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1 HH Purpose
S IAAIE K B HE I R WL B % P M B R 3 R R, ML S

£ B M. To propose requirements for the confidentiality management
of information about the institution and clients in the certification
and management processes, 1in order to avoid the disclosure of

information about the institution and clients.
2.0 Va[: Scope

WEH T AE R EHESEEEBRRZEE ., These regulations apply to the
confidentiality management of information in the certification and

management processes.
3.0HBR%: Responsibilities
3.1 47BN S0 50 3% %5 55 I S IR A M BESR . The Administrative

and Human Resources Department 1is responsible for determining

confidential information and the requirements for confidentiality.

2 M RERA AN RTEEEIREE I . The Market Development
Department is responsible for the confidentiality management of client

information.

I H AR A ERNAEEEH . The Technical Department is

responsible for the confidentiality management of files.

3.3 HHEE N T H ZIE IR ZE S H ., The Audit Department is

responsible for the confidentiality management of audit activities. o

4 TAEEXR Work Requirements
4.1 ATENFEI A TTA T KPS SR E BRI R E S B E .
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The Administrative and Human Resources Department is responsible for
proposing the confidentiality requirements of company and customer
information and determining the confidential information.

4.2 FERTTARIEAT BN F B0 5E PR %5 B BRI E B IR B . ALl
departments should manage information confidentiality according to the
confidential information and requirements determined by  the
Administrative and Human Resources Department.

4.3 BRPEEMMH%EE M, Confidential Management of Customer
Information

ZPE B RZEE N ML FIEIEHITEH: The confidential management
of customer information should be carried out through the following

channels:

1) BPERIEEFRSZE, Customer contracts and customer files

2) HIZ IR {5 8. Customer information obtained during the

audit process

3)HERIR. Audit files

4.3.1 BPERI AL EH, Management of Customer Contracts and
Customer Files

wPEFR R PRGN AT E R, &R R SR T A
fiffF RIS, Il B NBTE R, mTE RS L E IR T, /R ERP
KA EFAEEER, BT BAFRRE &R IEMRE R, JfEgey
A, WA RN IS

Customer contracts and customer files are managed by the Market
Development Department. The original contracts and files are stored in
file cabinets by the Market Development Department and managed by

designated personnel. Due to the needs of contract review and customer
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management, the information entered into the ERP system about contracts
and files is set up for access permissions by the Administrative and
Human Resources Department according to usage requirements, and the
system 1is regularly maintained to prevent unauthorized access or
attacks.

B AR BRG] WA TR R, RS T R
ST, RERTABRAENR. EHl% P EEK. For the borrowing
or copying of customer contracts and files, requests from the need
department must be made and approved by the Market Development
Department before proceeding; wunauthorized access or copying of
customer information is not allowed.

4.3.2 HZEERINE T E 8% . Management of Customer Information
Obtained During the Audit Process

B RZ BB AZ O B SR 2 5 BT B B, B3%: The Audit Department
manages customer information obtained during the audit process, which
includes:

D #H AR 2 P AR, mE SRR, LERAESE . Customer
information obtained before the audit, such as customer system
documents, process flows, etc.

2) HRZ A AR A A B SR, R R, R TR, PR B
B, AR RS, Customer information accessed by auditors during the
audit process, such as customer data, supplier data, R&D data,
production technology, etc.

) T EREHEFER, mE KA. Customer information

retained after the audit, such as customer contact information, etc.
4) AL AL B AT MR AL G O] TR M, AR AL R A
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PR RE AR ST H A% G, Gl ORI L R SRR R AR T i P E B
RRREE . BRH T VORI s M5 S0 IEE 0 Z 5T RSN, A DR B A 25
JIREL R R R E R P RR, N T R

Before the audit begins, the Audit Department should ensure that
auditors have signed a confidentiality agreement and adhere to the
auditor’s code of conduct, ensuring confidentiality of customer
information involved 1in the audit process through confidential
statements and commitments. Apart from necessary records for
certification and subsequent decision—making, no other customer data
should be retained. Any customer data taken during the audit process
must be with the customer’ s permission.

5) B A% B E IR B A% AT VG AT R A, B OR A% AR SEAT N UEN . The
Audit Department regularly checks the behavior of auditors to ensure

they comply with the code of conduct.
4.3.3 HIZFYZEEH Management of Audit Files

P REH W EREN ORI ZIEHFEF) For file management, refer

to the “Documentation and Record Control Procedure.”

4.4 MLH(E B B 1R % & ¥ Confidential Management of Institutional

Information

ITBNF RN 58 S R A5 DI S B AL ST DR 3L, IR X 25 KA A

ST ARNEEHT IR A . WIEGFRAEEE Rz srE ®#, FaEk
HAZE A I SR B R DT B, O3 TR 58 A o w] A B SR AT O &R

it
BT E B ORI AT RAR 5 SO RS S R R, BE BB B, &
VA R EHIBER, JEA TS R A E BRI AR R AR B0 R &
I,

paids

The Administrative and Human Resources Department should sign a
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confidentiality agreement with relevant positions involving

confidential information and regularly check the behavior of staff at
each position. Certification contracts and customer information are
managed by the Market Development Department, audit files and related
records from the audit process are managed by the Technical Department,
and employee files and other administrative documents are managed by
the Administrative and Human Resources Department. The document control
department should determine access, modification, loan, and copy
permissions based on the confidentiality requirements of documents and
records. Unclassified documents may not be viewed, modified, loaned, or
copied without permission from the management department.

PR SRR AT, ArAEEE s, DARNRE RN, JEHEK
NEAREEREE L PORIP T EHUR MM R Id . W41 N5 G E K
2 AT BRI SR 7028 . B U & e AN S it AR IT
RIS, BANRE, MR AN RAGAEE . Electronic records
are stored by various departments, with regular backups by the company,
and personal computers are password-protected, so only authorized
personnel can view the record information; paper records are stored in
file cabinets by various departments and kept by designated personnel,
and only authorized personnel can view them.

FErboe N RERIE TR QNS LSS b IS A7 A 1 3 B0 A MR
LR A, B IRME B AT SR AL T BRI A EER T HIRAS

ERP RGUE B AT F A D0 vy in) . & A N GERR BT R E R, DL
TR C N BRI CEI1E: ERP system information is managed by
the Administrative and Human Resources Department for setting access,

inquiry, and download permissions.
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