Sample letter

A. Name and Address of Manager
1. Reference to occurrence(s) or event(s) leading to letter being written.

2. From (that occurrence or event) it seems that your problem is with the privacy of the owners’ information that is held in the owners corporation records which you maintain on our behalf. The information in question is that which the Unit Titles (Management) Act [the Act] requires owners of individual units to give to the corporation, to be used or given access to by the corporation, as provided for in that Act. Section 8 of the Privacy Act provides that your activities in respect of that information are activities deemed to have been done by the owners corporation by which you are employed.

3. It follows that your custodianship of the records is only as an employee of the owners corporation, which is entitled to inspect its records as and when it deems necessary or appropriate. Your giving the owners corporation access to its own records is not a disclosure subject to the Privacy Principles set out in the Privacy Act. Your responsibility is to the owners corporation, to keep its records for it, to amend them in accordance with information given by owners from time to time, and to provide access to them in accordance with Part 7 of the Act, as detailed in your employment contract. Provided you are diligent in your observance of that responsibility, you have no need to be concerned.

4. Individual members of the corporation have no option but to provide the information required by the Act to be included in the corporate register and, subject to the provisions of Part 7, are entitled to have access to the register.  The executive committee has full powers under the Act to have access to the information in the corporate register and is ultimately responsible for its security and proper use.  There is no issue arising that could be included on the agenda for discussion at or direction by a general meeting of the corporation.

5. You will be aware of Section 56 and part 1.2 of schedule 1 of the Act with which managers are required to comply, and with the various sections of Part 7 which govern how owners corporation records are to be managed.  The committee would be pleased to discuss with you how it requires those provisions to be administered, but we would draw your attention to sections 54 and 55 and 56 of the Act, which provide that failure to properly exercise the manager's functions, or to not comply with the code of conduct are remedial breaches which, un-remedied, can lead to termination of appointment.

B. Action required of the Manager upon receipt of this letter.

C. Signature and formal authority with which letter is written e.g.
Signature of representative of owners corporation

Name of signatory

Title of Signatory (e.g., Chairperson, Executive Committee)

The owners Unit Plan (unit plan number)

Contact Address of signatory/owners corporation as appropriate
