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LLA Data Subject Access Request Form (DSAR)

Purpose of this form: You can use this from to request access to personal data that our organization holds about you. Under UK GDPR and Data Protection Act 2018, you have the right to obtain confirmation that we process your personal data, access to that data and other supplementary information. Completing this form helps us locate your information quickly. You do not have to use this form to make a request, but doing so may speed up the process
You should complete this form in as much detail as possible, and then submit a copy by email to dsar@ltn.aero. 
	Section 1 – Your details (the person requesting the information – (Data Subject)

	1.1
	Your name:
	

	1.2
	Address:
	

	1.3
	Preferred Contact method:)(Email/Phone/Post)
	

	1.4
	Your telephone number:
	

	1.5
	Your email address:
	



	Section 2 – 	If you are known to us by any other names or reference numbers, please provide them to help us identify your records

	2.1
	Other Names
	

	2.2
	Reference number if applicable
	



	Section 3 –Details of your request

	3.1
	Please describe the personal data you are requesting access to?
	

	Section 4 – Description of requested information

	4.1
	Be as specific as possible (ie .relevant dates departments, LLA services used, how you provided your personal details to us) as this will help locate the information more efficiently

Any information relating to your flight and the airline you used, should be addressed with the airline directly. 

Examples are:
My LLA service, Marketing emails, Competitions you may have entered, Ecommerce bookings (parking/lounge/fast track)


	

	Section 5 Verification of Identity

	5.1
	We require proof of identity (DO NOT SEND ORIGINALS) to ensure we do not disclose personal data to the wrong person.  
Please provide one of the following:

	5.1a
	A copy of a valid passport
	Photo included YES/NO

	5.1.b
	A copy of a valid driving licence
	Photo included YES/NO

	5.1.c
	A recent utility bill (dated within the last 3 months)

	Photo included YES/NO

	                         Section 6 – Are You Making This Request on Behalf of Someone Else?  If you are acting as a representative, please provide:

	6.1
	Your Full Name
	

	6.2
	Telephone contact to include the Country Code 
	

	6.3
	Contact email address
	

	6.4
	Evidence of your authority to act (e.g., signed authorisation, power of attorney)
	

	6.5
	Proof of identity for both you and the data subject
	

	
	Section 7: How Would You Like to Receive the Information? 
Select ONE from the following options

	7.1
	Email (encrypted where possible)
	

	7.2
	Secure portal (if available)
	

	7.3
	Printed copies sent by post
	

	7.4
	Collection in person
	

	
	Section 8: Declaration

	
	I confirm that the information I have provided in this request is accurate and that I am the individual to whom the requested 
personal data relates, or I am legally authorised to act on their behalf.

	
	Signature:  
	

	
	Date:
	

	Section 9: How We Will Process Your Request

	
	Once we receive your request and verify your identity, we will respond within one month, in accordance with the UK GDPR. 
If your request is complex or numerous, we may extend this time by a further two months; if so, we will notify you.
We will provide the requested information unless a lawful exemption applies. If an exemption is used, we will explain why.

	
	Section 10: Contact Information

	
	This completed form should be sent to : DSAR@ltn.aero

If you have questions about this form or your data protection rights, you can contact us at:  DPO@ltn.aero
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