AI GOVERNANCE TOOLKIT
Data Subject Rights Procedure
[ORGANIZATION NAME] — AI-specific supplement to the general DSR procedure
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2. Purpose and Scope
This procedure supplements [the general DSR procedure] for requests touching AI systems — where personal data is used to train, fine-tune, or prompt models, or where AI makes or supports decisions about individuals. It covers systems flagged "personal data involved" in the AI Inventory.

3. Rights and AI-Specific Fulfillment
	Right
	AI-specific considerations

	Access (Art. 15)
	Search inference logs and stored prompts/outputs, not just databases. Disclose AI involvement in decisions and meaningful information about the logic involved.

	Rectification (Art. 16)
	Correct source records AND downstream features/caches. Note where a deployed model was trained on the incorrect data and the remediation chosen.

	Erasure (Art. 17)
	Erase from source data, logs, and vector stores. Be honest about model weights: erasure from a trained model is generally infeasible without retraining — document the compensating measures (output suppression, retraining schedule) and the legal analysis.

	Portability (Art. 20)
	Provided data and, where applicable, user-generated prompts. Model outputs are assessed case-by-case.

	Objection (Art. 21)
	Stop processing for the objected purpose; ensure suppression propagates to training pipelines.

	Automated decisions (Art. 22)
	If a decision is solely automated with legal/similar effect: provide human review by someone with authority to change it, allow the individual to contest and express their view, and document the review.


The erasure row is deliberately candid — overpromising "we delete it from the model" is a compliance failure waiting to be discovered. State what is technically true.

4. Intake and Verification
1. Channels: [web form, mailbox, postal]. Requests reaching any staff member are forwarded to [DPO mailbox] within [2 business days].
1. Identity verification: [method proportionate to data sensitivity]. Do not use an AI system to make the verification decision.
1. On receipt, query the AI Inventory for systems processing the requester’s data categories — this is the system-by-system checklist for fulfillment.

5. Timelines
	Step
	Deadline

	Acknowledge request
	[5 business days]

	Fulfill or explain extension
	1 month (GDPR), extensible by 2 months for complexity — notify within the first month

	Art. 22 human review completed
	[15 business days]



6. Records
Log every request: identity-verification outcome, systems checked (inventory IDs), actions per system, exemptions applied with justification, response sent, dates. Retention: [period]. These records evidence Annex A.7/privacy obligations in audits.

7. Exemptions
[LIST APPLICABLE EXEMPTIONS — legal claims, third-party rights, disproportionate effort — each requires documented legal sign-off before use.]
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