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Appendix “A” 
Instructions on How to Locate and Provide Records in Response to a FOIP Request from the Information & Privacy Office (“IPO”) 

	Preparing For The Search, and Providing Email Records



1. If you are unclear about which records are within or outside the scope of the request, please contact the IPO for clarity as soon as possible. 
2. Remember to search for and provide all types of records (including hard copies, emails  (including emails in your trash), text messages, audio recordings, photographs, and  videos). To comply with the FOIP Act, all of these records must be provided to the IPO,  unaltered, for review. 
3. If you estimate that it will take more than 6 hours for you to produce the records, please contact the IPO before you proceed any further. We can discuss whether to issue a fee estimate to the applicant, or speak to the applicant about narrowing the request.  
4. For emails please save responsive emails as PDFs and share via the Google Drive provided in the records search form. On page 2 there are instructions on how to send the IPO a large number emails if converting each email to a PDF would require substantial amount of time. 
Important Notes: 
Please remember to keep all of the email records in the label; (even after you have shared  everything in the label with the IPO); until you receive a closed file memo from the IPO. As the file progresses, we may ask you to remove certain records from the label and to re-share the labelled records with the IPO.

	Providing Records That Are Not Emails



5. If you have records that are not email messages, please share them via Google Drive that is linked to the records search email. 

	Retaining The Records



6. Please do not destroy any records provided to the IPO for this request until at least 1 year after the IPO advises your office that the IPO file is closed. 
7. Complete Search for Records Document. 
IPO Records Request
Procedure: How to Forward Responsive Emails to IPO

	
The following procedures outline the steps to send the IPO large numbers of responsive emails. If the number of responsive emails is small, please save them as a PDF and share with the IPO using the google drive linked to the records search document. 

Sample request
The request is for all email messages containing the term “unicorn”, from the email address “hank@globex.gbl”, that were sent in “Oct & Nov of 2017”.

Prep for Google Takeout 
Find and Label messages in Gmail:
1. Open Gmail.
2. In the search box located directly above your email messages, type following search term
 unicorn from:hank@globex.gbl after:2017/09/30 before:2017/12/1 
0. The message results containing that search term will appear in the message list window.
1. Click All from the Select button to select all the messages from the search.
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0. If there are more messages available from the search results, they can also be selected by clicking the “Select all conversations that match this search” link at the top of the page. This link will only show if there are more results than can be displayed in the message list.
[image: ]
0. Click the Labels button and select Create new to create a new label.
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0. In the New Label window, type FOIP REQUEST as the label name and click Create.
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0. All the selected messages will now have the new label FOIP REQUEST. 
Note:
Before you share the messages in this label with the IPO, please look through them and remove any messages that are not within the scope of the request. For example, an individual’s first or last name might be one of your key search terms, and the search might include records of other people who share that first or last name.
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1. Go to the newly created folder under Labels. 
2. Select All. (The check mark box)
3. Click the more Button. (Vertical 3 dots)
4. Click Forward as attachment. This will open an email with the selected emails as attachments. Send this email to privacy@ualberta.ca.
5. If there are more than 1 page of emails (default 50), you will need to click the arrow to the next page and send those emails as above.  



IPO Records Request
Procedure: Suggested Email to Faculty/Staff

To relevant faculty and staff,

The university has received a FOIP request for records within our faculty or unit that fit the following description:

[INSERT]

between the dates XXX to XXX.  

As the FOIP Liaison Officer, I am coordinating the search for records, and the response to the university’s Information and Privacy Office (“IPO”).  Please let me know no later than XXX, if you have any records that fit within the scope of the request. 

If you do have records, can you please contact me so I can come and discuss with you what is required?  The IPO has asked that we follow the attached guidelines when providing records to them.  I can help you do this.  

If you have concerns about possible harms that could result if the records you have are disclosed, please let me know. I can put together a statement of the faculty’s/unit’s concerns to give to the Information & Privacy Office.

If you need more time or have any questions regarding this request, please let me know. I can also contact the University's Information and Privacy Office on your behalf as required.

Thank you.
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