








Decision Review Application Form



Before completing this form, please read our guidance on decision review which is available on our website
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Decision Review Application

Before completing this form you should read our guidance ‘Challenging a decision of the Commission’.  You can find this on our website, www.charitycommissionni.org.uk and click on “Manage your charity”.
If you need any help or wish to ask us a question about this form, please contact us. Our preferred method of contact is by email: admin@charitycommissionni.org.uk

You can also contact us at:

Charity Commission for Northern Ireland
Marlborough House
Central Way
Craigavon
BT64 1AD

Tel: 028 3832 0220

Electronic form

If you have downloaded this form from our website, or received it by email, you can type your answers directly into the text boxes and save them. The boxes with a white background are for your answers. You will not be able to click into any of the coloured boxes. This is so that the wording of the forms cannot be accidently changed during completion.

If you complete the form electronically, please return it by email to casework@charitycommissionni.org.uk 

Hard copy form

If we have sent you this form in paper form, or if you have printed it from your computer, you must complete it in black pen. This helps us to make clear copies if we need to photocopy it.  

If you make a mistake in pen, just cross out the mistake and re-write the answer. Please do not use correction fluid on paper forms. We may not be able to accept forms corrected with correction fluids.

Please send your completed paper application form to the address above, ensuring you have paid the correct postage.












	Section 1 – Contact person details
	The contact person will act on behalf of the trustees in discussing the application with us, or providing further information if required. 
The contact person may be one of the trustees, a member of staff or someone not directly involved with the organisation such as a legal adviser.
It is important to provide a landline number if one is available.

	Surname:
	[bookmark: _GoBack]     
	Title:     
	

	Forenames:
	     
	

	Address: 
	     
	

	
	     
	

	
	     
	Postcode:     
	

	Email:
	     
	

	Telephone:
	Home:     
	Mobile:     
	

	Please tick a relevant box below if you have any specific communication needs

	Text phone
	[bookmark: Check18]|_|
	

	Sign language
	|_|
	

	Other language 
	|_|
	Please state which language
	     

	Other communication needs
	     





	Section 2 – Relationship to the charity

	What is your relationship to the charity? For example, you should be a charity trustee, a representative of a body corporate, or a person who may be affected by the decision we have given. If you believe you are an affected person, please state how you are affected and how your legal rights may have been affected by this decision.

	[bookmark: Text36]     







	Have you informed the charity of this application?
	






	Section 3 – About the Charity

	Name of the Charity
	     
	Name of the charity refers to the full name of the organisation as stated on the governing document.
	
	

	HMRC reference number
	     
	Not all organisations will have registered as a charity with HMRC, but if you have a HMRC reference number, please enter it here.
	
	

	Our reference number on the decision letter (if available)
	     
	
	
	




	Section 4 – Details about application

	4.1
	Please tell us what decision we have given which you would like us to review.  You may copy the text of the decision we sent you in our decision letter.  This is usually on a separate sheet sent with the decision letter.  If you disagree with only part of the decision, please let us know exactly which part you are asking us to review.
If you can, please also give the section number of the Charities Act (Northern Ireland) 2008 we used to make the original decision.

	[bookmark: Text35]     






	4.2
	Why you think our decision is wrong? Please provide a reasoned argument. 

	     




	4.3
	Please outline below any additional evidence or information which we did not have in the original application and which you are giving in support of this application. 

	     






	4.4
	In the space below, you may provide any additional information that you think may be useful in assisting us to make a thorough review of our decision.

	     




	Trustee signature 
	

	This section certifies that the information given in this form and in the attachments is correct and must be signed by a trustee acting on behalf of all the trustees.
	

	Name
	     
	

	Position
	     
	

	If submitting form in hard copy:
By signing this form you are declaring that the information you have provided is true to the best of your knowledge:
	

	Signature
	
	Date
	
	We can accept your completed form by email with an electronic signature.  This will help us to deal with your application more quickly

	If submitting form electronically:
By ticking the box you are declaring that the information you have provided is true to the best of your knowledge:
	

	|_|
	Date
	     
	




If in doubt about completing this form, you should seek advice from a Helper group or a professional adviser.



	Section 8 – Where to send this completed form

	By email
	casework@charitycommissionni.org.uk 

	By post
	Casework Team
Charity Commission for Northern Ireland
Marlborough House
Central Way
Craigavon
BT64 1AD




	For Charity Commission use only

	Receiving Admin Officer
	

	Date received
	

	URN allocated
	

	Date passed to relevant Manager
	









Freedom of information and data protection 

Data Protection 

The Charity Commission for Northern Ireland is responsible for registering, regulating and reporting on the charity sector in Northern Ireland. As the charity regulator, we are lawfully required to collect and process personal data in order to achieve our statutory objectives, functions and general duties. 

Any personal data you give us will be held securely and in accordance with data protection rules and principles. Your personal details will be treated as private and confidential, and will only be retained for as long as is necessary in line with our retention policy. The information will be safeguarded and will not be disclosed to anyone not connected to the Charity Commission for Northern Ireland unless:

· you have agreed to its release, 
· the Commission is legally bound to disclose the information
· the Commission regards disclosure as necessary in order to properly carry out its statutory functions.
The Commission may also disclose information or personal data to other relevant public authorities where it is lawful to do so and where, for the purposes of national security, law enforcement, or other issues of overriding public interest, such disclosure is necessary.
We will ensure that any disclosure made for this purpose is lawful, fair, considers your right to privacy and is made only to serve the Commission’s statutory objectives as a regulator. 

When you provide the Charity Commission with information used to carry out its functions, you are obliged to comply with section 25 of the Charities Act (Northern Ireland) 2008 which means that it is an offence to provide information which is false or misleading. In respect of your personal data we expect any data which you give us to be truthful, accurate and up-to-date.

For further information, you may wish to read the Commission’s Privacy notice which details what to expect when the Commission collects and processes personal information, including your rights in relation to that processing if we hold your information.






Freedom of Information 
The Freedom of Information Act 2000 gives members of the public the right to know about and request information that we hold. This includes information received from third parties. If information is requested under the Freedom of Information Act we will release it, unless there are relevant exemptions. We may choose to consult with you first. If you think that information you are providing may be exempt from release if requested, please let us know.
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