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[Date]

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

Re:
Your request for access to records under Part 2 of The Freedom of Information and Protection of Privacy Act: File Number [####]
This is to confirm that, on [date], [name of public body] received your request for access to the following records:

[describe the records requested]
We have determined that fees are payable for processing your request, as permitted under section 82 of The Freedom of Information and Protection of Privacy Act (FIPPA) and sections 4 to 8 of the Access and Privacy Regulation.  

An Estimate of Costs form is attached. Please indicate your desire to proceed with your request for access by signing the attached form and returning it to us, with payment for the total amount of the fees within 30 days of receipt of this letter. [Specify how to make the payment.]
Please note that there may be an additional charge for obtaining copies of records to which you are granted access. You will be notified if an additional fee for copies is necessary when the access decision is provided.

You have up to 30 days to indicate if the estimate is accepted or to modify your request for access in order to change the amount of the fees payable. If you do not respond within this time, subsection 82(3) of FIPPA permits us to assume that you have decided to abandon your request.

Please note that subsection 82(5) of FIPPA and section 9 of the Access and Privacy Regulation gives the head of [name of public body] the discretion to waive payment of all or part of the required fees in some limited situations. Subsection 9(1) of the Access and Privacy Regulation states:

9(1)
At the applicant’s request, the head of a public body may waive all or part of the fees payable under this regulation if the head is satisfied that

(a) payment would impose an unreasonable financial hardship on the applicant;

(b) the request for access relates to the applicant’s own personal information and waiving the fees would be reasonable and fair in the circumstances; or

(c) the record relates to a matter of public interest concerning public health or safety or the environment.

If you want us to consider waiving all or part of the fees payable, please write to me setting out detailed reasons, based on clause 9(1)(a), (b) or (c) of the Regulation, why we should consider a waiver of fees.
If you have any questions, please contact me [or the Access and Privacy Coordinator] at [contact information].

Sincerely, 
[Name]
Access and Privacy Officer
Attachment
Template Letter C1:


Fee Estimate [s. 82]





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.








