Information Management Directorate
Data Protection Unit

Lunar House

Wellesley Road

Croydon

CR9 2BY

Dear Sir,

Re: [applicant’s name] [dob] [BIA ref]

Subject Access Request

We are acting on behalf of the above named.  We wish to request on his behalf that you provide us with a copy of all documents held on Home Office/BIA files regarding our client.

We enclose: 

1. cheque for £10.00 made payable to ‘Accounting Officer, Home Office’ and 

2. an authority form signed by our client

We expect to hear from you within 40 days, although a speedier response would be appreciated.

