[Insert your address]

The Data Protection Officer and Freedom of Information Officer
[Insert Recipient Organisation Name and Address]


Date


Re: Data Access Request from [Insert Your Name]



To whom it may concern:

I wish to make an access request under the Data Protection Acts 1988 and 2003, as well as the Freedom of Information Act 2014, for a confirmation that you hold data relating to me, and to be given a description of the data, the purposes for which it is held and a copy of any information you keep about me, as well as non-identifying information on my mother and other natural family, whether held on computer, in manual or in any other form.  I am also making this request under sections 3 and 4 of the Data Protection Acts.

I am requesting the full non-redacted file, including marginal notations on front and back covers, all details from the home's register, etc.

I also wish to make this access request under the Data Protection Act 1998 (UK) and 1998 (US), for a copy of any information you keep about me, on computer or in manual form.  

Name (at birth): 
Date of Birth: 
Place of Birth: 
Name of Mother (if known): 
Date of Adoption/placement: 
Name (given after adoption or placement): 

The request is for records that include but are not limited to:

· Internal and external correspondence
· Minutes of meetings
· Notes or memos in relation to discussions or telephone calls  
· Non-identifying adoption information
· Medical records
· Vaccination records
· Records of any participation in medical or vaccine trials
· Blood tests
· Medical tests
· X-rays 
· Maternal care records
· Feeding records 
· Weight at birth
· Mother’s age at time of birth
· Mother’s county of origin at time of birth
· Mothers’ parents’ occupations
· Mothers’ siblings: how many, male/female
· Father’s age at time of birth (if available)
· Father’s county of origin at time of birth
· Father’s occupation at time of birth
[bookmark: _GoBack]
I enclose a copy photo ID, and cheque for €6.35, being the maximum fee possible for such a request.

Please send all replies, including copies of all data to me at the above address.
 

Yours faithfully,

