TEMPLATE: letter for individuals (make a right of access request)

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]

Subject Access Request

I am writing to make a request under Art.28 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]

Data requested

Please supply the personal data you hold on me and which I am entitled to under the DPJL 2018, relating to the following:

· [STATE CLEARLY WHAT YOU ARE LOOKING FOR E.G. MY PERSONNEL FILE, EMAILS BETWEEN X AND Y ON THE SUBJECT OF Z BETWEEN [DATE] AND [DATE], ETC.]

If you require further clarification regarding the scope of this request, 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.

Format of response

I would prefer to receive this information [electronically/by post/for collection in person]. If you hold data in an electronic form, please provide it in a commonly used format.

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]
