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INFORMATION AUDIT 
MAPPING DATA FLOW
INTRODUCTION
This document is an information audit. It was prepared by me as I have an in-depth knowledge of my working practices. 
The aim is to identify the data that we process and how it flows into, through and out of the business. The purpose of the audit is to identify risks.
SUMMARY 
Data is dealt with in four stages: collection, storage, processing and transfer. 
· Collection 
Personal private information is obtained from several sources. But most commonly we receive information from Law Firms, their clients, the police and our own Police Station Reps. Less commonly we receive data from Barristers, experts, the CPS and the courts
· Storage
Data is stored electronically and on paper. We do not retain data. Data is forwarded to the instructing firm. We do not keep any data relating to defendants on paper or electronically. We only have some invoices. These are held in our office. 
Limited amounts of data are also held briefly on our mobile phones. It is also briefly stored and transferred by telephone, sms text messaging and electronically by email. 
· Data Processing
We write notes. We do not store the notes. The firms are given the notes by post and email. 
We do not process data in any real sense. However, GDPR states that processing includes storage and collection of data. We do not mine the data or use it for marketing. We do not track individuals it or use it for profiling. 
We doubt the firms process that data in any meaningful way other than to give legal advice. 
· Transfer
Data is transferred to us by email. It is also transferred by telephone, sms text messaging and electronically via a mobile phone app. 
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