	DATA PROCESSING SYSTEM REGISTRATION FORM 

	☐	Updating of DPS (Please use the BLUE font color for the items that have been updated in the DPS) 
	☐	New DPS 

	Unit: 
	
	Cluster:
	

	Office:
	
	Landline No.: 
	

	Email Address: 
	
	Office website: 
	

	Office Head: 
	
	Email address: 
	

	Instructions: Please read APPENDIX 1 (Answer Guide) carefully before answering the fields below. 

	Name of DPS: 1 
	
	Processing as: 2 
	☐	Personal Information Controller 2.a
	☐	Service Provider / Personal Information Processor 2.b  

	Type of DPS: 3
	☐	Manual 3.a 
	☐	Electronic 3.b
	☐	Both 3.c

	Is the system, or part of it, outsourced / subcontracted? 4

	☐	Yes 4.a 
	Name of SP/ PIP(if more than 1, identify at least 1 and then append “and others”): 4.a.1
	

	
	
	
	Contact No.: 4.a.2
	
	Email Add: 4.a.3
	

	
	☐	No 4.b
	

	Personal data processed 5 :
	☐ Personal Information 5.a
	List of Personal Information: 5.a.1. 

	
	
	

	
	☐ Sensitive Personal Information 5.b
	 List of Sensitive Personal Information: 5.b.1.

	
	
	

	
	When is data Collected? 5.c
	Retention Period 5.d
	Disposal procedure 5.e

	
	
	
	

	Purpose/s of processing: 6
	· 







	Basis for processing: 7
(Refer to APPENDIX 2 and indicate the applicable legal basis for processing personal data) 
	Personal Information 7.a
	

	
	Sensitive Personal Information 7.b
	

	Description of the category of the Data Subjects 8
(click all that apply)
	☐	Students 
	☐	Student applicants 
	☐	Parents/ guardians

	
	☐	Employees 
	☐	Job applicants 
	☐	Relatives 

	
	☐	Alumni
	☐	Patients 
	☐	Event participants 

	
	☐	Benefactors/ Donors 
	☐	Visitors/ Guests 
	☐	Clients 

	
	☐	Suppliers 
	☐	Others: 
	 (Specify)

	Is the data shared with other PIC/s? 9
	☐	Yes 9.a

	
	
	Name of organization: 9.a.1 (if more than 1, identify at least 1 and then append “and others”)
	

	
	
	with DSA? 9.a.2
	☐	Yes 9.a.2.1
	☐	No 9.a.2.2

	
	☐	No 9.b

	Will the personal data be transferred outside the Philippines? 10
	☐	Yes 10.1
	☐	No 10.2

	Description of Security Measures 11 (refer to APPENDIX 1 for the list of examples and indicate the applicable security measures)  

	
	Organizational: 11.1
	

	
	Physical: 11.2
	

	
	Technical: 11.3
	

	Does the system involve the use of an online (i.e., mobile or web-based) application?  12
	☐	Online mobile application 12.1
	☐	Web-based application 12.2
	☐	Both 12.3
	☐	No 12.4

	Is the system external- and/or internal-facing? 13
	☐	External 13.1 (proceed to question 14)
	☐	Internal 13.2 (proceed to question 15)
	☐	Both 13.3 (proceed to question 14)

	
	Is it accessible to the public? 14
	☐	Yes 14.1
	☐	No 14.2





	Do you use the system to make decisions regarding the data subjects? 15
	☐	Yes 15.1 (proceed to question 16)
	☐	No 15.2 (proceed to question 20)

	
	Indicate the possible decisions made regarding the data subjects? 16
	

	
	Indicate the factors/criteria used: 17
	

	
	Is the decision making process automated? 18
	☐	Yes 18.1
	☐	No 18.2

	
	What is the lawful basis for processing personal data? 19 (Refer to APPENDIX 2 and indicate the applicable legal basis for processing personal data)
	

	
	If consent is the basis, indicate proof of consent 20 (attach a PDF file of the form, if applicable) 

	 Do you use the system to profile the data subjects? 21
	☐	Yes 21.1 (answer the following questions)
	☐	No 21.2

	
	Indicate the possible decisions made regarding the data subjects? 22
	

	
	Indicate the factors/criteria used: 23
	

	
	Is the profiling automated? 24
	☐	Yes 24.1  
	☐	No 24.2

	
	What is the lawful basis for processing personal data? 25
(Refer to APPENDIX 2 and indicate the applicable legal basis for processing personal data)
	

	
	If consent is the basis, indicate proof of consent 26 (attach a PDF file of the form, if applicable) 

	

	
	Submitted by: 
	
	Approved by: 

	
	
	
	

	
	<Name>
<position> 
<office> 
<Local number>
<email add> 
	
	<Name>
<position>
<office>
<Local number>
<email add>

	
	Date submitted : 
	
	
	Date approved: 
	






1

