
Access to Information and Correction of Personal Information 

REQUEST FORM

Complete��and sign this form �W�K�H�Q �V�H�Q�G to: Privacy Office, Queen's University, Mackintosh-Corry Hall, Suite F300, 
68 University Avenue, Kingston ON, K7L 3N6���R�U���D�F�F�H�V�V���S�U�L�Y�D�F�\�#�T�X�H�H�Q�V�X���F�D����See �E�H�O�R�Z for instructions on completing this form. 

�$�S�S�O�L�F�D�W�L�R�Q���)�H�H�����$������������ fee, payable by cash�� cheque�����R�U���H���W�U�D�Q�V�I�H�U��is required to process all requests.  Make cheques payable 
to Queen's University.���,�I���X�V�L�Q�J���H���W�U�D�Q�V�I�H�U���F�R�Q�W�D�F�W���W�K�H���3�U�L�Y�D�F�\���2�I�I�L�F�H���E�H�I�R�U�H���P�D�N�L�Q�J���D���W�U�D�Q�V�I�H�U���D�F�F�H�V�V���S�U�L�Y�D�F�\�#�T�X�H�H�Q�V�X���F�D

Request for:

Access to General Records

Access to Personal Information

Correction of Personal Information

Examine original��

Receive a copy

First Name Middle Name Last Name

Street Address Apt/Unit City

Province Postal Code E-Mail Telephone

Provide a detailed description of the records requested, or the personal information to be corrected (attach additional pages if needed)

Please provide a date or date-range related to the record(s), if known:

Signature Date

Preferred method of �F�R�P�P�X�Q�L�F�D�W�L�R�Q:

�(�P�D�L�O

�3�K�R�Q�H

�0�D�L�O

Personal information on this form is collected under the authority of the Queen's University Royal Charter, 1841���� �D�V���D�P�H�Q�G�H�G����and will be 
used to respond to your request. Any questions about this collection should be directed to the Privacy Officer: (613) 533-6095; Privacy 
Office, University Secretariat and Legal Counsel, Suite F300 Mackintosh-Corry Hall, Queen's University, 68 University Avenue, Kingston 
ON, K7L 3N6.���R�U���D�F�F�H�V�V���S�U�L�Y�D�F�\�#�T�X�H�H�Q�V�X���F�D

�3�U�H�I�H�U�U�H�G���P�H�W�K�R�G���R�I���D�F�F�H�V�V��

�7�R���X�V�H���W�K�H���$�G�R�E�H���V�L�J�Q�D�W�X�U�H���I�L�H�O�G���\�R�X���Z�L�O�O���Q�H�H�G���W�R���V�D�Y�H�����D�Q�G���W�K�H�Q���R�S�H�Q���W�K�H���G�R�F�X�P�H�Q�W���Z�L�W�K���$�G�R�E�H���$�F�U�R�E�D�W���5�H�D�G�H�U��



http://www.queensu.ca/accessandprivacy/fees
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