[add your address here]

Date:  [self explanatory]
Human Resources 

<<Insert Company>>
Dear  <<Insert Manager’s Name>>,

Data Protection Act 1998 - Data Subject Request

In line with Section 7 of the above Act I formally request the release of all information held by Metronet and its subsidiaries in relation to myself and my employment with said group which started on [insert date your started working for employer]. 
I request all data created and held since my start date. It should include all information held in written or electronic format (email, word documents etc) plus any phone calls that have been recorded. It should cover the following departments:

TfLPF, Legal, Finance, Human Resources, Payroll, L&D, Staff Travel, Oyster [please insert any other departments you think are relevant including your work place/group] or any name changes that have been applied to them since I started working for the group

In addition, the following staff in particular, as well as their predecessors and successors as relevant along with their Secretaries, PA’s or Executive Assistants or any other such title as applied that would do the same job:

[you should insert the name of all staff you wished to have checked. I would recommend all supervisors/managers/directors you have worked with/for. You may also wish to include other work colleagues whom you have worked with regardless of grade or whether they remain employed.]  

I believe if any of these individuals have left the Metronet group that it should not affect my request. 

It should include all and any reference made to me in anyway and including:

[your should include all references to yourself eg full name, initials, first name, surname, nicknames, as well as mentioning the reference numbers detailed below]

In line with the Act I believe you need to supply this information to me within 40 days of my request and I await this in due course along with confirmation there is no charge. I provide a copy of my staff pass and a recent utility bill to confirm my current address. 

To enable faster processing of this request I can confirm the following personal information:

Full Name: 


[self explanatory]

Date of Birth:


[self explanatory]
National Insurance Number:
[from payslip]

Date Joined Company:

[self explanatory]
Payroll Number:


[from payslip]

Pension Reference Number:
[from pension statement]




I await your advices as soon as possible and please advise should any problems be encountered as soon as practical.

Yours sincerely,

[your name printed and signature above]

