TEMPLATE: letter for individuals (make a request for erasure)

THIS TEMPLATE IS PROVIDED FOR GENERAL GUIDANCE ONLY. IT MUST BE ADAPTED TO REFLECT THE INDIVIDUAL CIRCUMSTANCES.

[YOUR FULL ADDRESS]
[DATE]
[NAME AND ADDRESS OF THE ORGANISATION]
[REFERENCE NUMBER (IF ANY)]

Dear [Sir or Madam/Data Protection Officer]

Request for Erasure of Personal Data

I am writing to make a request under Art.32 of the Data Protection (Jersey) Law 2018 (DPJL 2018).

My details

Full name: 	[INSERT]
Address (if different):	[INSERT]
[ANY OTHER DETAILS SUCH AS ACCOUNT NUMBER TO HELP IDENTIFY YOU]

Request

I request that you erase the following personal data:
· [DESCRIBE THE DATA YOU WANT ERASED]
I am making this request on the following basis/bases [(select as relevant)]:
· [The data is no longer necessary for the purpose for which it was collected.
· I withdraw my consent and there is no other lawful basis for processing.
· I object to the processing and there are no overriding legitimate grounds.
· The data has been processed unlawfully.
· Erasure is required to comply with a legal obligation.
· The data relates to a child and was collected in connection with online services.]
[(If you are unsure which applies, you may simply request erasure and the organisation must consider the grounds.)]
Please confirm once the data has been erased. If you have shared this data with any third parties, I also request that you notify them of my request so they may erase their copies, unless this proves impossible or involves disproportionate effort.
If you are unable to erase all or part of the data, please explain clearly the legal basis for retaining it and provide details of any exemptions you believe apply.
Proof of identity

I understand you may ask me to provide a proof of identity. If you require a form of identity verification, please let me know as soon as possible. 

Timeframe for response

It may be helpful for you to know that the Data Protection (Jersey) Law 2018 requires you to respond to a request without undue delay and, in any event, within four (4) weeks of receipt. If you are unable to comply within this period, please inform me of the anticipated timescale and the reasons for the delay.

Guidance

If you need advice on dealing with this request, the Jersey Office of the Information Commissioner (JOIC) can assist you. There is guidance on the website at www.jerseyoic.org  or you can call them on 01534 716530.

I look forward to your response. Please confirm receipt of this letter.

Yours sincerely,

[Signature]



