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DATA COMPLAINT FORM

Anyone who wishes to complain should complete the table below and return the form by email to asi.dpo@adamsmithinternational.com.
For further information on the rights you have as a data subject please see our Privacy Policy available on our website. Please see www.adamsmithinternational.com for further information.
ASI reserves the right to seek identification from you where this is necessary.  Please also note that ASI may seek additional details based on the complexity of your request.
I am writing to let you know that I have concerns about how my personal information has been handled by you.
I understand that before reporting my complaint to the Information Commissioner I should provide you with a chance to deal with my complaint.
If when I have received your response, I would still like to report my complaint to the IC, I will give them a copy of my complaint and your response to consider.
Please acknowledge receipt of this data complaint form and let me know the date by which you expect to be able to respond.
PART 1a. Details of person making complaint 
	Title (Mr, Ms, etc.)
	

	Surname
	

	Former surname (if applicable)
	

	Forename(s)
	

	Country
	

	Email address
	

	Phone Number
	

	Relationship with ASI
	For e.g Former employee, subcontractor, vendor, supplier, beneficiary etc. 

	Preferred response format (email or post)
	

	Please provide in the second column  the full details of your complaint, explaining what has happened and, if appropriate, the effect it has had on you Select Request Type
	Details of complaint:




PART 1b. Requests made on a data subject’s behalf (If applicable)
Please complete this section of the form with your name and contact details if you are acting on behalf of a person who wishes to make a complaint. Please complete and return the form together with the authority to act, signed by the person who is authorising you to act on their behalf.
	Title (Mr, Ms, etc.)
	

	Surname
	

	Forename(s)
	

	Address
	

	Email address
	

	Phone Number
	



[bookmark: _Hlk153869715]PART 2a. Declaration:
I am the data subject named in Part 1a of this document 

Full Name: _________________________________________________________	
[bookmark: _Hlk152336778]Signed: _________________________________________________________	
Date: ______/________/______

PART 2b. Declaration:
I confirm that I am duly authorised to act on behalf of the data subject. I understand that Adam Smith International Ltd must confirm my identity and my legal authority to act on behalf of the data subject and may need to request additional verifying information.

Full Name: _________________________________________________________	
Signed: _________________________________________________________	
Date: ______/________/______
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