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Data Subject Access Application Form

Under the terms of the Data Protection Act 1998, an individual is entitled to ask the authority for a copy of all the personal data which it holds about him/her. The information which the individual is entitled to receive from the authority includes a description of the data, the purposes for which the data are being processed, the persons to whom the data are disclosed and the sources of the data. This is known as the right of access to personal data.

If you are seeking personal information about yourself please complete sections 1 - 4. If you are giving permission to someone else to apply for access to your personal information on your behalf, all sections except section 4 must be completed. Please print clearly in pen.

	Section 1 - Personal Details of Data Subject


Surname: 


First Names: 

Former Surname: 

Address:

Post Code:

Telephone Number:

Email Address:

Length of time at this address:

years 
 months

If residing at this address for less than 2 years please provide previous address(es)
	Section 2 - Request Details


The authority holds and uses information about individuals for a variety of purposes, some of which are listed below. It will help us to deal with the application if we know which services you have used and what information you are seeking. Please tick the box(es) and/or describe as fully as you can the personal information you are seeking.
All 
 FORMCHECKBOX 

Council Tax Collection
 FORMCHECKBOX 

Benefits
 FORMCHECKBOX 

Planning
 FORMCHECKBOX 

Environmental Health
 FORMCHECKBOX 

Housing
 FORMCHECKBOX 

Human Resources
 FORMCHECKBOX 

Licensing
 FORMCHECKBOX 

Other (please specify)
 FORMCHECKBOX 

Description:

Continue on separate sheet if necessary

	Section 3 - Fee Payable


The authority is entitled to charge a fee of £10 to cover the cost of dealing with the application. The fee must accompany the application. You may use any of the payment options described below.
· Cheque or postal order made out to Eden District Council

· Cash, if you deliver the form in person and obtain a receipt when you hand in the form.
· Debit card.  Such payments can most easily be made in person. If you prefer, payments can be made by telephone or online - you should telephone for further information as to how this can be done.
	Section 4 - Declaration of Data Subject


In exercise of the right granted to me under the terms of the Data Protection Act 1998, I request that I be provided with a copy of the personal data about me, which the authority holds for the purposes I have indicated above. I confirm that I am seeking access to personal information about myself.

Signed:

Date:

	Section 5 - Declaration of Agent on Behalf of Data Subject (to be completed only by person(s) acting on behalf of the Data Subject)


I confirm that I am acting on behalf of the Data Subject and have submitted proof of my authority to do so.
Signed:

Date:


Present Address:

Post Code:

Telephone No:

The completed application form, fee and supporting proof of authority (if acting as an agent) should be returned in person to any Council office or by post to the Director of Corporate and Legal Services, Town Hall, Penrith, CA11 7QF

	For official use only

	Form received by:
	

	Date received:
	

	40 calendar days expires:
	

	Date returned:
	

	Fee attached:
	YES/NO

	Income code:
	00201 8003

	If agent: letter of authority attached
	YES/NO

	Request referred to (officers name):
	

	Date:
	

	Response completed and sent:
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