Template 1: Subject Access Request (SAR) under Article 15 

How to Use This: Send this to your organisation's Data Protection Officer (DPO) or HR department. It formally requests a copy of all personal data they hold about you.

Subject: Subject Access Request – [Your Full Name]
Dear [Data Protection Officer / HR Manager],

This is a formal Subject Access Request made under Article 15 of the UK General Data Protection Regulation (UK GDPR).

Please provide me with a copy of all personal data you hold about me. To assist you in your search, I am particularly interested in, but not limited to, the following categories of data:
· All emails between [Name of Manager A] and [Name of Manager B] which mention my name, from [Start Date] to [End Date].
· All meeting notes, minutes, and internal memos from meetings where I was the subject of discussion, including any grievance or investigation meetings, from [Start Date] to [End Date].
· My complete and unredacted HR and personnel file.

Under Article 12(3) of the UK GDPR, you are required to respond to this request without undue delay and at the latest within one calendar month of receipt. If you intend to extend this period by up to two further months for complex requests, you must inform me of this within the first month, together with the reasons for the delay.

Should you intend to withhold any information, you must provide me with your specific legal reasoning under the relevant articles and exemptions of the UK GDPR.

Yours faithfully,
[Your Full Name]
















Template 2: Request for Rectification (Art. 16) & Restriction (Art. 18) 

How to Use This: Use this template when you know the organisation holds inaccurate information about you and you want to both correct it and legally "freeze" it as evidence.

Subject: Formal Request for Rectification and Restriction of Processing – [Your Full Name]

Dear [Data Protection Officer / HR Manager],
This is a formal request made under Articles 16 and 18 of the UK General Data Protection Regulation (UK GDPR).

1. Request for Rectification (Article 16) The following personal data held by [Organisation Name] is inaccurate and I request that it be rectified without undue delay:
· Inaccurate Data: [Quote the specific incorrect information, e.g., "The grievance outcome letter dated 10th August 2025 states that I did not provide any witness details for my complaint."]
· Required Correction: [State the correction needed, e.g., "This is incorrect. I provided the witness details of [Witness's Name] in my grievance letter on 1st July 2025. Please amend the record to reflect this fact."]
2. Request for Restriction of Processing (Article 18) Furthermore, as the accuracy of 

the data mentioned above is in dispute, I hereby request that you restrict the processing of all data relating to this matter. This means you are required to preserve all relevant data and must not delete, alter, or further process it. Please consider this a formal legal preservation notice.

Under Article 12(3) of the UK GDPR, you are required to respond to this request without undue delay and at the latest within one calendar month of receipt. If you intend to extend this period, you must inform me of this within the first month, together with the reasons for the delay.
Please confirm in writing that the restriction has been applied and provide your full response to my rectification request within this timeframe.

Yours faithfully,
[Your Full Name]

