TEMPLATE: ACCESS RESPONSE – Letter #1

Date

Name

Address

City, Province

Postal Code

Re: Request for Access to Personal Health Information

Dear _______________ :

I am writing in response to your recent request for access to your record of personal health information under the Personal Health Information Protection Act, which we received on *, 2005.

We have located the record you have asked for. Please call us at [enter phone number] to make an appointment to come in to review the record. Once you have had an opportunity to look at the record, you can also ask us for a copy of the record (and for information about the fee that may be charged for copies). 

I would be happy to answer any questions you have. 

Thank you for your request.

Yours truly,

