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REQUEST TO IMPORT DATA
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Into Secure Data Service user area

Why do you need to complete this form?

Researchers are responsible for ensuring that they have the permission from the data owners of non-Secure Data Service provided data to use their data in the Secure Data Service (often referred to as a ‘third-party service’).  By completing this form, you will help us to identify whether we can upload your data into your account immediately, or whether we require consent from a data owner first.
If you wish to import syntax files (e.g. Stata do/ado files or SPSS code), you do not need to complete this form.  Instead, please email the files to the Secure Data Service helpdesk (securedata@data-archive.ac.uk) quoting your Secure Data Service project number.

1. Secure Data Service Member details

	Name
	

	Institution
	

	Telephone number
	

	Email
	

	Project Number
	


2. Description of dataset you wish to import

Please include the following information about the data you wish to import:

	Dataset title
	

	Data producers
	

	Brief description of dataset: please also attach any available documentation
	

	Variable description: list all variables included in the data (you may include this in a separate Word or Excel file, or SPSS/Stata log file).
	


How would the use of the imported data contribute to the research for which you are seeking or have gained Approved/Accredited Researcher status?
3. Please tick the appropriate box (one only for each import request) for the type of data you wish to upload and, where applicable, go to the corresponding section to complete your request.
	 FORMCHECKBOX 


	Downloaded from a public website (e.g. Office for National Statistics)


	Complete section 4 and return

	 FORMCHECKBOX 


	Your own data
	Complete section 5 and return

	 FORMCHECKBOX 


	Data belonging to another researcher, but not yourself
	Complete section 6 and return

	 FORMCHECKBOX 


	Data for which a contract exists between you and the data owner
	Complete section 7 and return


4. Please insert the URL of the website where you downloaded the data.
	URL
	


Please return this form, with the data file, to securedata@data-archive.ac.uk.  
If the file is larger than 25MB, please contact the Secure Data Service for advice on sending it to us.
5. Please select one category, and sign and date below.
I warrant and represent that I am the person specified in Section 1 above, and I am:

	 FORMCHECKBOX 

	the owner of the copyright and associated intellectual property rights in the dataset(s) that I wish to import;

	 FORMCHECKBOX 

	the joint owner of the copyright and associated intellectual property rights in the dataset(s) that I wish to import, and authorised to use the dataset(s) for the purposes outlined in Section 2 above by each and every joint owner whose full names and addresses appear in below.


If you are a joint data owner, please provide the details of the other owners here.
	Name
	

	Position
	

	Institution
	

	Email
	


	Name
	

	Position
	

	Institution
	

	Email
	


Please sign below.
	Signed
	

	Print name
	

	Date
	


You may sign this form electronically and email to securedata@data-archive.ac.uk. 

Alternatively, you can do one of the following:

· sign by hand, scan and email to the above address
· sign by hand and fax to +44 (0) 1206 872003
· sign by hand and post to:
Secure Data Service

UK Data Archive

University of Essex
Wivenhoe Park
Colchester
Essex CO4 3SQ
Please do not send your dataset for importation at this point.  
The Secure Data Service will send instructions for doing this if, following appropriate review by the Service (and relevant data owners, if necessary), your request has been successful.

6. Please read and complete the following.
I warrant and represent that I am the person specified in Section 1 above, and I am not the owner of the copyright and associated intellectual property rights in the dataset(s) that I wish to import, but authorised to use the dataset(s) for the purposes outlined in Section 2 above by each and every owner whose full names and addresses appear below.
Please enter the contact details of the researcher(s) who own the data.
	Name
	

	Position
	

	Institution
	

	Email
	


	Name
	

	Position
	

	Institution
	

	Email
	


	Name
	

	Position
	

	Institution
	

	Email
	


Please sign below.
	Signed
	

	Print name
	

	Date
	


You may sign this form electronically and email to securedata@data-archive.ac.uk. 

Alternatively, you can do one of the following:

· sign by hand, scan and email to the above address
· sign by hand and fax to +44 (0) 1206 872003
· sign by hand and post to:
Secure Data Service

UK Data Archive

University of Essex
Wivenhoe Park
Colchester
Essex CO4 3SQ
Please return this form with evidence that you have permission to use these data in the Secure Data Service (for example, attach any email correspondence confirming permission).

Please do not send your dataset for importation at this point.  
The Secure Data Service will send instructions for doing this if, following appropriate review by the Service (and relevant data owners, if necessary), your request has been successful.

7. Please enter the following information about the data.
	Name of data owner (please include contact name and institution)
	

	Contact telephone number and/or email of data owner
	


Please email this form to securedata@data-archive.ac.uk.  
Please include evidence that you have permission to use these data in the Secure Data Service (for example, by attaching a copy of an email or letter). You should also include a copy of the contract made between yourself and the data owner.
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