	   
  
  
	[pbAddressInfo]  


 


  
[Date]    
  
  
[Complainant’s name]  
[Complainant’s mailing address]  
Email: [Email address *if applicable] 
  
Dear [Complainant’s name]:  
  
Protection of Privacy Act – Privacy Complaint [File Number *if applicable]  
  
On [date] you contacted [Public Body], as [insert allegations or complaint] in contravention of the Protection of Privacy Act (POPA). 
 
Following the submission of your complaint, we [provide a description of the steps taken to investigate the allegations or complaint].

OPTION 1: Evidence of Privacy Incident Found
 
In our investigation, it was determined there is evidence that your personal information (elaborate if possible) was [collected/used/disclosed] in contravention of POPA. As a result of this finding, we at [Public Body] have [list additional steps taken, e.g. steps taken to contain the incident and reduce the risk of harm to the individual 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]. This investigation is now closed.  

[Optional: provide any other information deemed relevant.] 

OPTION 2: No Evidence of Privacy Incident Found

In our investigation, it was determined there is no evidence at this time that your personal information was [collected/used/disclosed] in contravention of POPA. As a result, this investigation is now closed. Although we do not have any evidence that your information has been inappropriately [collected/used/disclosed], [list additional steps taken, e.g. restricting access to files] *if applicable. 

[Optional: provide any other information deemed relevant.] 


ALL OPTIONS:
Your Rights Under the Protection of Privacy Act (POPA) 
If you are not satisfied with our response, 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.  
 
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 or 780-422-6860.
 
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 this letter or the [File Number *if applicable] quoted at the top of this notice. 
2.	The public body’s response to the complain, if any.   
3.          Completed OIPC form about your Request for Review or Complaint.    
 
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 complaint)], [Title], at [contact information].  
 
Sincerely, 
 
 
   
[Name and Title] 
[Public Body]
 
cc: [E.g., Privacy Officer/Unit - Delete if not needed]   
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