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1. About this form
Under Recital 63 of the General Data Protection Regulation 2018 – individuals have the Right of Access, commonly referred to as subject access, gives individuals the right to obtain a copy of their personal data as well as other supplementary information. It helps individuals to understand how and why you are using their data, and check you are doing it lawfully.
What is an individual entitled to?                    
· Individuals have the right to obtain the following from you:
· confirmation that you are processing their personal data;
· a copy of their personal data; and
· Other supplementary information – this largely corresponds to the information that you should provide in a privacy notice.
Personal data of the individual
An individual is only entitled to their own personal data, and not to information relating to other people (unless the information is also about them or they are acting on behalf of someone). 
Premier Farnell can refuse to comply with a request for erasure if:
· The processing is protected by the right to freedom of expression;
· Processing the data is necessary to comply with a legal obligation for the performance of a public interest task or exercise of official authority;
· The data is for health purposes in the public interest;
· The data is being used for archiving purposes in the public interest, scientific
· or historical research, or statistical purposes; or
· The processing is necessary to exercise or defend legal claims.
Premier Farnell can also refuse to comply with a request for access if it is manifestly unfounded or excessive, taking into account whether the request is repetitive in nature. 
If we consider that a request is manifestly unfounded or excessive we reserve the right to:
· request a "reasonable fee" to deal with the request; or
· Refuse to deal with the request.
We will endeavour to respond promptly and in any event within one month of the latest of the following:
· Our receipt of your written request; or
· Our receipt of any further information we may ask you to provide to enable us to comply with your request.
Please note: 
We can extend the time to respond by a further two months if the request is complex or you have received a number of requests from the individual. 
We will let you know within one month of receiving your request and explain why the extension is necessary.







The information provided in this form will be used to authenticate your identity and to clarify which information you would like. You do not need to complete this form but it will make handling the request faster. We will usually respond to your request within one calendar month of receiving a valid request.
SECTION 1: Are you the data subject? 
Please tick or highlight the appropriate box and read the instructions which follow it.
· YES: I am the data subject. I can prove my identity (see below).
(THEN PLEASE COMPLETE SECTION 3)

· NO: I am acting on behalf of the data subject. I have enclosed the data subject’s written authority and proof of the data subject’s identity and my own identity (see below).
(THEN PLEASE COMPLETE SECTION 2)






To ensure we are releasing data to the right person we require you to provide us with proof of your identity. By supplying us with answers to the below questions. This enables us to match the data we hold within our systems, without collecting any additional personal identifiable information.
	Capacity
(specify nature of relationship with Premier Farnell)
	· Customer
· Supplier
· Employee
· Former employee 

	
For customer or supplier only

	Name registered
	

	Email address/s registered
	

	Telephone number/s registered
Home
Work
Mobile
	




	Address/s registered
Billing

Delivery


	

	Customer/Supplier ID
	

	VAT number
	

	Last product ordered
	

	Last invoice amount
	

	
[bookmark: _GoBack]For applicants, employees and former employees only

	Employer
	

	Department or Business Unit
	

	Position
	

	Employee ID
	

	Date of Birth
	

	Date of employment
	



If we are not satisfied you are who you claim to be, we reserve the right to refuse to grant your request.




SECTION 2: I am acting on behalf of the data subject
	Are you acting on behalf of the data subject with their written or other legal authority?
	· Yes
· No

	If ‘Yes’ please state your relationship with the data
subject (e.g. Power of Attorney or solicitor)
	

	Please enclose proof that you are legally authorised to obtain this information.

	Full Name
	

	Address
	

	Contact Telephone Number
	

	Email Address
	



SECTION 3: The request
Please provide the date range for your request for information
	I wish to access information starting from
	

	I wish to access information up to
	

	This will help us identify quickly the information you have requested, instead of providing unnecessary & irrelevant details you don’t want. We’ll provide the information by category for the date range requested



Please select the category/categories of information you are requesting

	For customer or supplier only

	Description
	Please tick

	Account notes 
(Held against the customer or supplier ID above, for time frame requested) 
	

	Marketing permission status
	

	Copies of correspondence  
(Held against the customer or supplier ID above, for time frame requested)
	

	Copies of call recordings 
Please note:
· Not all calls are recorded
· Length of retention varies depending on call type
(If you called us from a different number other than that retained on your account, please provide details of that number, including approx. date/times to enable us to search for the call. Without this we will only search & provide calls as directed using the phone number provided above).
	





	Confirmation of customer/supplier account status
	

	Additional details
(Please be as specific as possible, providing as much information as possible to enable us to locate the personal data that you are requesting).


	















	For applicants, employees and former employees only

	Description
	Please tick

	HR Records 
(held against the employee ID  above, for time frame requested)
	

	Copies of internal communications
(held against the customer reference above, for time frame requested)
	

	Additional details
(Please be as specific as possible, providing as much information as possible to enable us to locate the personal data that you are requesting).


	



Method of returning the information request to yourself
	How would you ideally like the information to be supplied to you? 

	· Encrypted email

· Post (Recorded Delivery)



SECTION 5: Declaration
I confirm that I have read and understood the terms of this Right to Erasure request form and certify that the information given in this application to The Premier Farnell is true. I understand that it is necessary for The Premier Farnell to confirm my / the data subject’s identity and it may be necessary to obtain more detailed information in order to locate and delete the correct personal data.

Signed………………………………………… Date ___/___/20___

Documents which must accompany this application:
· Authorisation from the data subject to act on their behalf (if applicable)

Please return the completed form to:
Data Protection Officer
Premier Farnell
Canal Road
Leeds
LS12 2TU
UK

Email: DPO@premierfarnell.com 

SECTION 6: What happens next?
We’ll contact you to confirm that we’ve received your DSAR form and let you know whether we can process your request.
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