國立中山大學延攬三個月以上國外傑出研究人員或教學人員報到手續單
National Sun Yat-sen University

Registration Procedures Form for Outstanding Overseas Researchers or Teachers Recruited for a Service Period of more than 3 Months
· 重要說明：
1. 報到手續請於報到後一週內完成，各單位均已核章後，再繳交至人事室。

2. 來校期間3個月以上者，需辦理報到手續單，未滿3個月者，無庸辦理報到，惟須至總務處事務組辦理勞保強制加保事宜。

3. 短期國外傑出研究人員或教學人員之教學獎助費或研究獎助費，請由聘任系（所、組），至出納組網頁「共用表單」下載「印領清冊」填寫後，依據學校相關行政程序辦理請款事宜。

4. 短期國外傑出研究人員或教學人員之納稅義務，請參考「各類所得扣繳率標準」規定，請至出納組網頁下載參考：http://140.117.148.57/general_affairs/index.htm。

· Important Information:

1. Please complete the registration procedures within one week after reporting for duty. When this from is stamped by all the units, please submit it to the Office of Personnel Services.

2. Please fill in this Registration Procedures Form if you will work at NSYSU for more than 3 months. If the duration of employment is less than 3 months, the registration procedures are not required, but please apply for the Labor’s Compulsory Insurance at General Affairs Division of the Office of General Affairs.
3. The teaching or research scholarship for outstanding short-term overseas researchers and teachers should be applied for by the Department, Institute or Division in charge, according to the school’s related administrative procedures. The “Printing List for Grant” should be downloaded from the “Shared Forms” link at the webpage of the Payroll and Cashier Division and completed by the unit in charge.
4. Regarding the tax obligation of an outstanding short-term overseas researcher or teacher, please refer to the regulations of “Standards of Withholding Rates for Various Incomes”, which is downloadable at the webpage of the Payroll and Cashier Division: http://140.117.148.57/general_affairs/index.htm.
	姓名
Name
	
	服務
單位
Unit
	
	延攬類別
Recruiting Category 
	· 短期教學人員Short-term Teacher
· 短期研究人員Short-term Researcher

	
	
	
	
	職稱

Position
	

	身分證或

居留證號

ID or ARC No.
	
	來校

期間

Duration of Employment
	年   月   日至

年   月   日止

合計    月    天

From __________(mm/dd/yy) 

to __________(mm/dd/yy), 

__ month(s) and __ days in total.
	
	

	
	
	
	
	到職日期（請計畫主持人填註並簽章）
On-board Date 

(To be completed by the project director, with signature and seal affixed)
	

	
	選  辦  事  項（共5項；得視需要自行選擇是否辦理）

Optional Items (5 items in total; please apply if necessary.)

	項目
Item
	1.申請E-mail帳號
（請填寫E-mail帳號申請表）

Application for an E-mail Account (Please fill in the E-mail Account Application Form.)
	2.申請圖書館借書（請繳交借書證申請表）

Application for the Library Card (Please submit the Library Card Application Form.)
	3.申請汽機車通行證（請攜帶駕照、行照、費用：汽車四百元、機車二百元）

Application for Vehicle Pass (Please bring the driving license and vehicle license. Charges: NT$400 for automobile, and NT$200 for motorcycle.)
	4.申請宿舍

（請繳交宿舍借用申請書）

Application for Dormitory Room (Please submit the Dormitory Application Form ) 
	5. 申請服務證（請繳交最近3個月內2吋脫帽彩色照片1張）

Application of Service Card (Please submit a 2-inch color photo, hatless, taken within the last 3 months.)

	地點

Location
	圖書與資訊處

資訊應用組
（圖資大樓3Ｆ）

Information Application Division, Office of Library and Information Services (3F, Library and Information Building)
	圖書與資訊處

閱覽典藏組

（圖資大樓3Ｆ）

Circulation & Collection Division, Office of Library and Information Services (3F, Library and Information Building)
	車管小組

（管理學院1Ｆ）

Division of Vehicle Management (1F, College of Management)
	總務處保管組

（行政大樓4Ｆ）

Facilities Management Division, Office of General Affairs (4F, Administrative Building)
	人事室

（行政大樓7Ｆ）

Office of Personnel Services (7F, Administrative Building)

	承辦單位
核章
Unit in Charge (Seal Affixed)
	
	
	
	
	

	應  辦  事  項（共2項；新進人員必須辦理）
Mandatory Items (2 items in total; both should be applied for by all new employees.)

	項目

Item
	繳交加入勞保申請表

Please submit the Application Form for Labor Insurance Enrollment.
	繳交1.個人資料表、2.學歷證明、3.身份（護照）證正反面影本、4.居留證正反面影本5.工作許可函影本、6.入出境許可證影本（本國籍者免）。
Please submit the following documents:

1. Personal Information Form

2. Education Certificates
3. Copy of ID Card or Passport, both sides
4. Copy of Alien Resident Card, both sides

5. Copy of Work Permit
6. Copy of Entry & Exit Permit (Not applicable for native employees)

	地點

Location
	總務處事務組

（行政大樓3Ｆ）

General Affairs Division, Office of General Affairs (3F, Administrative Building)
	人事室
（行政大樓7Ｆ）

Office of Personnel Services (7F, Administrative Building)

	承辦單位
核章
Unit in Charge (Seal Affixed)
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