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Guidance on making a request to the Office of Fair Trading for Consumer Direct Information 

Please read this guidance document before making a request to the Office of Fair Trading (OFT) for Consumer Direct (CD) Information.  Failure to complete the request form correctly may mean your request is returned.

The Request Form should be completed for all requests for CD information whether company specific or statistical data.  

If the request is for company/individual specific information please complete one form for each company or individual, this does not apply where there are several trading names for the company or individual (however, all known names should be listed to assist the database search).

1. How to complete the Request Form for Consumer Direct Information?

	Public Authority details
	

	Name of Public Authority:


	The name of the Government Department or Organisation (even if the request is being made by an authorised agency acting on behalf the Government Department or Organisation)



	Appointed Contact : 

Name, position and contact details
	The name, position of the Appointed Contact within the Government Department/Organisation making the request together with an email address and contact number. Please see term 1.1 of the Data Sharing Agreement. 



	Name, position and contact details
	The name, position of the within the Government Department or Organisation making the request together with an email address and contact number.



	Name and address of authorised agency

Name, position and contact details

Authorised agencies only
	If the request is being made on behalf of an agency or organisation acting on your behalf (i.e. on behalf of the Government Department or Organisation named above), the name and address of that agency or organisation..

The name and position of the person within the agency/organisation making the request together with an email address and contact number.

	Enactment(s) under which the information is requested


	The specific enactment(s) under which you are authorised to request the information, for example, s.447(3) Companies Act 1985.

	Enactments under which functions or duties are being pursued 
	The enactment(s) under which you have functions or duties in relation to which you are intending to use the information requested, for example, the winding up of a registered company.  Please refer to term 2.3 of the Information Sharing Agreement.

	Date of request
	The date the request was sent to the OFT.



	Information requested
	

	Date range


	The period which you would like the information to cover, for example, 1 January 2008 to 31 December 2008.  Please note that CD did not become operational until June 2004 and did not become a national service until February 2006.

	Complaints and/or enquiries
	Please specify if the request for information on the Consumer Direct Database that relates to complaints only or complaints and enquiries

	Name(s) of company or Individual and full address(es) including Postcodes if known. 


	The full name and any trading names of the company/individual together with address(es) and full postcode, in respect of which the information is sought. 

	Are complainants/enquirers’ details required? If so, please explain why?

Please note that this information will only be provided in exceptional circumstances and subject to the Data Protection Act. The OFT may wish to contact the Complainant/enquirer prior to disclosing personal details to the requester
	Please specify if complainants/enquirers details are required.  If so, please be explain fully why this information is required.

Complainants/enquirers’ personal data (names, addresses and contact numbers) are protected under the Data Protection Act 1988 (‘DPA’).  The OFT will assess each request involving personal information under the DPA and make a decision on whether to provide the information requested based on the reasons given for the request.

The OFT will also take into account the provisions of Part 9 of the Enterprise Act 2002 (‘EA02’) in deciding whether or not it is able to supply the information requested.



	Is it your intention to contact complainants/enquirers’ direct?
	If it is your intention to contact consumers’ direct, please specify ‘Yes’ or ‘No’.  If Yes, the OFT will make an assessment based on the reasons given above as to whether disclosure of personal data is compatible with the OFT’s obligations under DPA. 


	Please specified any additional information required?
	Please specify any additional information that may be of assistance to you, for example, the consumer’s reason for complaining, the types of goods and services which are subject to complaint



	Purpose for requesting the Information
	

	Please explain why the information requested is required?
	The OFT is required to assess each request involving specified information (information about a company or individual) and decide whether its disclosure is compatible with the provisions of the EA 02 based on the reasons given or purpose for which the information is requested.

To assist the OFT in the above assessment please explain as fully as possible why the Consumer Direct information requested will be of assistance to you in carrying out your functions.




2. What happens next?

2.1
The completed form should be sent electronically to the Appointed Contact within the Public Authority, Government Department/Organisation with whom the OFT has entered into an Information Sharing.   If you are not aware of who your Appointed Contact is or have a query regarding a request for information please email cdbdatarequests@oft.gsi.gov.uk.

2.2
The Appointed Contact will forward your request form to the OFT who will review each request for Consumer Direct Information within five working days of receipt and will:

a)
acknowledge and verify whether the request for Consumer Direct Information can be met, or

b)
return the Request Form where is has not be completed in accordance with the Guidance, or

c)
return the Request Form where the Request Form has not been sent by the Authority's Appointed Contact.

2.3
When the OFT has confirmed that it can meet a request for Consumer Direct Information has been it will use its best endeavours to provide the Consumer Direct information requested within 20 working days from the date the request was acknowledged and verified as referred to in 2.1(a) above.

2.3.1
If the OFT cannot meet the request for Consumer Direct Information within 20 working days the OFT will email the Authority's Appointed Contact and where the request is made on behalf of the Authority’s agency or other organisation, copied to the person named on the Request Form representing the agency or organisation, prior to the expiration of the 20 working days to explain when the OFT will be in able to meet the request for Consumer Direct Information.


Request Form for Consumer Direct Information Only 

This form must be completed in accordance with the accompanying Guidance on making a request to the Office of Fair Trading for Consumer Direct Information and sent to the Office of Fair Trading (OFT) via the Appointed Contact within the Public Authority or Government Department/Organisation you represent.  

Upon receipt of the request, the OFT will review the request and provide the information requested in accordance with the Information Sharing Agreement between the Public Authority or Government Department/Organisation you represent and the OFT.

	Public Authority details
	

	Name of Public Authority:


	The Insolvency Service

	Appointed Contact : 

Name, position and contact details

[Please refer to the Guidance]
	Stephen Parkinson

Service Delivery Manager, 4th Flr, 18 Priory Queensway, Birmingham, B4 6FD

Stephen.parkinson@insolvency.gsi.gov.uk
07792 682180

	Name, position and contact details
	Please add details of the person making the request

	Name and address of authorised agency

Name, position and contact details

[Please refer to the Guidance]

Authorised agencies only
	

	Enactment(s) under which the information is requested

[Please refer to the Guidance]
	

	Enactments under which functions or duties are being pursued 

[Please refer to the Guidance]
	

	Date of request
	

	Information requested
	

	Date range

[Please refer to the Guidance]
	

	Complaints and/or enquiries
	

	Name(s) of company or Individual and full address(es) including Postcodes if known. 

[Please refer to the Guidance]
	

	Are complainants/enquirers’ details required? If so, please explain why?

Please note that this information will only be provided in exceptional circumstances and subject to the Data Protection Act. The OFT may wish to contact the Complainant/enquirer prior to disclosing personal details to the requester
	

	Is it your intention to contact complainants/enquirers’ direct?
	

	Please specified any additional information required?

[Please refer to the Guidance]
	

	Purpose for requesting the Information
	

	Please explain why the information requested is required?

[Please refer to the Guidance]
	


