	
	
	



SAR Process Flowchart


1. You may require consent from the data subject and will need to check the requesters ID to ensure you are sending the information to a person who is entitled to receive it. 
*Software+ and ++ clients should refer to the SAR templates in the resource HUB. 


Receive SAR from requester


Log request with DPO 


Acknowledge receipt of the SAR and request any additional information (see 1 below)


Collate the information records that have been requested (use the SAR checklist)


Securely share information records with DPO for redaction 


DPO will redact the records 


Prepare the final response letter


Check consent and ID 


Provide response (ensure this is one month of original reques
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