To 
The Medical Records Officer                  


Your Address:

Name/address of Hospital                                                     ---------------------------------------------
……………………………………………………..         -------------------------------------------- …………………………………………………….                      ---------------------Postcode...........
………………………………………………………..                     ……………………………………………………..

Date……………………………………………..

Dear Sir,

Full Name; insert your full name………………………………

Hospital number: Insert your unique number………………………(You can find this on any Hospital correspondences, appointment letters etc).

NHS number: Insert your unique number …………………………………. A 10 digit number (you can find this on any hospital correspondence, appointment letters etc.) or from your GP 

National Insurance number; insert your own National Insurance number.................. you can find this on a wage slip, pension slip, NHS card.

I wish to apply under the terms of current Data Protection legislation for a full and up-to-date complete copy of my medical file; including all records, all notes, and all letters, results, scans and X-rays held by the Trust. 

I understand that I can make an appointment to view this information free of charge, or that a charge maybe be levied if I request a full copy of my file.

Please accept this letter as my formal request for a complete copy of my personal medical file to be sent to me.

Would you please acknowledge receipt of this request to me at the above address together with a confirmation of the fee you charge for this service.

Yours faithfully,

A.N. OTHER . 

(keep a copy of this  and all letters you send to the Hospital) 

