Toyo International Trading Pte Ltd
Personal Data Policy Document
General
This policy statement provides information on the obligations and policies of Toyo International
Trading Pte Ltd (the "Company" and/or “Toyo International Trading”) equal to any in the world in
respect of the protections they provide to an individual. As such, the Company undertakes to apply,
where practicable, those principles and the processes set out herein to its operations globally.
We at Toyo International Trading take our responsibilities under Singapore’s Personal Data Protection
Act 2012 (the “PDPA”) seriously. We also recognize the importance of the personal data you have
entrusted to us and believe that it is our responsibility to properly manage, protect and process your
personal data.
This Data Protection Policy is designed to assist you in understanding how we collect, use, disclose
and/or process the personal data you have provided to us, as well as to assist you in making an
informed decision before providing us with any of your personal data.
If you, at any time, have any queries on this policy or any other queries in relation to how we may
manage, protect and/or process your personal data, please do not hesitate to contact our Data
Protection Officer (the “DPO”) at:Data Protection Officer
Toyo International Trading Pte Ltd
26 Tai Seng Street
#03-01 J’Forte
Singapore 534057
or by e-mail at: dpo@sukigroup.com.sg
For more information about PDPA generally, please visit the Personal Data Protection Commission’s
website at http://www.pdpc.gov.sg

1.

What is Personal Data?

1.1.

“Personal Data” is defined under the PDPA to mean data, whether true or not, about an
individual who can be identified from that data, or from that data and other information to
which an organisation has or is likely to have access. Common examples of personal data could
include names, identification numbers, contact information, medical records, photographs and
video images.

1.2.

We will collect your personal data in accordance with the PDPA. We will notify you of the
purposes for which your personal data may be collected, used, disclosed and/or processed, as
well as obtain your consent for the collection, use, disclosure and/or processing of your personal
data for the intended purposes, unless an exception under the law permits us to collect and
process your personal data without your consent.

1.3.

Types of Personal Data Collected: For the purpose of carrying on the Company's business,
including registration and administration of the Company's related products and services
(including relevant online services), you may be requested to provide personal data such as, but
not limited to, the following, without which it may not be possible to satisfy your request:

1.4.

1.3.1.

Your name;

1.3.2.

Correspondence address, and/or billing address;

1.3.3.

Payment details, including credit card and banking information;

1.3.4.

Contact details, including contact name and telephone number or email address;
and

1.3.5.

Your image taken at our premises with a web cam (or like equipment) for visual
identification.

In some instances, you may also be requested to provide certain data that may be used to
further improve our products and services and/or better tailor the type of information
presented to you. In most cases, this type of data is optional although, where the requested
service is a personalised service, or provision of a product or dependant on your providing all
requested data, failure to provide the requested data may prevent us from providing the service
to you. This type of data includes, but is not limited to:
1.4.1.

Your age;

1.4.2.

Gender;

1.4.3.

Salary range and employment details;

1.4.4.

Education and Profession;

1.4.5.

Hobbies and leisure activities;

1.4.6.

Other related products and services subscribed to; and

1.4.7.

Family and household demographics.

2.

Purpose for Collection, Use, Disclosure and Processing of
Personal Data

2.1.

The personal data which we collect from you may be collected, used, disclosed and/or
processed for various purposes, depending on the circumstances for which we may/will need
to process your personal data, including:
2.1.1.

Administration of your membership and enquiry;

2.1.2.

Marketing purposes; and

2.1.3.

Any other purposes which we notify you of at the time of obtaining your consent.
(collectively, the “Purposes”)

2.2.

As the purposes for which we may/will collect, use, disclose or process your personal data
depend on the circumstances at hand, such purpose may not appear above. However, we will
notify you of such other purpose at the time of obtaining your consent, unless processing of
your personal data without your consent is permitted by the PDPA or by law.

2.3.

In order to conduct our business operations more smoothly, we may also be disclosing the
personal data you have provided to us to our third party service providers, agents and/or our
affiliates or related corporations, and/or other third parties whether sited in Singapore or
outside of Singapore, for one or more of the above-stated Purposes. Such third party service
providers, agents and/or affiliates or related corporations and/or other third parties would be
processing your personal data either on our behalf or otherwise, for one or more of the abovestated Purposes.

3.

Disclosure to Third Party

3.1.

We respect the confidentiality of the personal data you have provided to us.

3.2.

In that regard, we will not disclose your personal data to third parties without first obtaining
your consent permitting us to do so. However, please note that we may disclose your personal
data to third parties without first obtaining your consent in certain situations, including, without
limitation, the following:
3.2.1.

cases in which the disclosure is required or authorized based on the applicable laws
and/or regulations;

3.2.2.

cases in which the purpose of such disclosure is clearly in your interests, and if
consent cannot be obtained in a timely way;

3.2.3.

cases in which the disclosure is necessary to respond to an emergency that threatens
the life, health or safety of yourself or another individual;

3.2.4.

cases in which the disclosure is necessary for any investigation or proceedings;

3.2.5.

cases in which the personal data is disclosed to any officer of a prescribed law
enforcement agency, upon production of written authorisation signed by the head
or director of that law enforcement agency or a person of a similar rank, certifying
that the personal data is necessary for the purposes of the functions or duties of the
officer;

3.2.6.

cases in which the disclosure is to a public agency and such disclosure is necessary in
the public interest; and/or

3.2.7.

where such disclosure without your consent is permitted by the PDPA or by law.

3.3.

The instances listed above at paragraph [3.2] are not intended to be exhaustive. For more
information on the exceptions, you are encouraged to peruse the Second, Third and Fourth
Schedules of the PDPA which is publicly available at http://statutes.agc.gov.sg.

3.4.

Where we disclose your personal data to third parties with your consent, we will employ our
best efforts to require such third parties to protect your personal data.

4.

Cookies

4.1.

Please note that we use cookies on our website. Cookies are text files that we put on your
computer and they store/record information about your visit to and use of the website. Cookies
can compile information about your browsing habits and can also enhance your browsing
experience. This information may include, but is not limited to, relevant login and
authentication details as well as information relating to your activities and preferences across
our Websites. For more information on cookies, please refer to www.aboutcookies.org. We set
out below more details about the cookies we use. You can of course disable cookies. We use
cookies for the following purposes (collectively the “Purposes”):
4.1.1.

to improve your user experience on this website;

4.1.2.

to remember your preferences;

4.1.3.

to help us understand how this website is performing;

4.1.4.

to monitor traffic to the website;

4.1.5.

to enable this website to function properly.

4.2.

You can control cookies through your web browser settings. This allows you to determine which
cookies to allow and which to refuse. If you disallow the use of cookies on our website, please
note that you may not be able to access the full range of functions that our website offers.

4.3.

Personal data (if any) that we collect from you through cookies may be passed to our third party
service providers, whether located in Singapore or elsewhere, for one or more of the Purposes,
for managing and/or administering our website, or for the purpose of data
hosting/storage/backup.

4.4.

Your use of our website constitutes consent by you to our use of cookies and to the matters set
out herein.

5.

Telephone Calls

5.1

Under certain circumstances, telephone calls made to our order and/or service hotlines and/or
inquiry telephone numbers are recorded for the purposes of quality control, appraisal, as well
as staff management and development. Unless expressly indicated at the time of calling, such
recordings are NOT personal data of the caller and therefore, in respect of the caller, are not
subject to the various provisions of the Ordinance and the caller has no rights and/or claims;

either statutory, contractual or tortuous, over or to such data. At all times, every care is taken
to protect such recordings from inadvertent and/or unauthorized access.

6.

Accuracy of Data

6.1

Where possible, we will validate data provided using generally accepted practices and
guidelines. This includes the use of check sum verification on some numeric fields such as
account numbers or credit card numbers. In some instances, we are able to validate the data
provided against pre-existing data held by the Company. In some cases, the Company is
required to see original documentation before we may use the personal data such as with
Personal Identifiers and/or proof of address.

7.

Direct Marketing

7.1

The Company will honour an individual's request not to use his or her personal data for the
purposes of direct marketing. Any such request should clearly state details of the personal data
in respect of which the request is being made. Specifically, we request that you include the
corresponding Company assigned account numbers which are printed on the Company's
statements/invoices. Please also state clearly the authority under which you are authorized to
make such a request. Unless otherwise instructed as per the above, the Company may use any
of the data collected in the normal course of its business for marketing purposes.

8.

Website and links to third party sites

8.1

Toyo International Trading provides links to web sites outside of the Toyo International
Trading’s site. These linked sites are not under the control of Toyo International Trading, and
Toyo International Trading is not responsible for the conduct of companies linked to the Toyo
International Trading’s website, nor for the performance or otherwise of any content and/or
software contained in such external websites.

9.

Request for Access and Correction

9.1.

You may request to access and/or correct the personal data currently in our possession or
control by submitting a written request to us. We will need enough information from you in
order to ascertain your identity as well as the nature of your request, so as to be able to deal
with your request. Hence, please submit your written request on our online enquiry forms.

9.2.

For a request to access personal data, once we have sufficient information from you to deal
with the request, we will seek to provide you with the relevant personal data within 30 days.
Where we are unable to respond to you within the said 30 days, we will notify you of the soonest
possible time within which we can provide you with the information requested. Note that the
PDPA exempts certain types of personal data from being subject to your access request.

9.3.

For a request to correct personal data, once we have sufficient information from you to deal
with the request, we will:
9.3.1.

correct your personal data within 30 days. Where we are unable to do so within the
said 30 days, we will notify you of the soonest practicable time within which we can
make the correction. Note that the PDPA exempts certain types of personal data from

being subject to your correction request as well as provides for situation(s) when
correction need not be made by us despite your request; and
9.3.2.

subject to paragraph [9.4], we will send the corrected personal data to every other
organisation to which the personal data was disclosed by Toyo International Trading
within a year before the date the correction was made, unless that other organisation
does not need the corrected personal data for any legal or business purpose.

9.4.

Notwithstanding paragraph [9.3.2], we may, if you so consent send the corrected personal data
only to specific organisations to which the personal data was disclosed by us within a year
before the date the correction was made.

9.5.

We will also be charging you a reasonable fee for the handling and processing of your requests
to access your personal data. We will provide you with a written estimate of the fee we will be
charging. Please note that we are not required to respond to or deal with your access request
unless you have agreed to pay the fee.

10. Request to Withdraw
10.1. You may withdraw your consent for the collection, use and/or disclosure of your personal data
in our possession or under our control by submitting your request at the following webpage and
using the online form set out therein. We will process your request [within a reasonable time]
from such a request for withdrawal of consent being made, and will thereafter not collect, use
and/or disclose your personal data in the manner stated in your request. However, your
withdrawal of consent could result in certain legal consequences arising from such withdrawal.
In this regard, depending on the extent of your withdrawal of consent for us to process your
personal data, it may mean that we will not be able to continue with your existing relationship
with us.

11. Administration and Management of Personal Data
11.1. We will take reasonable efforts to ensure that your personal data is accurate and complete, if
your personal data is likely to be used by Toyo International Trading to make a decision that
affects you, or disclosed to another organisation. However, this means that you must also
update us of any changes in your personal data that you had initially provided us with. We will
not be responsible for relying on inaccurate or incomplete personal data arising from you not
updating us of any changes in your personal data that you had initially provided us with.
11.2. We will also put in place reasonable security arrangements to ensure that your personal data is
adequately protected and secured. Appropriate security arrangements will be taken to prevent
any unauthorized access, collection, use, disclosure, copying, modification, leakage, loss,
damage and/or alteration of your personal data. However, we cannot assume responsibility for
any unauthorized use of your personal data by third parties which are wholly attributable to
factors beyond our control.
11.3. We will also put in place measures such that your personal data in our possession or under our
control is destroyed and/or anonymized as soon as it is reasonable to assume that (i) the
purpose for which that personal data was collected is no longer being served by the retention
of such personal data; and (ii) retention is no longer necessary for any other legal or business
purposes.

11.4. Where your personal data is to be transferred out of Singapore, we will comply with the PDPA
in doing so. In this regard, this includes us obtaining your consent unless an exception under
the PDPA or law applies, and taking appropriate steps to ascertain that the foreign recipient
organisation of the personal data is bound by legally enforceable obligations to provide to the
transferred personal data a standard of protection that is at least comparable to the protection
under the Act. This may include us entering into an appropriate contract with the foreign
recipient organisation dealing with the personal data transfer or permitting the personal data
transfer without such a contract if the PDPA or law permits us to.

12. Complaint Process
12.1. If you have any complaint or grievance regarding about how we are handling your personal data
or about how we are complying with the PDPA, we welcome you to contact us with your
complaint or grievance.
12.2. Please contact us with your complaint or grievance at:Toyo International Trading Pte Ltd
26 Tai Seng Street
#03-01 J’Forte
Singapore 534057
Attention: Data Protection Officer
or by e-mail at: dpo@sukigroup.com.sg
12.3. Where it is an email or a letter through which you are submitting a complaint, your indication
at the subject header that it is a PDPA complaint would assist us in attending to your complaint
speedily by passing it on to the relevant staff in our organisation to handle. For example, you
could insert the subject header as “PDPA Complaint”.
12.4. We will certainly strive to deal with any complaint or grievance that you may have speedily and
fairly.

13. Update on DP Policies
13.1. As part of our efforts to ensure that we properly manage, protect and process your personal
data, we will be reviewing our policies, procedures and processes from time to time.
13.2. We reserve the right to amend the terms of this Data Protection Policy at our absolute
discretion. Any amended Data Protection Policy will be posted on our website here.
13.3. You are encouraged to visit the above website from time to time to ensure that you are well
informed of our latest policies in relation to personal data protection.

14. Change Policies
14.

Toyo International Trading reserves the right to alter any of the clauses contained herein in
compliance with local legislation, to meet its global policy requirements, and for any other
purpose deemed necessary by the Company.

