

[On Company Letterhead]



[Today’s date]

Private and Confidential



Dear [Insert Name]

Acknowledgement of Data Subject Access Request
Thank you for your submitting your [insert method by which request was made, ie email, letter etc] making a request for your personal data.  I confirm that we received your request on [insert date].
 
In order to respond to your request, the Company requires [the following specific information in order to locate the requested information [give details of information required including approximate dates of emails, who they were sent by and who they were sent to].

OR

[confirmation of your identity. For example, a certified copy of your driving licence or passport].

Please provide the above information as soon as possible so that the Company can respond to your request. The one-month period within which we are required to respond to your request will not start to run until we receive the requested information. 

Please do not hesitate to contact [insert name and job title] if you have any questions about your request.
Yours sincerely,


[Insert Name and Job Title]
For and on behalf of [name of Company]



[Insert name and address of recipient]

This document is for general information purposes only. While we endeavour to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability with respect to the content of this document.
 
In no event will we be liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from the use of the documents.
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