[image: ]





	


Access to Information Request Form

	




The personal information you provide through this form is collected in accordance with Section 4(c) of the Alberta Protection of Privacy Act (POPA). The information will be used for the purpose of responding to an access to information request held in the custody and control of Portage College. For questions about the collection of your personal information, please direct inquiries to: Privacy Office, Portage College, prviacy@portagecollege.ca.

Your Contact Information

	Last Name
	First Name

	Click or tap here to enter text.	Click or tap here to enter text.
	Name of Company or Organization (if applicable)

	Click or tap here to enter text.
	Mailing Address

	Click or tap here to enter text.
	City/Town
	Province
	Country
	Postal Code

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Telephone
	Email address

	Click or tap here to enter text.	Click or tap here to enter text.


Request Details

1. What kind of information do you want to access?
Note that fees may apply in accordance with the Access to Information Act and Regulation. An initial fee of $25 is required for general information requests. There is no initial fee to access your own personal information.

☐ General information

	☐ Your own personal information



2. Method of access requested:	

☐ Review/examine the record(s)

	☐ Receive a copy of the record(s)


3. What records do you want to access?
Please provide as much detail as possible to help the College locate the records efficiently. If you want access to your own personal information, be sure to give all your previous names. If you are requesting access to another person’s personal information, you must attach proof you can legally act on their behalf.

	Click or tap here to enter text.









4. What is the time period of the requested records?
(Please give specific dates.)

	Click or tap here to enter text.










Your Signature

	Signature
	Date

	Click or tap here to enter text.

	Click or tap to enter a date.


Please submit this form and any attachments you may have to privacy@portagecollege.ca.


	FOR OFFICE USE ONLY

	Date Received
	Request No.
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