[Company Logo]   [Company Name]
EMPLOYEE PERSONAL DATA ACCESS REQUEST
	Request No.:
	[Reference Number]

	Date Received:
	[Date]

	Received by:
	[HR Name]



1. Requester
	Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Status (Current / Former employee)
	 

	Registered mobile / personal email
	 



2. What would you like to know?
  Summary of personal data held about me
  Copy of my personnel file documents
  Payroll and statutory data
  Purposes for which my data is used
  Names or categories of parties my data was shared with (e.g. payroll vendor, insurer)
  Other: [Specify]
	Period covered (from – to)
	 

	Preferred format (summary / copies / view in person)
	 



3. Identity Verification (HR use)
  Request from registered email / mobile
  Photo ID seen (no copy retained)
  Call-back done on [Date]
4. Response Log
	Date
	Action
	By

	[DD/MM/YYYY]
	Request acknowledged
	[HR Name]

	[DD/MM/YYYY]
	Data collated and third-party data redacted
	[HR Name]

	[DD/MM/YYYY]
	Response sent / viewing arranged
	[HR Name]



Your request is handled in line with the Digital Personal Data Protection Act, 2023. Information about other people or protected investigations may be withheld or redacted, and you will be told if this happens. This request form itself is kept for [Period] as a record of the response.

	______________________________
Requester
[Employee Name]
Date: [Date]
	______________________________
HR / Data Contact
[HR Name]
Date: [Date]
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