
 
DATA AUDIT TEMPLATE 
	Who?  
Whose data are you collecting?  Local contacts? Suppliers/ potential contractors? Members/ participants? 
Staff/ instructors?  
	 

	What?  
Names? Email addresses? Phone numbers? Picture? Medical information?  Anything which can identify an individual……… 
	 

	Why?  
Why do you need the information?  
 
To process membership? To deal with event entries? To contact them? To pass on details to someone else? To market to them? 
	 

	Where?  
Where do you store the information?  
In a filing cabinet? On personal laptops? Spreadsheets? Dropbox/ cloud file sharing?  
	 

	When?   
When did you collect the information? Is it still accurate?  Do you still need it?   
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