If you're writing your own subject access request to an organisation, you'll need to send an email or a letter like this.
In [square brackets], we've given more information about what you need to insert or write. Delete or replace our square brackets when you're done.
If you need your data provided in a particular format, you can add this as a note at the end of your bullet list.


[insert the name and address of the organisation you're writing to]

Date: [insert today's day, month and year in format dd/mm/yyyy]

Dear Sir or Madam

Subject access request for disclosure of data.

My name is [your name] and my address is [your address].

I would like to make a subject access request under the Data Protection Act 2018, as amended by the Data (Use and Access) Act 2025.

I would like to request the following data:
[List the records you would like to see, try to be as specific as you can. We've given some examples below.]
· [Copies of all my social care records while [name of social worker] was my social worker.]
· [All emails that you hold about me from 01/01/2004 to the present day.]
· [All of my medical records held by Dr [name of doctor] at [name of hospital or GP surgery].]

I enclose a photocopy of my [insert at least 1 form of proof of identity if you can, remember to attach to the email or print a copy to send with the letter – for example a passport, driving license, utility bill].

You can contact me if you need further clarification about my data request. If you need any more information, please let me know as soon as possible.

Under data protection law, I would like to remind you that you must respond within 1 calendar month of receipt of this request and all required documents.

If you do not normally deal with these requests, please can you pass this letter to your Data Protection Officer.

Signed, 
[Your signature]
[Your name in block capitals]
[Telephone number]
[Email address]
[Postal address]
