CYCU Personnel Data Application Form
	Name of Applicant
	
	Unit
	
	Position
	

	Items to Apply

(please check)
	□On-line Personnel Communication Directory Download System (Access opened by HR)

	
	1.Access to Download：(check one only, please check (in □)

· All of Communication Data on Campus

□ Communication Data in the First- Level Unit

□ Communication Data in the Unit
	2.Set up Duration to Use Download Access：

· Routine Business Needs, Will not Set up Duration to Use.

· Specific Time：

From    Yr  M  D To    Yr  M  D

	
	□Special Personnel Data Application (Data Provided by HR)

	
	1.Column Name：(may check more than one, please check (in□)

□Faculty  □Adjunct  □Staff & Workers

□Name      □Unit      □Position
□DOB    □Sex      □Household Address

□Mailing Address  □Home Phone    □Date of Report
□Date of current Position    □Experience      □Highest Education

□Others：                        
	2.Demand Time for Special Personnel Data：

Before     Yr     M     D

(please reserve at least 3 business days for the handler, if needed urgently or more complicated, please contact HR in advance)

	
	· To Develop University Affairs or Information System (Inform HR Office)

	
	1.Column Name：(may check more than one, please check (in□)

□Faculty  □Adjunct  □Staff & Workers
□Name      □Unit      □Position
□DOB    □Sex      □Household Address 

□Mailing Address  □Home Phone    □Date of Report
□Date of Current Position    □Experience      □Highest Education
□Others：                        
	2.Demand Time to Retrieve Data：

Before     Yr     M     D

3.System Maintainer：                

Contact Extension：                  

	Use of the application
	(please fill in use of the application so as to assure that the data will be used in official matters)

	Signed by Supervisor   
	
	Personnel Office

(Provide Data)
	
	Signed by HR Director
	


1. According to the provisions of Article 5 of the Personal Data Protection Act, the collection, processing, and use of personal data shall respect the rights and interests of persons concerned and be carried out in a good faith and credit manner, shall not exceed the necessary scope of specific purposes, and shall further have justifiable and reasonable relations with the collection purposes.
2. Named by the applicant and signed by the supervisor of the applying unit shall be considered the willingness to abide by the relevant provisions of the Personal Data Protection Act, keep business confidentiality, and respect and protect the rights and interests of the parties and relevant persons.

3. The data will be limited to the use of internal official matters of the university, and provide it to the off-campus personnel or others for the use of non-official matters will be strictly prohibited. Use of official matters by the off-campus personnel may apply only after representing an official letter.

