
10th Jan 2012 
Dear colleague,
Notification - planned return of data stored on e-KSF
I wrote to you in August 2011 explaining that the national contract for the e-KSF comes to an end on 31st March 2012, and that in order to fulfil our supplier responsibilities under the Data Protection Act we need to stop storing and processing your organisation's data by that date.
Our records show that, at the time of writing this letter, you still have data on the e-KSF.I wanted to take this opportunity to explain what your main options for action are and what will happen next depending on which option you chose. You can either:
1. Do nothing. We would then infer that you don't wish to continue using the e-KSF. We will lock organisational access to the e-KSF on 16th March 2012, and then write all of your organisation's data to a CD-Rom which we will post to you using recorded delivery. We will then permanently delete all of your organisation's data from our systems. We see this as an option of last resort.
2. Contact us requesting a structured, supported download of your data. We can support you by explaining the structure of the data you will download and time the download of data to suit you, giving your managers and staff time to download any personal information. The data transfer can take place over a secure web link (which is better in information governance terms than a posted CD-Rom). We would strongly recommend this over the "do nothing" option.
3. Contact us if you wish to have a local, commercial contract for on-going use of e-KSF. You will need to have a commercial contract in place before the end of March 2012. This would be provided by the current technical subcontractors of the e-KSF, Radcliffe Solutions. If you wish to pursue this option, we recommend that you contact us as soon as possible, so that we can put you in direct contact with them.  

If we don't hear from you by the 29th February 2012 we will assume you wish to take the "do nothing" option and we will act accordingly.  You can contact us by talking to your e-KSF Account Manager, or by email using info@think-associates.co.uk.
[bookmark: _GoBack][image: ]Yours sincerely,




Tim Newham
e-KSF National Project Manager and
Managing Director, Think Associates Ltd
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