[image: ]Subject Access Request (SAR) Form
(You do not have to use this form, but it helps us process
your request more quickly.)

1. Your Details
Full name: Click or tap here to enter text.
Any previous names (if applicable): Click or tap here to enter text.
Address: Click or tap here to enter text.
Email address: Click or tap here to enter text.
Phone number (optional): Click or tap here to enter text.
Preferred contact method: ☐ Email  ☐ Post ☐ Phone
2. Are you requesting your own data?
☐ Yes, I am requesting my own personal data. ☐ No, I am acting on behalf of someone else.
If acting on behalf of someone else: 
Representative name:  Click or tap here to enter text.
Relationship to data subject: Click or tap here to enter text.
Authority attached: ☐ Yes  ☐ No
3. What information are you requesting?
Please describe the information you would like us to provide. (For example: training records, booking information, correspondence, HR records, etc.)
Click or tap here to enter text.
Optional date range: 
From: Click or tap here to enter text. To: Click or tap here to enter text.


[image: ]4. Proof of identity
Please provide one of the following (copies only):
· Passport
· Driving licence
· Recent utility bill (last 3 months)
· Official letter showing your address
ID provided: Click or tap here to enter text.
5. How would you like to receive your data?
☐ Email	☐ Secure download link		☐ Printed copy by post
6. Declaration
I confirm that the information I have provided is accurate and that I am entitled to receive the personal data requested.
Signature: Click or tap here to enter text.
Date: Click or tap here to enter text.
7. Submit your request
Email: dp@equalityanddiversity.co.uk 
Post: Data Protection Department. Equality and Diversity UK. Warwick House, 14 Lowes Road, Bury. BL9 6PJ
What happens next
· We will acknowledge your request.
· We may contact you if we need more information.
· We will respond within one month.
· We may extend by up to two months if the request is complex.
· We will not charge a fee unless the request is manifestly excessive or unfounded.
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