Make a request to access your personal information

	1. Details of person requesting the information

	Full name:

Address:



	Daytime contact no.
	

	e-mail address
	

	2. Are you the data subject? (please tick)

	Yes
	If you are the data subject please supply proof of your identity. This should include both of the following: 

1. a photocopy of the identification pages of your current passport or a current photo driving licence;
2. the original of a current utilities (such as electricity) bill, or credit card or bank statement, which includes your name and current address. This can be returned to you if required.

	No
	Are you acting on behalf of the data subject with their written authority? If so that authority must be enclosed (Please complete 3 and 4).

	3. Details of the data subject (if different from question 1)

	Full name:

Address



	Daytime contact no.
	

	e-mail address
	

	4. Please describe your relationship with the data subject that leads you to make this request for information on their behalf.

	

	5. It would help us to narrow our search if you could tell us which team or directorate you believe might hold personal data on you. If you are not sure, please tell us the context in which you have had dealings with us, and when.

	

	6. Declaration to be completed by all applicants. Please note any attempt to mislead may result in prosecution.

I certify that the information given on this application form to OfS is true. I understand that it is necessary for OfS to confirm my/the data subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct information.

	Signature
	

	Date
	

	Please note we aim to reply promptly to your request, and are obliged by statute to provide a response within 40 calendar days. We will send you an invoice for the £10 fee. You will then have 3 months to pay the fee before we will continue to process your request.


