SAMPLE REQUEST

Your Address

Postal Code

Phone number

DATE

Address of Company
Customer Care Centre
Dear Madam/Sir:

Re: Access to Information Request

I am one of your customers.  I would like to know what information about me you keep in your files/databases, what uses you make of my information, and with whom you have shared my information. In particular, I would like a detailed accounting of:

1.
All information about me that you have in your files and/or databases;

2.
The specific uses that you have made, are making, or will be making of this information; 


3.
A list of companies with whom you have shared my information, along with:

· the specific information about me that you have shared with them, 

· the frequency with which you share my information with them, and

· the purpose of sharing my information with them.

If you cannot identify with certainty the specific companies to whom you have disclosed my information, please provide a list of companies to whom you may have disclosed information about me.

Thank you for your cooperation.

Original signed
Your name

Account No. 

Address
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