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When we collect it as you use our website 
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Dear [enter name] 
 
Data subject access request 
 
Your data subject access request has been passed to me. 
 
I will be overseeing Falmouth & Exeter Students’ Union’s (‘the SU’) processing of your 
request.  
 
We received the request on [enter date]. 
 
Under the provisions of the General Data Protection Regulation (GDPR), we are required to 
respond to your request within one month (i.e. by [enter date]). 
 
We shall endeavour to respond before that date. 
 
In circumstances where we are unlikely to be able to respond to you by [enter date], we will 
write to you to inform you and to explain why. 
 
The scope of your data subject access request is: 
 
 “[enter]” 
 
If you think we have misunderstood the scope of your request, please let me know as soon 
as possible.  You can do this by emailing me at [enter email address]. 
 
Before responding to a data subject access request, the SU must check that the person making 
the request is who they say they are.  With this in mind, please send me a copy of one 
document from each of the two lists of documents set out below. 
 

List 1 List 2 

Passport Bank or building society statement issued in 
last 3 months 

Biometric residence permit Credit card statement issued in last 3 
months 

Current driving licence photocard (full or 
provisional) 

Council tax statement issued in last 12 
months 

Birth certificate (issued within 12 months of 
birth) 

Utility bill issued in last 3 months 

Adoption certificate 

  
I look forward to hearing from you. 
 
Yours sincerely 



 

 
To Directors/Team Managers 
 
The SU has received a data subject request from: 

 [enter full name] 
 [enter student number – if applicable] 

 
The scope of the data subject’s access request is: 

 [Where possible, use the wording provided by the data subject in their request.  In 
addition, if appropriate, provide additional guidance on the scope of the request] 

 
Ordinarily, the SU has until [enter date} to provide the data subject with any relevant 
information. 
 
Within two working days of receipt of this email, please complete the table below and email 
it to me: 
 

Query Reply 

Does your Team hold any information 
about the data subject? 

Yes/No 

If yes, by what date do you expect to be 
able to provide me with copies of that 
information? 

 

If that date is after [enter date], please 
explain the reason for that delay. 
Because it may entitle us to extend the 
date by which we must provide the 
information to the data subject. 

 

 
Thank you… 
  



 

 
Dear [enter name] 
 
Data subject access request 
 
I write further to my email dated [enter date]. 
 
As probably you are aware, ordinarily the Students’ Union is required to respond to a data 
subject access request within one month. 
 
In relation to your request, the relevant date is [enter date]. 
 
Unfortunately, we are not in a position to respond by that date.  The reason for this is [enter 
reason]. 
 
Currently, we expect to be in a position to respond by [enter date]. 
 
The Students’ Union apologises for the delay, but hopes that you understand the reasons 
for it.  
 
Please let me know if you have any questions relating to the delay or your request generally. 
 
Yours sincerely… 
 
  



 

 
Dear [enter name] 
 
The Students’ Union’s (‘the SU’) response to your data subject access request 
 
Dear [enter name] 
 
I write further to my email dated [enter date]. 
 
Please find attached, the SU’s response to your request OR [how to access the relevant 
‘dropbox’ or similar]. 
 
If you have any concerns about the way the SU has dealt with your request or any other 
questions relating to your request, please let me know.   
 
You should be aware that if you do have any information rights concerns about the SU, 
ordinarily the Information Commissioner’s Office (ICO) would expect you to raise that 
concern with the SU before raising it with the ICO. 
 
Yours sincerely… 
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