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Under UK data protection laws, you have the right to request a copy of the personal information we hold about you. This is known as a subject access request (SAR).
To access your information please complete and return this form to us. 
We will provide your information within one calendar month of you making the request. We can extend this by a further two months if the request is complex or the individual has made a number of requests. We will update you if this is the case. 
	
Your details (the individual making the request)

	Full name: 
	

	Address:

	

	Postcode:
	

	Telephone:
	

	Email: 
	

	Member number (if applicable): 
	

	
Are you the Data Subject (the individual whose personal data is being requested)? 

	Yes: 
☐
	Please provide proof of your identity, for example a photocopy of a valid passport or photocard driving licence, AND proof of your address, for example a photocopy of a recent bank statement, council tax bill or utility bill. Please go straight to section 5 of this form

	No:
☐ 
	Are you acting on behalf of the Data Subject with their explicit consent, or with the appropriate legal authority? If so, this must be evidenced in writing and enclosed with this form. You must also enclose proof of the Data Subject’s identity and address as described above. Please ensure that you complete sections 3 and 4 of this form




	Details of the Data Subject (if different to those provided in section 1)

	Full name: 
	

	Address:

	

	Postcode:
	

	Telephone:
	

	Email:
	

	Member number (if applicable):
	

	
Legal status in relation to the Data Subject (If you are not the data subject, please briefly describe your relationship with them (e.g. legal adviser, spouse, parent, carer, etc) and explain why you are making this subject access request on their behalf). 

	






	
Personal information required (Please describe as precisely as possible the information you require e.g. ‘My member file’ or ‘Emails containing my name’).

	









	Time period: (Please give a date range of the information you are requesting e.g. ‘From 1 April 2024 to 30 September 2025’. Give times if they’re relevant)

	






	
No fee is payable under normal circumstances.
In most cases SARs will be processed without charge. We reserve the right to charge a reasonable fee for the administrative costs of complying with a request if it is manifestly unfounded or excessive, or if an individual requests further copies of their data.  

Declaration 
I certify that the information given on this application form is true and accurate. I acknowledge that it will be used solely for the purpose of processing my request and providing me with a response. I understand that it may be necessary for me to provide additional information to confirm my identify (or that of the Data Subject) and/or locate relevant personal information. I understand that the statutory response period will not commence until Lincoln’s Inn is satisfied of this.

	Signature: 
	

	Print full name: 
	

	Date: 
	



Submitting your request 
Please return this form via email to Data.protection@lincolnsinn.org.uk or by post to  Data Protection Officer, The Honourable Society of Lincoln’s Inn, Treasury Office
Lincoln’s Inn, London, WC2A 3TL. 

Remember to include:

· Proof of your identity and address (or, if you are not the Data Subject: proof of the Data Subject’s identity and address; and any relevant documents which give you the legal authority to make this request). 
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