[Your Name]
[Your Address Line 1]
[Your Address Line 2]
[Your City]
[Your Postcode]
[Your Email Address]

[Today’s Date]

[Company Name]
Data Protection Officer / Data Privacy Team
[Company Address Line 1]
[Company Address Line 2]
[Company City]
[Company Postcode]

Subject Access Request Under UK GDPR Article 15

Dear Data Protection Officer,

I am writing to make a formal Subject Access Request under Article 15 of the UK General Data Protection Regulation (UK GDPR) and Section 45 of the Data Protection Act 2018.
My Identity
Full name: [Your Full Name]
Date of birth: [Your Date of Birth]
Address: [Your Full Address]
Email address: [Your Email Address]
Account/customer number: [Account Number, if applicable]
[If you have changed your name or address since dealing with the company, include previous details to help them locate your records.]
My Request
Please provide me with the following:
1. Confirmation of whether you are processing my personal data;
2. A copy of all personal data you hold about me, in all formats and across all systems, including but not limited to: customer records and account information; internal notes, annotations, and file notes; records of telephone calls (including call recordings and written summaries); emails and correspondence (internal and external) relating to me or my account; complaint handling records and case management notes; decision-making records (including any automated decision-making or profiling); communications with third parties about me or my account; CCTV footage or photographs, if applicable; and data held in backup or archived systems;
3. The purposes for which my data is being processed;
4. The categories of personal data being processed;
5. The recipients or categories of recipients to whom my data has been or will be disclosed, including any third parties, group companies, or data processors;
6. The retention period for my data, or the criteria used to determine the retention period;
7. The source of any data not collected directly from me;
8. Whether any automated decision-making (including profiling) is being applied to my data, and if so, the logic involved and the significance and consequences of such processing;
9. Details of any transfers of my data to countries outside the United Kingdom, and the safeguards in place for such transfers.
Format
Please provide the data in a structured, commonly used, and machine-readable electronic format (e.g., PDF, CSV, or similar), sent to my email address above. If any data can only be provided in hard copy, please send it to my postal address.
Response Deadline
Under Article 15 of the UK GDPR, you are required to respond to this request within 30 calendar days, that is by [Date + 30 Days].
If you consider the request to be complex or voluminous, you may extend this period by a further two months, but you must inform me of the extension and the reasons for it within the initial 30-day period (Article 12(3) UK GDPR).
Non-Compliance
If you fail to respond within the statutory timeframe, or if the response is incomplete, I will:
1. Submit a complaint to the Information Commissioner’s Office (ICO) under Section 165 of the Data Protection Act 2018;
2. Consider exercising my right to an effective judicial remedy under Article 79 of the UK GDPR;
3. Seek compensation for any damage or distress caused by non-compliance under Article 82 of the UK GDPR.
I would remind you that failure to comply with a valid SAR is a breach of data protection law and may result in enforcement action by the ICO, including monetary penalties.
Identity Verification
If you require verification of my identity before processing this request, please let me know promptly what documentation you need. Please note that any request for identification must be proportionate and must not be used as a means to delay your response.
I look forward to receiving the requested information within the statutory timeframe.

Yours faithfully,


[Your Name]
