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 “[Name] [Address] 
 
[Date] 
 
Dear [Name of data subject] 
 

Data Subject Access Request 

Thank you for your letter of [date] making a data subject access request for [subject].  
 

I regret that we cannot provide the personal data you requested. This is because 
[explanation where appropriate]. 

 

[Examples include where one of the exemptions under the data protection legislation applies.   
 
For example the personal data might include personal data is ‘legally privileged’ because it is 
contained within legal advice provided to the council or relevant to on-going or preparation for 
litigation.   
 
Other exemptions include where the personal data identifies another living individual or relates to 
negotiations with the data subject.   
 
Your data protection officer will be able to advise if a relevant exemption applies and if the council is 
going to rely on the exemption to withhold or redact the data disclosed to the individual, then in this 
section of the letter the council should set out the reason why some of the data has been excluded.] 

 

Yours sincerely 

 

Clerk to the Council 


