
[On letter headed paper]
[ADDRESSEE]

[ADDRESS LINE 1]

[ADDRESS LINE 2]

[POSTCODE]

[DATE]

Dear [NAME OF EMPLOYEE/JOB APPLICANT]

Acknowledgment of your data subject request

I write to acknowledge receipt of your data subject access request which we received on [DATE].

[We intend to respond to your request as soon as possible but will respond at the latest within one month from date of receipt.

OR

We have given some initial consideration to your request and realise that it will involve looking extensively at a high volume of emails and other documents. [We have not searched fully but anticipate that there may be some [NUMBER] emails and [NUMBER] documents to review.] Where our search brings up personal data not only about you but also others, we will have to consider whether to supply the data, and if so, whether on a redacted basis.

Because we consider that dealing with your request will be time-consuming, we will need to extend the time for responding. At the latest we will respond within three months of the request but will do our best to respond earlier].

[DATA PRIVACY OFFICER OR DATA PROTECTION MANAGER] will be responsible for overseeing the response to your request. If you have any questions about your request, please contact them.

EITHER

[I also acknowledge receipt of the copy of your [driving licence OR passport] as confirmation of your identity.

OR

I would be grateful if you could provide confirmation of your identity. This should be in the form of a certified copy of your driving licence or passport].

[To help us to deal with the request, it would help us if you could provide us with further information so that we could narrow the scope of our search. In particular, please could you state more specifically [whether your request relates to particular issues or incidents and/or dates. It would also be helpful if, in relation to emails, you could indicate the names of senders, recipients and approximate dates (if you know them]. :

Yours sincerely,

	………………………………………………………

	[NAME OF SENDER]
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