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Express Solicitors Limited – Data Complaint Form

Section 1: Your details

Full Name:
Address:
E-mail:
Telephone:
File reference (if appropriate): 

Section 2: Are you making this complaint on behalf of someone else?

Yes 
No 

If Yes, please confirm your relationship to the individual and attach a written authority signed by the individual. NB. We will not review, acknowledge or discuss this complaint without the written authority of the data subject.

Section 3: Details of your Complaint

Please provide as much detail as possible about your complaint. Include:
· The date(s) of the incident(s)
· What happened
· Why you believe your data rights were breached



_________________________________________________________________________________

_________________________________________________________________________________

Section 4: Desired Outcome

What outcome are you seeking as a resolution to your complaint?


_________________________________________________________________________________

_________________________________________________________________________________

Section 5: Declaration

I confirm that the information I have provided is accurate to the best of my knowledge.

I understand that Express Solicitors may need to contact me to investigate and   respond to my complaint.

Signed:
Date: 

Section 6: Our response to you

Express Solicitors take all complaints seriously and are committed to resolving them fairly and promptly.

We will acknowledge your complaint within 5 working days and will provide a full response to the complaint within 30 days of receipt. If more time is needed due to the complexity of the issues raised within the complaint, we will inform you within the 30 day window explaining the reason further time is required and the expected response timeline. 


Section 7: Submitting your Complaint

Please return this completed form via e-mail to dpo@expresssolicitors.co.uk. If you would rather post it, please send to the following address;

F.A.O. Data Protection Officer
Express Solicitors Limited
South Court
1 Sharston Road
Manchester
M22 4SN

If you consider our response to be unsatisfactory, you have the right to lodge a complaint with the ICO.  The Commissioner’s contact details are:

Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF

0303 123 1113

Full information on our purposes, the steps we take to protect your personal data and for how long we retain it can be found in our Privacy Notice here. Please advise if you require a hard copy form of this Notice.
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