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

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 Data Portability

I am writing to make a request under Art.34 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
My right to data portability applies to personal information that:
· is held electronically, and
· I have provided to your organisation.
Personal information I have provided does not just mean information I have typed in, such as username or email address. It may include personal information your organisation has gathered from monitoring my activity when I have used a device or service. This may include:
· website or search usage history
· traffic and location data, or
· ‘raw’ data processed by connected objects such as smart meters and wearable devices. An example of this could be data recorded on a fitness app.
I am able to exercise my right to data portability if you rely on my consent to use my personal information, or you use my personal information as part of the contract I have with you.
Accordingly, I would like to receive the following personal data:
· [DESCRIBE THE DATA YOU WANT — TYPICALLY DATA YOU HAVE PROVIDED PERSONALLY, OR DATA GENERATED BY YOUR USE OF A SERVICE]
Please provide this information in a commonly used, machine-readable format such as CSV, JSON, XML, or another suitable electronic format.
If possible, I would also like you to transmit this data directly to the following organisation/person:
· [Name and contact details of the organisation/person you want the data sent to]
(If you are unable to do this, please provide the data to me directly.)
If you need any additional information from me or require identity verification, please let me know as soon as possible.
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]

