Subject Access Request for FOI campaign – NUJ template letter
Submit this letter to the same government department as you submitted your original FOI request and please then send a copy to campaigns@nuj.org.uk 






ADD YOUR NAME

ADDRESS

POST CODE

CONTACT NUMBER

EMAIL ADDRESS

DATE

Dear ADD 
Re: Subject Access Request

Include your full name and other relevant details to help identify you, also reference to your previous correspondence on FOI. 
I am writing to request all the information to which I am entitled to under section 7(1) of the Data Protection Act 1998 that the add relevant government department/body and other organisations under your remit have retained. 
OPTIONAL: In order to assist you with this request, I am outlining some of the areas and occasions on which your organisation may have compiled information on me. As you will understand, this is not a definitive list. 
I should make it clear that this request should cover all or any other information you may hold about me. I hope that you will be able to comprehensively search all your records. The definition of 'personal data' under the Act covers both facts and opinions about me as an individual, as well as information regarding the intentions of your organisation towards me.   

This request should therefore cover any photographs, internal/external memos, emails, faxes and any other correspondence or accessible data held by your organisation, which could be classified as 'personal data' under the 1998 Data Protection Act. This covers both paper and electronic data.

If you need any more information, please let me know as soon as possible. It may be helpful for you to know that data protection law requires you to respond to a request for personal data within one calendar month.

If you do not normally deal with these requests, please pass this letter to your data protection officer or relevant staff member.
Yours,
Add name

