc.nl.ca 

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

Sincerely,


[Name]
ATIPP Coordinator
Enclosure
