SUBJECT ACCESS REQUEST – DATA PROTECTION ACT 1998

The Insolvency Service (The Service) is an Executive Agency of the Department of Business, Innovation and Skills (BIS), and, through the offices of the official receivers, deals with the administration of companies that are wound up by the courts in England and Wales (compulsory liquidations) and with the administration of bankruptcies and debt relief orders made against individuals. The Service also carries out investigations on behalf of the Secretary of State for BIS in company insolvencies where an insolvency practitioner has been appointed and trading (live) companies.

Section 7 of the Data Protection Act sets out your rights in relation to your personal data, in particular section 7(1) gives an individual the right to be informed by the data controller whether their personal data is being processed by or on behalf of the data controller, and, if that is the case, to be given by the data controller a description of the personal data held.
Under the Data Protection Act 1998 you are entitled to have details of:

· the personal data which The Service holds about you;

· whether the data is held on computer, and in any manual filing system;

· the purpose for which this data is processed; and

· to whom the data has, or may be disclosed.

The Service collects personal data about an individual for the purposes of discharging statutory (legal) functions in relation to personal insolvency or the liquidation of a limited company for which the data subject is, or has been, an officer. Much of the data held about you will already be known to you, but you will be able to check its accuracy if you wish to do so. A request under the Data Protection Act will not give you unrestricted access to a file The Insolvency Service holds in relation to a particular case administration.
Disclosure of personal data is regulated by the Data Protection Act and can only be provided if a valid subject access request (SAR) is provided. Under the Act the Service needs to be reasonably satisfied as to the identity of the person making the request. I must therefore ask that you complete and return the attached form DPA2.CBS, together with 2 of the forms of identification. The completed forms and ID must be sent to FOI/DPA Team, Technical Section, The Insolvency Service, 1 City Walk, Leeds LS11 9DA. Alternatively, forms and scanned identification may be sent to foi@insolvency.gsi.gov.uk.
The Service will be unable to deal with your request in the following circumstances:

· If two forms of identification are not provided.
· Where complying with the request would involve disclosing data relating to another individual who could be identified from that data (unless that individual gives their consent or it is reasonable to comply without such consent).

· If the data requested is subject to any of the exemptions specified in the Data Protection Act 1998.

· Where you have previously made a subject access request which The Service has complied with, unless a reasonable period has elapsed since the previous request.

If, for whatever reason, your request cannot be dealt with, either at all or in part, you will be provided with a written explanation. If it is likely that the requested data can be provided at a known future date, you will be told when that is likely to be so that you may resubmit your request.

Further information about the Data Protection Act  can be obtained from the  Information Commissioner at Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF (Tel: 01625 545 700) Internet: www.ico.org.uk

I request that the official receiver provides me with details of [all personal data that is held by The Insolvency Service about me]* or [relating to the prescribed data listed below]*  *delete as applicable

(please tell us what personal data you wish to obtain ( prescribe) as per section 7(7) of the Data Protection Act). You will help our response by being as specific as possible in describing what you require. 
*  My bankruptcy/DRO court reference is:
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(please state the court, case number and year)
*  I believe information may be held about me in respect of the affairs of the following limited company / companies / bankruptcy.

I enclose 2 forms of identification from the items listed below:

· 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 

·             A photocopy of my credit card/cheque guarantee card

·             Other – please specify *

N.B. one of the forms of ID must contain a signature

My full name is: 
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My current address is:
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Signature:  


Date: 


       Note: If you are unable to produce identification in the form listed above, such other form of identification as the

       data controller may reasonably require should be enclosed.

      Detach and return completed form to:

FOI/DPA Team, Technical Section, The Insolvency Service, 1 City Walk, Leeds LS11 9DA or email

with scanned ID to foi@insolvency.gsi.gov.uk.






