
(請在填寫本表格前，細閱本表格及隨附的註釋)

致2：____________________________________________________________  (由________________________________經辦3)

1. 資料當事人

� 這是根據《個人資料(私隱)條例》(下稱條例)第18(1)條提出，與下述個人(下稱“資料當事人”)有關的查閱資料要求：
 
� 中文姓名：(姓)______________________________________________  (名) ______________________________________________ 
 
� 英文姓名(如有的話)：(姓) _____________________________________________ (名) ______________________________________
 
� 香港身份證號碼(只適用於香港身份證持有人)4 __________________________________
 
� 以前由貴機構5編配的個人身份代號(例如學生編號、職員編號、醫療編號)，如有的話：__________________________________

2. 要求查閱的資料
 
� 除下文第3段所述的無關資料外，此查閱資料要求包括資料當事人的下述個人資料(下稱“要求查閱的資料”)：
 
� 要求查閱的資料的種類或其他描述(即醫療記錄、人事記錄、與某一事件有關的記錄等)：_____________________________________

� ____________________________________________________________________________________________________________________   
 
 � 要求查閱的資料的大概收集日期或期間(如知悉)6： _______________________________________________________________________
 
 � 負責收集要求查閱的資料的分行或職員(如知悉): ________________________________________________________________________

3. 無關資料
 
 � 為免生疑問，要求查閱的資料不包括下述個人資料7：
 
� □ 載於資料當事人以前向貴機構提供的文件內的個人資料(例如資料當事人向貴機構發出的信件)

� □ 載於貴機構已向資料當事人提供的文件內的個人資料(例如貴機構向資料當事人發出的信件或應過往的要求所提供的文件)

� □ 屬於大眾可閱覽的資料(例如新聞剪報上或公共登記冊內關於資料當事人的資料)

� □ (其他不包括的個人資料)：_____________________________________________________________________________________

4. 查閱要求
 
 � 我現要求貴機構：

� □ 根據條例第18(1)(a)條的規定，告知我貴機構是否持有該等要求查閱的資料。

� □ 根據條例第18(1)(b)條的規定，如貴機構持有任何該等要求查閱的資料，向我提供一份貴機構所持有的該等資料的複本。

5. 依從查閱資料要求的方式
 
� 依從此項查閱資料要求時，我希望貴機構8：
 
� □ 在處理我的要求前，先通知我任何擬收取的費用9 

�
� □ 通知我領取要求查閱的資料的複本
�
� □ 將要求查閱的資料的複本，用掛號寄往我在此表格內填報的地址�
�
� □ 將要求查閱的資料的複本，用平郵寄往我在此表格內填報的地址�
�
� □ 用 _________________(請指明語文)向我提供一份要求查閱的資料的複本�
�
� □ 用 _________________形式(例如電腦磁碟、縮微膠卷等)向我提供一份要求查閱的資料的複本

6. 身份
 
� 我以下述身份作出這項查閱資料要求(請選一項)：
 
� □ 資料當事人

� □ 資料當事人的有關人士10，我並附上下列證據11：_________________________________________________________________

此為個人資料私隱專員指定的表格。
此表格須交予持有個人資料的機構或人士。

個人資料(私隱)條例�      
查閱資料要求表格

1

      

表格：OPS003

(Read this Form and the accompanying Notes carefully before completing the Form.)

To : ________________________________2   (for  the attention of _______________________3)

1.  The Data Subject
� This is a data access request under section 18(1) of the Personal Data (Privacy) Ordinance ("the Ordinance") concerning the personal 
� data of the following individual (hereinafter referred to as"the data subject"):

 � Name in English: (surname) _____________________________________ (other name) _____________________________________
 �
� Name in Chinese (if any): (surname) __________________________________ (other name) _________________________________ 
 
 � Hong Kong Identity Card Number4: ____________________________________________

 � Personal identifier (e.g. student no., staff no., medical no.) previously assigned by your organization5 (if any): ____________________�

2.  The Requested Data
 
� Save as excluded under paragraph 3, this data access request covers the personal data of the data subject as defined below (hereinafter �
� referred to as "the Requested Data"):

 � Type or other description of the Requested Data (e.g. medical records, personnel records, records relating to a particular incident, �
� etc.): ________________________________________________________________________________________________________
          
 � Date around which or period within which the Requested Data were collected (if known)6:__________________________________     
 
� Branch or staff member by whom the Requested Data were collected (if known):__________________________________________ 

3. Exclusions
 
� For the avoidance of doubt, the Requested Data access to which is sought do not include any personal data7:
�
� □ contained in documents previously provided to your organization by the data subject (e.g. letters to your organization from the �
�      data subject)
�
� □ contained in documents already provided to the data subject by your organization (e.g. letters to the data subject from your �
�      organization or documents provided pursuant to a previous request)
�
� □ in the public domain (e.g. newspaper clippings or entries in public registers concerning the data subject)
�
� □ (other excluded personal data) : _______________________________________________________________________________

4. The Request
 � I hereby request your organization:

� □ pursuant to section 18(1)(a) of the Ordinance, to inform me whether your organization holds the Requested Data

� □ pursuant to section 18(1)(b) of the Ordinance, if your organization holds any of the Requested Data, to supply me with a copy of �
�      such Data that your organization holds 

5. Preferred Manner of Compliance

 � In your complying with this data access request, I would prefer that your organization8:

� □ gives me an indication, before processing my data access request, of any fee that may be charged for compliance with my request9

� □ notifies me when a copy of the Requested Data is ready for collection

� □ sends by registered mail a copy of the Requested Data to me at my address given in this Form

� □ sends by ordinary mail a copy of the Requested Data to me at my address given in this Form

� □ supplies to me a copy of the Requested Data in the _______________ language

� □ supplies to me a copy of the Requested Data in the form of _______________ (e.g. computer disk, microfilm, etc.)

6. Capacity

 � This data access request is made in my capacity as (tick one) :
� □ the data subject

� □ a relevant person10 of the data subject, in proof of which I enclose the following11: _____________________________________

PERSONAL DATA (PRIVACY) ORDINANCE
DATA  ACCESS  REQUEST  FORM1

This Form is prescribed by the Privacy Commissioner
for Personal Data. It should be submitted to the party 
holding personal data.

Form : OPS003




