	國立中山大學教職員離職手續單
National Sun Yat-sen University

Resignation Form for Teaching or Administrative Staff

	姓名
Name
	
	單位

Unit
	
	職稱

Position
	

	出生年月日

Date of Birth
	
	性別

Sex
	
	離職時薪額

Salary upon Resignation
	

	到校日期

On-board Date
	
	離職日期

Date of Resignation
	

	離職原因

Reason of Resignation
	

	有無本校辦理公教人員購屋貸款

Did the applicant apply for any house loan for government employees and teachers?
	
	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:

	服務單位

Unit
	經辦業務交待 Business Hand-over
	單位主管 Department Head

	圖資大樓
Library and Information Building
	圖資處Office of Library and Information Services
	資訊應用組 (3F)：
Division of Information Application (3F)
E-mail帳號 

E-mail Account
	閱覽組(3F) ：
Reader Services Division (3F) 
借書證 

Library Card

	處長 Director

	行政大樓
Administrative Building
	會計室

(3F)
Accounting Office (3F)
	款項 Payment
	會計主任 Chief of Accounting Office

	
	總
務
處
Office of General Affairs
	車管會 (管院1F)
Vehicle Management Commission (1F, College of Management)
	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 and File Division (4F)
	總務長
Director of General Affairs

	
	學務處

(5F)
Office of Student Affairs (5F)
	體育與衛生保健組（活動中心1F)
PE & Health Division (1F, Activity Center)
	學務長
Director of Student Affairs

	
	研發處

(6F)

Office of Research and Development (6F)
	
	研發長 

Director of Research and Development 

	
	人事室

(7F)
Office of Personnel Services (7F)
	一組：

Division 1
職名章

Official Seal
	二組：

Division 2
服務證

Service Card
	人事主任
Chief of Office of Personnel Services

	附註
Remarks
	1.中途離職人員請至人事室二組領取退撫基金離職退費申請表。
For staff members who resign before retirement, please get an Application Form for Refund of Pension Fund at Division 2 of the Office of Personnel Services.
2.辦妥後請交人事室，換發離職證明。
When the above procedures are completed, please submit this form to the Office of Personnel Services, and the Certificate of Resignation will be provided.



保存年限：三年
To be kept for 3 years.

表單編號：PAOA-3-02-0702
Form No.: PAOA-3-02-0702

