Serial No.:        　　　　　　　　　　　　　　　　　　　　　　　　                      　Level: General

CHAOYANG UNIVERSITY OF TECHNOLOGY
Office of Poding Memorial Library and Information Services

The form for the demand of the system of Administration Information of School Affairs
                                                                      

Date of the form filled:
	The unit of the applicant:
	The supervisor of the unit: (approval stamp)
	The Chief supervisor of the Office: (approval stamp)

	The Applicant: (approval stamp)
	TEL No.:
	e-mail:


	

	The status of the application :
   □New system  □Current system (Name of the system:_________)  □Assist (Please inform the main administrative unit which is responsible for first)

	The details of description:


	Related Units (If above request is involved of some other administration units, please negotiate with them in advance and attach the meeting note)

	The operational procedure  of Oiffce of Poding Memorial Library and Information Services
(Fill the form up by the Oiffce of Poding Memorial Library and Information Services)

	Recipient (Approval and the opinion issued by the Oiffce of Poding Memorial Library and Information Services)

	Responsible person:
	Director:
	Chief:

	Case close (verification to the system and security testing)           □Code Review □Security Testing Tools □Other

	Responsible person:
	Director:
	Chief:


Remark:  The purpose for the software team properly manage and conduct the demands from the system of administration Information of School Affairs, all the information collected including  personal information of the name, phone number, emails, etc(For identifying the individual (C001)), will be used for the communication to conduct the system of school affair during the applied time period,  the application demand can not be accomplished if the incomplete information is provided.  If the Party intend to change the information or to exercise the right in the article 3 of Personal Information Protection Act, the Party may request for a review, duplications, supplement, correct,  discontinue collection, processing or use of personal, information, delete the personal information.  Please contact the software team in the Office of Poding Memorial Library and Information Services (phone 04-23323000 ext. 3188)
The description for the processing flow:

The unit with the demand submit the application > to inform the related units > the Office of Poding Memorial Library and Information Services receives the application and to review and approve > pass or fail the approval > reply to the applicant and the related units.                                                                                          ISMS-4-010-3

