Sample SAR Response Letter 1 (Put on your headed paper) 

Name 
Address line1
Address line 2
Town

Date:   / /

Subject:     	Response to your personal information 
		Subject Access Request (SAR)
Received: 	[Date] / /


Dear [insert name],

Regarding your recent query, I am pleased to confirm that we hold the following personal information about you and/or your child:

Name:   
Date of Registration / Commencement of Service [Date] / / 
Date of Termination of Service [Date] / / 
Name of Child [Name]
Relationship                                
DoB        [Date]   / / 

Contact Details:
Address
Telephone
Email number




Other / Additional Information:

[Please describe]


Signed:
      --------------------------------------

Position: Manager on behalf of [Insert name of Service]

