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and Staff Resignation Formality Form
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Relevant Unit Required Tasks Signature Seal of Undertaking Personnel and Supervisor
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Office X%ﬁggdemlc Are there any teaching aids and equipment loans to be

Registration and
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OffF ce of Student
Affairs
Counseling Center
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Handover advisor tasks (not applicable to staff)
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Terminate advisor status to enable task arrangement for
subsequent class advisor.
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Office of General
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Formalities for handing over the properties in custody.
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Assets and General Affairs Section

@ £ Section Chief
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Formalities for handing over teacher research lab (not
applicable to staff).
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Assets and General Affairs Section
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Is there a car or motorcycle permit? (Permit must be
returned).
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Cancel and return telephone extension.

Procurement, Construction and
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Office of Research
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Are there any unclosed teacher/ research center
industry-academia collaboration projects?
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Are there any unclosed incubation counseling
projects?
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Innovation Headquarters-Innovation
Incubation Center
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Are there any unclosed academic research projects
/R&D communities /academic grant projects?
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Office of Research and Development
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Are there any li r%ry 1oans to be returned (please
brlng employee ID card)‘7
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Are there any outstanding overdue fines

W 3 481
L1brary Circulation Desk

i £ Section Chief
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Are there any unclosed projects?
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Services
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Cancel employee ID card function.
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B4 7% L s there any prepayment that has not yet been written off?
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Office of the
Chaplain
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Close and save Religious Belief Information Sheet.
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lfs there any equipment loan to be returned?
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Handover of business funds and official matters
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Relevant Unit Required Tasks Signature Seal of Undertaking Personnel and Supervisor
B ‘K% 4 Undertaking Personnel | i & Director
By % 45,319&.[;&*‘%‘»"
. FoH o 324
Office of Physical | Are here any sporting equipments to be returned?
Education
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fF ice of the | Are there any borrowed files and official documents to
Secretanat be returned?
Administrative ’
Affairs Section
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For foreigners, please complete the Termination of
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Return the employee ID card, employee seal,
handover list, and faculty and staff manual (those
who have lost their employee ID card or employee

seal should submit their contract).
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Teachers whose appointment period has not
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Two original copies each of the resignation
application and choice form (applicable only to

official faculty and staff)

Contract Agreement.

[4s#P  Certificate of
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others to collect:
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Pick up in person at the
Office of Human Resources
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Health Insurance Transfer)
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(3 4 F ALEs
Pick up in person at the
Office of Human Resources
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The Of ice of Human Resources Development 1s listed as the last unit; employee ID card, employee seal, handover list, and faculty
and staff manual must be submitted. Teachers who are resigning before the expiration of their appointment must change their
appointment letters. Those who are members of the Taiwan Provincial Education Association must also submit an application for
withdrawal or change notification (please download the form from the Office of Human Resources Development website).
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Former employees should follow this list to settle all affairs in each unit and complete the formalities before the effective date of leaving
school; those who fail to complete the formalities for leaving school will be prosecuted in accordance with the law if they fail to return
public funds and property or cause damage to the reputation of the school s property.
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The personal 1nformat1on collected by this form is used for a specific purpose only, and will not be transferred without the consent of
the parties. We will follow the rules for personal information preservation and safety control. For related notifications, please refer to
our website http:/www. cicu edu tw/pims.
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When you sign and submit this form, it means that you are aware of the specific purpose of collecting, processing, and using your
personal information by CJCU
BAFREET o 0 T 06-2785123#1022 5 17 44 - pims@mail.cjcu.edu.tw

06- 2785123#1022 Email: pims@mail.cjcu.edu.tw.
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