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ANNEX “B”

FOI RECEIVING OFFICERS OF DEPARTMENT OF SCIENCE AND
TECHNOLOGY (DOST) AND ATTACHED AGENCIES

Name of Agency

Location of FOI
Receiving Office

Contact Details

Assigned FOI
Receiving Officer

Industrial Technology
Development Institute
(ITD1)

Office of the Chief
Technological Services
Division (TSD),
Metrology - ITDI
Building, DOST cpd.,
Gen. Santos Ave.,
Bicutan, Taguig City
1631 Philippines

Tel. 837 2017 Local
2265, 2184

Request Receiving
Officer:

Albert M. Pallaya
Alternate:

Anthony C. Bauzon










ANNEX “C”

LIST OF EXCEPTIONS

ITDI
(Please refer to DOST Administrative Order No. 003, Series of 2015
Subject: Adoption of the Department of Science and Technology Data Sharing
Policy, page 2, Item 4 on Exemptions and to Republic Act 10173 - Data Privacy Act
of 2012)

DOST Data Sharing Policy
4. EXEMPTIONS

4.1 This data sharing policy does not include [a) intellectual properties such
as trade secrets, commercial information and proprietary information until it
was made public, published, or protected under law; (b) personnel, medical
and other similar information that when disclosed constitutes unwarranted
invasion of personal privacy; c) names of commercial establishments and
entities whose collaborations in DOST-funded programs and projects
warrants a protection of their rights to anonymity; and d) results of testing and
analytical services provided by DOST agencies to clients.

4.2 This policy shall allow DOST-GIA grantees and DOST Agencies to
restrict the release of proprietary data, maintain confidentiality of proprietary
information, including research results for a reasonable time and manner,
secure and retain legal rights to Intellectual property generated from public
funds and to provide incentives for the dissemination and commercialization
of research results that enhance its usefulness and accessibility.

4.3 This policy shall allow DOST-GIA grantees and DOST Agencies to
restrict the release of personal information and identities of commercial
entities for the protection of privacy from DOST-funded programs and
projects.

4.4 This policy shall allow DOST-GIA grantees and DOST Agencies to
restrict the release of results of testing and analytical services provided to
clients.

4.5 This policy shall allow DOST-GIA grantees and DOST Agencies to
restrict the release of hazard-related real-time and historical data from
DOST-funded programs and projects that has bearing on national security.

Republic Act 10173 - Data Privacy Act of 2012

- An Act Protecting Individual Personal Information in Information and
Communications Systems in the Government and in the Private Sector

- Gave parameters on when and on what premise can data processing of
Personal Information be allowed. Its basic premise is when a data subject
has given direct consent



ANNEX D - ITDI DOCUMENTS INVENTORY

date_released

frequency_

agency_abbrv| agency_name title description file_format | online_publication | location_or_url | disclosure | original_data_owner | data_maintainer
(or coverage) | of update
ITDI Industrial Training Programs | List of yearly training programs of ITDI Softcopy ITDI Website L Public ITDI TSD Yearly Monthly /
www.itdi.dost.g
Technology and Quarterly /
Development Hardcopy o.v.ph and TSD Yearly
Institute File
ITDI Industrial List of Conducted [Summary of conducted activities, which may Softcopy None TSD Files and Limited ITDI TSD / PMISD Monthly / Monthly /
Technology Training include client details and requested and PMISD Quarterly / Quarterly /
Development information/ technology; including action taken| Hardcopy Accomplishment Yearly Yearly
Institute by ITDI Renart File
ITDI Industrial ITDI Technical |List of available Technical Services provide by| Softcopy ITDI Website L Public ITDI TSD/STD/ Yearly Monthly /
) www.itdi.dost.g
Technology Services ITDI and NMD Quarterly /
Development Hardcopy o.v.ph and TSD Yearly
Institute File
ITDI Industrial Provided List of technical services provided by ITDI Softcopy None TSD, NMD, STD | Limited ITDI TSD/STD/ Monthly / Monthly /
Technology |Technical Services and and PMISD NMD /PMISD  |Quarterly / Quarterly /
Development Hardcopy Accomplishment Yearly Yearly
Institute Renart File
ITDI Industrial Technology List ITDI technology adopters Softcopy None TSD and PMISD | Limited ITDI TSD / PMISD Monthly / Monthly /
Technology Adopters and Accomplishment Quarterly / Quarterly /
Development Hardcopy Report File Yearly Yearly
Institute
ITDI Industrial ITDI Clients List of ITDI clients including walk-in and phone| Softcopy None TSD, NMD, STD | Limited ITDI TSD/STD/ Monthly / Monthly /
Technology and email inquiry and and PMISD NMD / PMISD  [Quarterly / Quarterly /
Development Hardcopy Accomplishment Yearly Yearly
Institute Renart File
ITDI Industrial Budget ITDI Financial Report like SAOB and financial | Softcopy ITDI Website . Public ITDI FAD Monthly / Monthly /
o www.itdi.dost.g
Technology Accountability |performance and Quarterly / Quarterly /
Development Reports Hardcopy O_V'ph and FAD Yearly Yearly
Institute File
ITDI Industrial Budget Proposal [BP Forms A to 400-A Softcopy None FAD File Limited ITDI FAD Yearly Yearly
Technology and
Development Hardcopy
Institute
ITDI Industrial Payroll ITDI Employee’s payroll both contractual and Softcopy None FAD File Exception ITDI FAD Monthly Monthly
Technology regular and
Development Hardcopy
Institute
ITDI Industrial Capsule Proposal |Project Proposal Softcopy None Project Leader, | Exception ITDI Project Leader / [Monthly Monthly /
Technology and PMISD and TRC PMISD Quarterly /
Development Hardcopy Yearly
Institute
ITDI Industrial Detailed Project |Detailed Project Proposal Softcopy None Project Leader, | Exception ITDI Project Leader / [Monthly Monthly /
Technology Proposal and PMISD and TRC PMISD Quarterly /
Development Hardcopy Yearly
Institute
ITDI Industrial Research Research Agreement with customer Hardcopy None Customer, TSD | Limited ITDI PMISD and TSD [Monthly Monthly /
Technology Agreement and PMISD Quarterly /
Development Yearly
Institute
ITDI Industrial Project Progress |Progress Report of Projects Softcopy None Project Leader | Exception ITDI Project Leader / [Monthly / Monthly /
Technology  |Report and and PMISD PMISD Quarterly / Quarterly /
Development Hardcopy Yearly Yearly
Institute
ITDI Industrial Terminal Report |Project Terminal Report Softcopy None Project Leader | Exception ITDI Project Leader / |Yearly Yearly
Technology and and PMISD PMISD
Development Hardcopy

Institute




ANNEX D - ITDI DOCUMENTS INVENTORY

ITDI Industrial Summary of Summary of Project Monitoring Report Softcopy None PMISD Limited ITDI PMISD Quarterly Quarterly /
Technology [Observation and Yearly
Development Hardcopy
Institute
ITDI Industrial Summary of Summary of ITDI Accomplishments Softcopy None PMISD Limited ITDI PMISD Quarterly Quarterly /
Technology  [Accomplishment and Yearly
Development Hardcopy
Institute
ITDI Industrial Commercialized |List of ITDI technology for commercialization Softcopy ITDI Website L Public ITDI TSD Monthly / Monthly /
www.itdi.dost.g
Technology |Technology and Quarterly / Quarterly /
Development Hardcopy ov.ph and TSD Yearly Yearly
Institute File
ITDI Industrial Training Record  |Training Schedule and Participants Profile Softcopy None TSD File Limited ITDI TSD Monthly / Monthly /
Technology |Master List and Quarterly / Quarterly /
Development Hardcopy Yearly Yearly
Institute
ITDI Industrial Research Output |Patent, IP/IPR, Publication, Report, Maps, Design Softcopy None Project Leader | Exception ITDI Project Leader / [Monthly / Monthly /
Technology and Fabrication, Process, Tool Kit, Chemical and and TSD File TSD Quarterly / Quarterly /
Development Formulation, Software, Demonstration, Prototype | Hardcopy Yearly Yearly
Institute
ITDI Industrial Research Data Experiment Data Logbook Softcopy None Project Leader | Exception ITDI Project Leader |[Based on Based on
Technology and and Researcher and Researcher |Research Research
Development Hardcopy Activity Activity
Institute
ITDI Industrial Scientific Papers |Scientific Papers Softcopy None Researcher Limited ITDI Researcher / Based on Based on
Technology and TSD Research Research
Development Hardcopy Activity Activity
Institute
ITDI Industrial Techno Package |Material Balance, Return of Investment, Flow Softcopy None TSD File Limited ITDI TSD Monthly / Monthly /
Technology Chart and Quarterly / Quarterly /
Development Hardcopy Yearly Yearly
Institute
ITDI Industrial ITDI Kit Brochure, flyers, annual Report, ITDI Primer, AVP, | Softcopy ITDI Website . Public ITDI TSD Monthly / Monthly /
Technology Press Release, Flash Report and www.itdi.dost.g Quarterly / Quarterly /
Development Hardcopy ov.ph and TSD Yearly Yearly
Institute File
ITDI Industrial PDS Employee's Personal Data Sheet Hardcopy None HR - FAD Limited ITDI HR Yearly Yearly
Technology
Development
Institute
ITDI Industrial 201 Files Records of all ITDI Employees Hardcopy None HR - FAD Limited ITDI HR Based on Based on
Technology employee's employee's
Development update update
Institute
ITDI Industrial Service Record Employee's Service Records Softcopy None HR - FAD Limited ITDI HR Based on Based on
Technology and employee's employee's
Development Hardcopy update update
Institute
ITDI Industrial Customer Profile |ITDI Customer Information Softcopy None NMD, TSD, STD | Exception ITDI NMD, TSD, STD [Monthly / Monthly /
Technology and Quarterly / Quarterly /
Development Hardcopy Yearly Yearly
Institute
ITDI Industrial ITDI Inventory List of ITDI asset including equipment, supplies Softcopy None FAD File Limited ITDI FAD Based on Based on
Technology and facilities and acquisition acquisition
Development Hardcopy update update

Institute




ANNEX D - ITDI DOCUMENTS INVENTORY

ITDI Industrial Raw Data Any single and dependent component of Softcopy None Staff / divisional [Exception [ITDI FAD Meeting proper |Based on
Technology information and unprocessed data that might lead [and secretariat date of
Development to conclusive information such as audio and video |Hardcopy custody meeting
Institute recording, individual notes during the meeting,
rating sheet etc
ITDI Industrial Committee Sensitive committee Report that has legal and Softcopy None Committee Exception [ITDI Committee Committee Based on
Technology |Report social governance such as Preliminary and Document Document meetings schedule
Development Investigation Report, complains, etc... Hardcopy Custodian, FAD Custodian, FAD and
Institute necessity of

the meeting




Republic of the Philippines
Department of Science and Technology
INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE

DOST Cpd., General Santos Ave., Bicutan, Taguig City
Tel. Nos. : 837-2071 to 82 (DOST Trunklines) Telefax No.: 837-3167

http://www.itdi.dost.gov.ph

FOI REQUEST FORM (Customer Copy)

Date: Request Reference No.:
Name: Contact No.:
Address:

ID Presented: ID No.:

Document Requested:

Purpose:
Received by:

FOI Receiving Officer

FOI REQUEST FORM (ITDI Copy)

Date: Request Reference No.:
Name: Contact No.:
Address:
ID Presented: ID No.:

Document Requested:

Purpose:

For FOI Receiving Officer Only

Type of Document:

Mode of Request:

Request Forwarded to:

Remarks:

Received by:

FOI Receiving Officer


http://www.itdi.dost.gov.ph/

ANNEX F — ITDI REQUEST FOR PUBLIC DOCUMENT INTERNAL PROCESS FLOW

PROCESS DOER

l Start l

\ 4

Fill up and Submit Customer
Request Form
A 4
Receive and Review Request FOI Receiving Officer
(FOI RO)
X Inform Requesting

\\I Party with
Approved? explanation of FOI Receiving Officer

declining the (FOI'RO)
request

v

Soft Copy Get soft copy from FOI Receiving Officer

file server (FOI RO)
Hard Copy
Forward Request Form to FOI Receiving Officer
designated information (FOI RO)
guardian/keeper
v
Forward document Data Protection Officer of
to FOIRO each Information Category
A\ 4
Release Requested FOI Receiving Officer
Document to <

(FOI RO)
customer

y 3

End





