Sample SAR Response Letter 2: More Information required for verification
(put on headed paper) 

Name 
Address line1
Address line 2
Town
								Date: xx/yy/zzzz

Subject:     	Insert name of Service (the "Service") 
		Response to your personal information 
		Subject Access Request (SAR)
Received:     mm/nn/pppp

Dear [Insert Name],

I am writing to you in response to your Subject Access Request.

Regarding your query, to comply with Data Protection law and the Service's own Data privacy rules, it is important for the Service to be able to:

a) Ensure it has sufficient information to be able to verify the identity of the person making the request 

b) And in the case where the request is coming from somebody other than the data subject and acting on their behalf, establish that the request is coming from somebody with the appropriate authority to do so.

Accordingly, will you please supply the following information for us to be able to make the necessary verifications before release of the data:

(TBC - on a case by case basis)


Name:   AN. Other
Contact Details:
Address
Telephone

Signed:
      --------------------------------------
Position: Senior Manager / Data Protection Officer
       /on behalf of [Insert name of Service]



