
 
 

All requests and notifications must be in writing. 
 

 
PERSONAL INFORMATION REQUEST PROCESS  

 
 
 

PIPA Request 
Received 

Sufficient Detail to 
Proceed 

Insufficient Detail to Proceed 

Acknowledgement 
Letter 

Letter Notifying of Receipt & Request Further 
Detail 

Sufficient Detail 
Provided 

Insufficient 
Detail 

PO - Identify Records & 
Review  

Notify Requester 
of  extension 

PO Requests 
longer Extension  

Extension 
Granted 

PO notifies Requester of 
Extension & Reasons 

Extension 
Refused 

Decision of PO 

Granted & Arrangements 
made with Requester 

Refused & Reasons 

Notify Requester of Right to make 
complaint to PC 


