[Print
<<insert recipient name>>
<<address>>
<<address>>
<<post code>>
<<insert date>>

Dear <<insert recipient name

Your Data Subjec insert number>>]

| am writing to confirm our re
<<insert means of communica
been assigned the following 1
<<insert number>>]

<<insert right exercised>> by
Sert date>>. [Your request has
his in future correspondence:

e are of the view that it is
brt explanation>>.

Having given initial considers
[manifestly unfounded] OR [e

We are prepared to act furth
£<<insert sum>>, which shd
amount reflects the administ
request.

ever, we will require a fee of
payment instructions>>. This
incur in responding to your

As soon as we receive the a
The one-month period within
begin on the day that we recei

d with handling your request.
b respond to your request will
ou.

Please note that you reserve
Information Commissioner’s O
not satisfied with the manner i

b a supervisory authority (the
ek a judicial remedy if you are
andled.

Please do not hesitate to co
Officer)>> at <<insert contact

position (e.g. Data Protection
guestions.

Yours sincerely,

<<insert name and title>>
For and on behalf of <<insert (
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