Data subject access request form 
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	Please complete all of the sections below. This form is designed to be completed electronically therefore the text boxes will expand to accommodate your information. 

	

	1. Details of person requesting the information.
Full name:      
Address:      
Tel. No:      


Email address:      


	

	2. Are you the data subject? (please check the appropriate box)
NO  FORMCHECKBOX 
: Are you acting on behalf of the data subject with their written authority? If so, that authority must be enclosed. If not, please tell us what other legal justification have you for obtaining access to the data? Please note that identification as required below must be provided for you and the data subject along with the fee.

(Please go to question 3 then question 4)

YES  FORMCHECKBOX 
: If you are the data subject please supply evidence of your identity, ie original or copy of driving licence, passport, national identity card or photo-pass, and as evidence of address a recent letter or bill from a utility company. We charge a fee of £10 for each data subject access request, cheques should be made payable to Audit Scotland (please do not send cash).
(Please go to question 4)



	

	3. Details of the data subject (if different from 1 above).
Full name:      
Address:      
Tel. No:       


Email address:      


	

	4. Personal information details.
Please describe the personal information you seek together with any other relevant information such as the dates/time period. This will help us to quickly identify the personal information you require.
     


	

	5. Declaration (to be completed by all applicants). 
I certify that the information given on this form is true and I authorise Audit Scotland to process my information. I understand that it is necessary for Audit Scotland to confirm my/the data subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct personal data.
Signature:      







Date:      
Note. The period of 40 days in which Audit Scotland must respond to the request will not begin until it is satisfied on these matters.

	

	Please post the completed form to:

The Data Protection Officer

Audit Scotland
110 George Street

Edinburgh

EH2 4LH

Or email it to dataprotection@audit-scotland.gov.uk 

	Documents which must accompany this application:
•  Evidence of your identity as described in section 2 above.
•  Evidence of the data subject’s identity (if different from above).
•  Authorisation from the data subject to act on their behalf (if applicable).
•  The fee set out in section 2 above.


	Audit Scotland’s privacy notice is available for viewing on its website at www.audit-scotland.gov.uk
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