[Company Logo]   [Company Name]
DATA ACCESS APPROVAL
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Request Ref.:
	[Request Number]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Approval for Access to [Dataset Name]
Dear [Employee Name],

Your request dated [DD/MM/YYYY] for access to [Dataset Name] has been reviewed. As the data owner, I approve the access described below, strictly for the purpose of [Purpose] and subject to the conditions set out in this letter.
	Item
	Approved

	Dataset / System
	[Dataset Name]

	Classification
	Confidential / Restricted

	Fields approved
	[Field Names]

	Fields not approved
	[Field Names]

	Period of data
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Masking required
	[e.g. mobile numbers masked, last 4 digits only]

	Form of access
	One-time extract / Read-only database view / Recurring report

	Approved storage
	[Company Drive / Folder Path]

	Access valid till
	[DD/MM/YYYY]



Conditions of approval:
1. The data shall be used only for the stated purpose and not combined with other datasets without fresh approval.
1. The data shall be stored only at the approved location and shall not be copied to personal devices, personal email, chat applications or external storage.
1. Sharing is limited to [Names / Team]. Any external sharing requires a separate written approval and an agreement with the recipient.
1. Outputs and reports should show aggregated data wherever possible.
1. On or before [DD/MM/YYYY], you will delete the data and confirm deletion to me in writing.
1. Any accidental disclosure must be reported immediately to IT security at [Email ID].
IT is requested to provision the access as approved above. This approval may be withdrawn at any time if the conditions are not followed.
Regards,

	______________________________
[Data Owner Name]
[Designation]
Data Owner – [Dataset Name]
[Company Name]
	______________________________
Accepted by
[Employee Name]
Date: [Date]


cc: [Reporting Manager]; [IT Security Name]
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