	國立中山大學
National Sun Yat-sen University
	· 國科會補助延攬人員 
Staff Recruited with Subsidies from the National Science Council
· 校務基金進用教學及研究人員
Teachers and Researchers Recruited with the University Funds
	離職手續單
Resignation Form

	姓名
Name
	
	身分證號ID No.
	
	出生日期Date of Birth
	
	性別
Sex
	

	服務單位

Unit
	
	職稱

Position
	

	到校日期

On-board Date
	
	離職日期

Exit Date
	

	離職原因

Reason of Resignation
	

	是否離境：                  □是   □否

Will the applicant leave Taiwan?          Yes       No

（外籍人士務必填寫）

 (Required for Foreign Employees)
	有無借住本校宿舍：  
Does the applicant live at the school dorm? 

□有，住　　棟；  □無

  Yes (Number of Units:____)   No

	請至下列單位辦理離職手續：
Please complete the resignation procedures by checking out at the following units:

	1. 服務單位Unit

	經辦業務交代

Business Hand-over
	
	單位主管

Department Head
	

	2. 圖資大樓Library and Information Building

	圖資處

Office of Library and Information Services
	資訊組(3F)
Information 

Division (3F)
	閱覽組出納台(3F)
Circulation Desk, Reader Services Division (3F)
	

	3. 社管學院 College of Social Science & Management

	總務處車管會

Vehicle Management Commission, Office of General Affairs
	

	4. 行政大樓 Administrative Building

	總務處

Office of General Affairs
	事務組(3F)
General Affairs Division (3F)
	
	出納組(3F)
Payroll and Cashier Division (3F)
	
	保管組(4F)
Facilities Management Division (4F)
	

	
	文書組(4F)
Document & File Division (4F)
	
	總務長

Director of General Affairs
	

	會計室(3F)
Accounting Office (3F)
	款項

Payment
	
	會計主任

Chief of Accounting Office
	

	學研處(6F)
Office of Research and Development (6F)
	
	
	學研長

Director of Research and Development
	

	人事室(7F)
Office of Personnel Services (7F)
	一組Division 1
	
	識別證

Identification Card
	
	二組Division 2
	
	人事主任

Chief of Office of Personnel Services
	

	附註
Remarks
	辦妥手續後請交人事室，如有需要得開立服務證明。
Please submit this form to the Office of Personnel Services when the above procedures are completed. A Certificate of Service will be issued upon request.


