
Data Access Request 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request access to my personal data held by [Company/Organization 

Name] in accordance with [relevant data protection legislation, e.g., GDPR, CCPA]. I would like 

to obtain copies of any personal information and any relevant details regarding its processing. 

Please find my identification details below: 

• Full Name: [Your Full Name] 

• Date of Birth: [Your Date of Birth] 

• Account Number: [Your Account Number, if applicable] 

If you require any further information to fulfill this request, please do not hesitate to contact me 

via the method listed above. 

Thank you for your cooperation. 

Sincerely,  

[Your Name] 


