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[Date]   
 
 
[Impacted individual’s name] 
[Impacted individual’s mailing address] 
Email: [Email address *if applicable]
 
Dear [Impacted individual’s name]: 
 
Notification of Privacy Incident: [Incident File Number *if applicable] 
 
We at [Public Body] are writing to notify you of a privacy incident that has occurred involving [the loss of, unauthorized access to or unauthorized disclosure of your personal information OR data derived from your personal information]. 

On [actual/estimated date the incident occurred], a/an [type of records (e.g., email, letter, etc.)] containing [your personal information OR data derived from your personal information] was [provide a description of the circumstances of the incident]. 

The [lost/accessed/disclosed] information included [type of personal information OR data derived from personal information involved in the incident (e.g., name, contact information, Personal Health Number, date of birth, and medical conditions, etc.) . (Provide only a general description; no actual personal information should be included)].  

Following discovery of the incident on [discovery date], we [provide a description of the steps taken to contain the incident and to reduce the risk of harm to the individual and their personal information as a result of the incident]. 

[Indicate whether the records/personal information were/was destroyed, returned, recovered, etc., depending on the circumstances of the incident].
 
If you have any questions about this matter, please contact [name of appropriate public body contact (this should be the person in the public body that can answer questions regarding this incident)], [Title], at [contact information]. 

[Other information: provide any other information deemed relevant (leave blank if not applicable).]
 
Your Rights Under the Protection of Privacy Act (POPA) 
If you have concerns about how your personal information was handled in relation to this privacy incident, you may submit a written complaint under section 38 of POPA. Please send your complaint to [Public Body contact information]. [Public Body] will investigate and respond to your complaint within 30 business days.  
 
If you are not satisfied with our response to your complaint or do not receive a response within 30 business days, you have the right to request a review by the Information and Privacy Commissioner of Alberta under section 37 of POPA. A written request for review must be delivered to the Commissioner within 60 business days after receiving our response or, if no response is received, within 60 business days after the 30-business day period for our response.  
 
You can visit the Commissioner’s website at https://oipc.ab.ca and follow the OIPC process to request a review or file a privacy complaint or you can call 1-888-878-4044 toll-free (alternatively, in Edmonton, call 780-422-6860, in Calgary, 403-297-2728).
 
If you wish to submit a request for review, please provide the Office of the Information and Privacy Commissioner (OIPC) with the following information: 
 
1.   A copy of the written complaint (under section 38 of POPA). 
2.  The public body’s response to the complaint, if any.  
[bookmark: _Hlk214517745]3.   Completed OIPC form about your Request for Review or Complaint.    

Sincerely, 
 
 
[Name and Title] 
[Public Body] 
 
cc: [E.g., Privacy Officer/Unit - Delete if not needed]  
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