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Record Does Not Exist or Cannot Be Located Template
Copy and paste the body of the letter below into a Word document, 

edit as required and print on your letterhead.

<Date>
Name
Address
Address

Address

Dear <Name>
RE:
Request for Personal Health Information under The Personal Health Information Act

(Name, DOB, HCN if known)

On <Date> Southern Health-Santé Sud received your request for personal health information for the above-mentioned individual.

This letter is to inform you that your request for personal health information on the above noted personal health information was unable to be processed for the following reason:


 FORMCHECKBOX 

The records you requested do not exist.

 FORMCHECKBOX 

We have been unable to locate any records relating to your request.

[Summarize the steps taken to locate records, and if the records have been destroyed after reaching their retention period, indicate when and under what authority this was done, if possible]

[Apply the following statement if this letter is in response to a request for an individual to access their own information, “If you are not satisfied with our response, you have a right to make a complaint to about access to the Manitoba Ombudsman pursuant to Section 39(1) of The Personal Health Information Act (Manitoba).”]
If you have any questions or require further assistance, please do not hesitate to contact us at 204-000-0000.
Yours truly,

<Name>

<Title>
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