Sample Subject Access Request Letter
Dear Sir/Madam,
I am writing to request all the information to which I am entitled to under section 7 of the Data Protection Act 1998 (a subject access request). 
I am requesting a complete copy of any personal data (including images and image data) that has been gathered or is being held by the National Domestic Extremism and Disorder Intelligence Unit (NDEDIU) relating to my involvement in campaigning on [eg. environmental issues]. 
This includes data that has been obtained or retained at the request of the NDEDIU, or shared with NDEDIU by regional police forces or other bodies.

If any of my personal data is held by the MPS on databases other than those operated by the NDEDIU, please also provide this data, specifying

a) which database(s) my personal data has been entered onto, and

b) whether this data has been accessed by NDEDIU. 
I wish to draw your attention to the fact that information held by the National Domestic Extremism and Disorder Intelligence Unit has previously been released under the Act.
I also wish to take this opportunity to draw your attention to a decision notice issued by the Information Commissioner to the effect that a data controller should not redact the names of its own employees where they perform roles which involve “decision making for which the employee has accountability”. This definition would apply to all officers and you will therefore not have to redact their names: I trust you will take a reasonable view as to whether any police civilian employee mentioned in the data meets the description given by the Information Commissioner. 
I will require your full written reasons to the extent to which you consider you are entitled to redact the names of any officer.
I enclose a photocopy of [proof of your address, such as gas/electricity/telephone bill] as confirmation of the above being my home address. I have also enclosed a photocopy of my passport [or similar, such as driving licence] and a recent photograph of myself to aid your identification.

I understand that under the Act, I should be entitled to a response within 40 days. I would be grateful if you could confirm in writing that you have received this request.

Please note that failure to abide by the 40 day deadline will result in an immediate ‘request for assessment’ to the Information Commissioner’s Office

 I look forward to hearing from you in the near future.

Yours faithfully,

Sample Letter / Email for Non-response
Dear Sir / Madam

Reference:
Non response to my subject access request
I am writing further to my letter of [date] in which I made a subject access request, because I have not received any response from your organisation.

As the statutory time limit for responding to my subject access request (40 days) has now expired, I would be grateful if you could provide a response as soon as possible.

If I do not receive a response from your organisation within 14 days, I will submit a ‘request for assessment’ to the Information Commissioner’s Office (ICO).

Yours faithfully

