[Your full address] 
[Phone number] 
[date] 
[Name and address of the organisation] 

[Reference number (if the organisation has given you one)] 

Dear [Sir or Madam / name of the person you have been in contact with] 
Subject access request complaint 
[Your full name and address and any other details such as account number so they know who you are] 
I’m concerned you haven’t done everything you’re meant to. 
[Give details of your complaint clearly and simply and, if needed, its effect on you.
Examples of what you may wish to say are:
You haven’t sent me the following information:
[List clearly what other information you think they still have]
You’ve removed or blacked out information and you haven’t explained why. 
[Give details of the email or document where they’ve removed or blacked out information.] 
I understand that before reporting my complaint to the Information Commissioner’s Office (ICO) I should give you the chance to deal with it. 
I’ll give a copy of your reply to the ICO if I decide I still want to report my complaint to them.
You can find guidance on what you’re meant to do if you receive a subject access request on the ICO’s website (www.ico.org.uk or https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/helping-you-find-subject-access-request-resources/). There’s also information on their regulatory powers and the action they can take. 
Please respond fully within one calendar month. If you can’t reply within that time, please tell me when you will be able to reply. 
If you’d like to discuss this, please contact me on [telephone number / email address]. 
Yours sincerely 
[Signature] 
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