SUBJECT ACCESS REQUEST 

To access your personal data you will need to make a Subject Access Request to the Insolvency Service.  Please complete the following information:
	Name of data subject: 


	

	Date of birth of data subject:

	

	Address and contact details of data subject:


	

	Our reference number (Case Reference/ Court number/ IVA details/ Case name) – to assist us in locating your records.
	


Please specify whether you want access to all the personal information the agency holds about you, or whether there is specific information you wish to access (if there is something specific please let us know as it will help us respond to you more quickly).
	


Before any disclosure can be considered please provide two forms of valid identification from the list below, including one document with your signature. 
This is to ensure we correctly identify you and do not disclose personal information to the wrong person. Acceptable ID includes:
· Photocopy of an extract from my passport showing my photograph and signature

· Photocopy of my driving licence

· Photocopy of my bankruptcy order

· Photocopy of my birth certificate

·             A recent utility bill 

Please send your request and the identification documents either by email to 
FOI@insolvency.gov.uk
or by post
Information Rights Team
3rd Floor Cannon House

18 Priory Queensway

Birmingham 

B4 6FD
If you are requesting information on behalf of someone else (for example you are a solicitor making a request on behalf of your client) please provide: 
a) The data subjects two forms of ID as above 
b) Written authority from the data subject that you are acting on their behalf;

c) Why you are requesting information on behalf of the data subject;

d) A description of your relationship with the data subject.

Your request will be dealt within one month of receiving your request.
	My full name is:


	

	My current address is:


	

	Signature:


	

	Date:


	


We will retain the documents you provide on file in line with our retention policy for SAR’s.
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