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Document Usage Consent Form

I,_________ consent to the company receiving ARC/Photocopy   For the 

Passport/Photocopy       others         following purposes (please check the applicable 

ones), I understand that this is to complete necessary legal procedures and confirm that the 

company will return my identification documents immediately after completing the relevant 

process.

Employee travel

The company needs to collect [___Please check the applicable ones___] for handling 

employees' business trips abroad.

l The company, with the employee's confirmation, will make copies or scans of the relevant 

documents and fill out the necessary information

l The original documents will be returned to the employee immediately after the process is 

completed

Regulatory Requirements for Reporting

l Under government regulations, the company needs to provide the employee's relevant 

identification documents to complete the statutory reporting procedures.

l The company will promptly process the relevant documents after confirming the legal 

requirements to ensure the accuracy of the statutory reporting.

Other necessary application matters

Document Custody and Security

The company will strictly safeguard and securely store copies or scans of employees' 

identification documents. Only authorized personnel will have access to these documents. The 

storage period will be limited to the duration required by regulations, and the documents will be 

promptly destroyed or deleted after this period expires.

Document Return Process

Upon completion of procedures such as issuing a new passport, renewing a passport, or 

obtaining a new Taiwan Compatriot Permit, the company will immediately return the copies or 

scans of the employee's identification documents. The return will be conducted through a secure 

delivery method to ensure the integrity of the documents.

Estimated Completion and Return Date      Year     Month      Day

Date

Signature
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