[Your full address]

[Phone number]

[The date]

Multiple System Atrophy Trust 
128B Business Design Centre

52 Upper Street

London
N1 0QH

support@msatrust.org.uk 
Dear Sir or Madam

Subject access request
[Your full name and address and any other details to help identify you and the information you want.]

Please supply the information about me I am entitled to under the General Data Protection (GDPR) regulations relating to: [give specific details of the information you want, for example

· your personnel file;

· emails between ‘A’ and ‘B’ (between xx/xx/xx and xx/xx/xx);

· your personal details held on our database
If you need any more information from me, or a fee, please let me know as soon as possible.

I understand that a request for information under the GDPR should be responded to within one calendar month unless an extension is sought.

If you do not normally deal with these requests, please pass this letter to your Data Protection Lead. If you need advice on dealing with this request, the Information Commissioner’s Office can assist you and can be contacted on 0303 123 1113 or at ico.org.uk.
Yours faithfully

[Signature]

