[image: ]
GDPR Complaints Form
Please provide as much information as possible in relation to your complaint in order to assist the GDPR team to process and attempt to resolve the complaint within the required regulatory timeframes. Where insufficient information is provided Telespazio UK may request further details before progressing the investigation. Once completed please submit the form to the following email address: dpo.uk@telespazio.com 	Comment by Jim Luke: Reword this to avoid discouraging valid reporting. Suggested wording: “Where insufficient information is provided, TPZ UK may request further details before progressing the investigation.” 

	1. Contact Details

	Full Name:
	

	Email Address:
	

	Telephone Number (optional):
	

	Postal Address:
	

	Preferred Contact Method
	☐	Email
	☐	Post

	Are you submitting this complaint for you on behalf of someone else?
(If for ‘Someone else’ complete Section 2 below)
	Choose an item.


	2. Data Subject Information

	If for someone else, what is your relationship  to the data subject and provide evidence of authority when submitting this Complaints form

	

	Data Subjects Name:
	

	Email Address:
	

	Postal Address:
	



	3. Nature of Complaint

	Which of the following best describes your complaint (Tick all that apply)

	☐	Unlawful processing 
	☐	Data breach 

	☐	Inaccurate data 
	☐	Data shared without permission 

	☐	Retention of data for too long 
	☐	Failure to respond to a Subject Access Request (SAR) 

	☐	Lack of transparency or privacy information 
	☐	Marketing without consent 

	☐	Other (please specify):
	

	Which GDPR right(s) do you believe have been breached? (Optional)

	☐	Right of access
	☐	Right to rectification

	☐	Right to erasure
	☐	Right to restrict processing

	☐	Right to data portability
	☐	Right to object






	4. Description of the Issue

	Please describe what happened

	

	What personal data was involved? (if known)

	

	When did the issue first occur? Provide dates if known

	

	Is the Issue ongoing?
	☐	Yes
	☐	No

	How did you become aware of the Issue

	



	5. Harm or Impact

	Have you suffered any harm or distress as a result?

	☐	Financial loss 

	☐	Emotional distress 

	☐	Identity theft / fraud 

	☐	Reputational damage 

	☐	No harm identified

	Please describe the impact on you (if any)

	



	6. Steps already taken

	Have you contacted us about this issue previously?
	☐	Yes
	☐	No

	If Yes, when did you contact us?
	

	How did you contact us?
	Choose an item.
	Did you get a response and if so what was the outcome?

	



	7. Supporting Evidence

	Do you have any evidence to support your complaint?

	☐	Emails/Messages
	☐	Letters
	☐	Screenshots

	☐	Privacy Notices
	☐	Breach Notifications
	☐	Other: 

	If Yes please provide this when submitting the complaint however if 

	

	8. 
Resolution sought

	What outcome are you seeking in relation to your complaint?

	☐	Explanation

	☐	Correction of data

	☐	Deletion of data

	☐	Restriction of processing

	☐	Apology

	☐	Compensation

	☐	Regulatory investigation

	☐	Other (please specify):
	



	9. Declaration and consent

	I hereby advise and confirm that the information provided above is accurate and to the best of my knowledge. I understand that any and all information in relation to this complaint will be processed by Telespazio UK in accordance with the GDPR regulations and that the company has 30 days in which to respond to the complaint from the Date of Receipt

	Name
	

	Signature
	

	Date
	





INTERNAL USE ONLY
	Complaint Reference No
	

	Date received
	

	Assigned Handler
	

	Risk Level (Low/Medium/High)[footnoteRef:1] [1:  Refer to GDPR Management Procedure for information on categorisation criteria] 

	

	Regulatory reporting Required?
	

	ICO notification deadline 
(if applicable)
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