Appendix 1 - Subject Access Request Flow Chart
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‘ DPO sends out acknowledgement within two working days of receipt using the template response \
‘ DPO commissions and provide and guidance where required \

DPO reviews the response and if satisfied, provides the applicant with the
information requested

Details of the right to complain/appeal are given in the template response

i

DPO complete entry on the Log

ANY DELAYS IN THE PROCESS MUST BE REPORTED TO THE DPO IMMEDIATELY



