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[bookmark: _Toc40083894][bookmark: _Toc45704328][bookmark: _Ref45884370]Subject Access Request Form
Please complete this form if you wish to request access to your personal data. You do not have to use this form, but it will help us to deal with your request as quickly and effectively as possible if you do.
You can also use this form if you are requesting access to personal data on behalf of someone else. In that case, we will need you to confirm you have that person’s authority to ask for access to their data.
If you have any questions about this form or your request, please contact our Commercial and Legal Manager to discuss it further.
0. About you
Please provide the following information. If you have an account number or other reference number, please provide it.
	[bookmark: _Hlk10802389]Full Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Contact details
	Click or tap here to enter text.
	Reference (if any)
	Click or tap here to enter text.


For security reasons, we cannot respond to a request unless we have confirmed your identity. Please provide:
· Photographic identification, for example:
Driving Licence; or
Passport; and
· Confirmation of address no more than 3 months old, for example:
Utility bill;
Bank statement; or
Council tax statement. 
Whose personal data are you requesting?
Are you requesting access to your own personal data?	
☐ Yes, please go to section 3 below.
☐ No, please complete the rest of this section of the form.
Please provide the following information. If you are making this request on behalf of someone else, we will need this information before we can supply you with the data you are asking for.
If you are not requesting access to your own personal data, please provide the following information about the person on whose behalf you are making this request:
	Full Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Contact details
	Click or tap here to enter text.
	Reference (if any)
	Click or tap here to enter text.
	Age (if under 16)
	Click or tap here to enter text.


We cannot respond to your request until we also receive satisfactory confirmation of the identity of the person on whose behalf you are making this request. Please provide:
· Photographic identification, for example:
Driving Licence; or
Passport; and
· Confirmation of address no more than 3 months old, for example:
Utility bill;
Bank statement; or
Council tax statement. 
Please provide a copy of your legal authority to make this request. This might be a signed letter of authority from the person on whose behalf you are making this request, a power of attorney, or confirmation that you are their legal representative.
What data are you requesting?
Your rights to request access to personal data and other information are set out in our Privacy policy, available on our website. Please describe what personal data and other information you are requesting, in particular if you are asking for specific documents or information. 
	Description of the personal data and information requested including details of any specific documents or information you asking for (where relevant)
	Click or tap here to enter text.


Please give as much detail as possible about where the data might be located and any other relevant information. You do not have to provide this information, but doing so will help us to deal with your request as quickly and effectively as possible.
	Location of data, e.g. any particular departments or parts of the organisation you have dealt with (if known)
	Click or tap here to enter text.
	Relevant time periods, e.g. when we are likely to have obtained your data (if known)
	Click or tap here to enter text.
	Dates of any particular correspondence, meetings or telephone calls (if known)
	Click or tap here to enter text.
	The name(s) of people you have dealt with within our organisation (if known)
	Click or tap here to enter text.
	Any other relevant information you can think of that might help us respond to your request
	Click or tap here to enter text.


Signature
Please check the information you have provided and sign below.

Signed	Click or tap here to enter text.
Date	Click or tap to enter a date.

Please send this form and the documents we have asked you to provide to: 2 Sable Court, Sylvan Way, Basildon, Essex, SS15 6SR
If you are making this request by email, we will provide the information to you in an electronic format unless you ask us not to. If you wish to receive your information in a different format, e.g. hard copy please let us know in the box below.
	Click or tap here to enter text.
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