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The City of Liverpool

Sport, Recreation and Libraries
Libraries and Information Services

DATA SUBJECT ACCESS REQUEST FORM

LIVERPOOL RECORD OFFICE & MERSEYSIDE RECORD OFFICE

	1. Details of person requesting the information

Full name

Address

Telephone number                                    Fax number

Email address


	2. Are you the data subject?

Yes: Please supply evidence of your identity, i.e.  copies of birth certificate, current driving licence or passport 

(Please go on to question 4)

No: Are you acting on behalf of the data subject with their written authority? If so, that authority must be enclosed. If not, what other legal justification have you for obtaining access to the data?

(Note that appropriate identification as above must be provided)

(please go on to question 3)


	3. Details of the data subject (if different from 1)

Full name

Address

Telephone number                                    Fax number

Email address


	4. Please describe the information you seek together with any other relevant information




	We charge £15 (for half an hour) or £25 (for one hour) per application. Payable in advance to Liverpool City Council


	DECLARATION: To be completed by all applicants. Please note that any attempt to mislead may result in prosecution

I…………………………………………..certify that the information given on this application form to Liverpool/Merseyside Record Office is true. I understand that it is necessary for the Liverpool/Merseyside Record Office 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 the Liverpool/Merseyside Record Office must respond to the request will not begin until it is satisfied on these matters.


	Please return the completed form to  Record Office, Research Service, Liverpool Libraries Satellite Service , Unit 33, Wellington Employment Park South, Dunes Way, Sandhills, Liverpool L5 9ZS
Documents which must accompany this application:

· evidence of your identity (copies will suffice)

· evidence of the data subject's identity (if different from above)

· authorisation from data subject to act on their behalf if applicable)
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