Letter Providing Information requested by Data Subject
[DATE]
[EMPLOYEE’S NAME]
[Employee’s address]
Dear [name]
Further to your request for personal data dated [INSERT DATE[ I am now able to enclose the following information:
[INSERT DETAILS OF DOCUMENTS PROVIDED AND THE FORMAT – FOR EXAMPLE Expense Records for 2010 on computer print out, Absence records for 2009 and 2010 on CD ROM, personnel file contents photocopied].
[Some of the information you requested cannot be released for the following reasons e.g. 
•[It is subject to legal privilege.] [It consists of a confidential reference given by us for employment purposes.]•[It consists of records of intentions in relation to negotiations between us and you, disclosure of which we consider would be likely to prejudice those negotiations.]•[It consists of health records and we consider that disclosure would be likely to cause serious harm to another person.]]
OPTIONAL We are still awaiting permission from a third party to disclose [INSERT DETAILS] and we will contact you when permission has been received and the information can be released.

Your rights in connection with personal data

There are various rights that you have in connection with your personal data. You have the right to correct that personal data that we hold about you or restrict the processing of your personal data under certain circumstances. You may also have the right to object to the processing or to request erasure of your personal data in certain circumstances.

You also have the right to make a complaint to the data protection supervisors authority in the UK, the Information Commissioner.

We can confirm the following in respect of the data existing on the date your request was made:

The purpose for which the personal data is processed
[List of Purposes]

The Categories of Personal Data Concerned
[List categories of personal data]
The recipients or categories of recipients to whom the personal data has or may have been disclosed
[List of recipients by name or generic class to whom data disclosed]

[List of recipients in countries outside the EEA or International organisations]

Safeguards in place in relation to personal data transferred to third countries or to an international organisation

[State whether there is an adequacy decision from the EU Commission in respect of third country or international organisation]

[List of safeguards if no adequacy decision]
The period for which personal data will be sorted or criteria used to determine that period

[List of categories of data and period stored or criteria used to determine that period]

Any information available to employer on the source of data
[Identify sources of data held]

The existence of any automated decision making

[Identify any automated decision making, including profiling and any meaningful information about the logic involved, any significance or envisaged consequences].

We have done our best to respond to your request and hope that you have found our approach helpful. You will see that when providing copies of personal data, we have sometimes gone beyond what is required in that not all of the information provided, strictly speaking, constitutes personal data relating to you. Please do not hesitate to contact us if you have any questions about the contents of this letter.
Yours sincerely

[name]
[job title]
cc file
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