Privacy notice: [Company name]
How we use the personal information of leaseholders and residents of [building name and address]. Replace or delete everything in [square brackets].
Who we are
[Company name] (we, us) is a [Right to Manage company / residents' management company] registered in England and Wales, company number [number], registered office [address]. We [manage / are responsible for managing] [building name]. Contact us about this notice at [name or role, email, address].
What we collect
Names, flat numbers, postal and email addresses and telephone numbers.
Lease and ownership details, and details of any tenant or sub-tenant.
Service charge and payment history, and correspondence with you.
[CCTV images of the communal areas, if you use CCTV.]
[Door entry or key records, if you keep them.]
Why we use it, and our lawful reason
	What we do
	Lawful reason

	Manage and insure the building, collect service charges and keep leaseholders informed
	Performing the leases, and our legitimate interests in running the building

	Keep the company's registers, accounts and filings
	Legal obligation

	[Keep the building and residents safe using CCTV]
	[Legitimate interests (crime prevention)]

	[Anything that needs your agreement, such as a newsletter]
	[Consent, which you can withdraw at any time]


Who sees it
Our directors, [managing agent, if any], [accountant and company secretary], and contractors or insurers where they need it to do their job. Some company information, such as the names of directors, is published at Companies House. Members can inspect the register of members. We may also share information where the law or a court or tribunal requires it. We do not sell personal information.
How long we keep it
We keep information for as long as we need it, and for the periods the law sets for company and financial records. [Set out your retention periods, for example: service charge records for 6 years after the year end; CCTV footage for about 30 days unless needed for an incident.]
Your rights
You can ask us for a copy of the personal information we hold about you, ask us to correct it, and in some cases ask us to delete it, restrict it or stop using it. We will answer within one month. To ask, contact [name or role, email]. If you are not happy with how we have handled your information, you can complain to the Information Commissioner's Office at ico.org.uk.
Last updated: [date].
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