Data and Information Access and Disclosure Proforma (DIADP)

	Date Received
(office use only)
	
	Received By
(office use only)
	
	Data Job Number
(office use only)
	


	Section 1: Application Details (to be completed by the applicant)

	Applicant’s name & position
	

	Business unit/school/organisation
	

	Contact details (phone, email)
	

	Description of information required (attach further details on a separate page if necessary).
	

	Purpose for which information will be used. If this data request is part of an approved research application, please note here.
	

	Intended audience
	

	Required format of information (e.g. Excel, .csv .txt file)
	

	Date required

	


	General conditions of supply

	The supplied information must:

· only be used for the purposes described in this IADP

· not be disclosed to other individuals or organisations other than the intended audience specified in the IADP

· be destroyed/deleted after the purpose for which the information was requested has been fulfilled

· be used in accordance with Tasmania's Personal Information Protection Act 2004



	Section 2: Agreement to Conditions of Supply (to be completed by the applicant)

	I understand and agree to the general and any specific conditions of supply
 for the data provided.

	Applicant’s signature
	
	Date:



	Signature of applicant’s manager
	

	Name & position of applicant’s manager
	

	Section 3: Custodian approval and specific conditions of supply 
(to be completed by the custodian)

	A. EPR Reviewer
	

	Name and position
	Date:

	Application recommended for approval
	( Yes
( No 

	Comments
	

	Reviewer’s signature
	

	
	

	B. Custodian’s Name
	

	Director EPR
	Date:

	Application approved?
	( Yes                
     ( No 

	Director’s  signature
	

	Date approved/denied
	

	
	

	Section 4: Applicant notified of approval or denial (to be completed by the custodian or delegate; applicant also notified of any specific conditions of supply)

	Date notified
	

	Notified by (name/signature)
	


	Section 5: Information/Access Supplied (to be completed by responsible officer)

	Description of information/access supplied
	

	Information is correct as at 
(i.e. extraction date)
	

	Format of information (e.g. Excel, Word doc, PDF)
	

	Where information stored/accessed from
	

	Method of transmission (eg email attachment, CD)
	

	Date information/access supplied
	

	Completed by (name/signature)
	


� Subject to current business priorities all reasonable effort will be made to provide data or access by the specified date.


� The applicant will be notified of any specific conditions of supply once the form has been submitted and approved.





Scan or email this form to the relevant business unit.
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