國立臺灣科技大學教職員離職手續單
National Taiwan University of Science and Technology
Faculty and Staff Resignation Form
承辦業務會計代碼(Accounting code of the person in charge):
(如無免填) (Leave blank if not applicable)
填表日期:	年	月	日Form completion date: ____ / ____ / ____ (YYYY/MM/DD)
	服務單位
Service unit
	
	姓名
Name
	
	職	稱
Job title
	

	離職事由Reason for resignation
	□調至他機關或學校Transfer to another agency or school	
□退休Retirement	
□聘(契)約到期Expiration of employment (contract)
□辭職 Resignation	
□其他	Other: ___________
	離職日期(自此日不支薪) 
Date of resignation (no salary will be paid after this date)
	年	月	日____ / ____ / _____ (YYYY/MM/DD)

	聯絡電話
Contact number
	(M) 	

(O) 	
(H) 	
	
校內E-mail
School e-mail address
	

	單位財物經管人Unit property custodian
	
	
服務單位主管Supervisor of service unit
	

	教務處
(職員免會)	
Office of Academic Affairs (does not apply to faculty and staff)
	
	研發處
(職員免會) 
Office of Research and Development (does not apply to faculty and staff)
	
	產學處
(職員免會) 
Office of Industry–Academia Collaboration (does not apply to faculty and staff)
	

	保	管	組
Property Management Section
	
	文	書
Documentation Section
	
	總	務	處
Office of General Affairs
	

	
事	務	組
General Services Division
	
	
出	納	組
Cashier Section
	
	
	

	
圖	書	館
Library
	
	
電	算	中	心
Computer Center
	

	
環	安	室
Office of Environment and Safety
	
	
主	計	室
Accounting Office
	

	
人	事	室
Personnel Office
	
	
校	長
President
	

	附註Notes
一、本校教職員於離職前，應持本單及經簽准之離職簽呈影本至各相關單位逐一辦理各項結清手續。1. Before resigning from Taiwan Tech, all faculty and staff must bring this form and a photocopy of the approved resignation request to complete resignation procedure with each unit listed.
二、表列各相關單位請於離職人員完成結清手續後惠予核章證明。
2. Each unit listed shall provide a signature/seal of confirmation after the resigning individual has completed the resignation procedure.
三、依表列單位及應辦之事項交代清楚並經校長批示後，請將本表連同職名章及職員證送人事室以憑核發離職證明書，手續未完備者不予核發。3. After completing all matters specified in the listed items, and obtaining the President’s approval, please submit this form along with your position seal and faculty/staff ID card to the Personnel Office to be issued a Certificate of Resignation. All resignation procedure must be completed for the certificate to be issued.




3
 The English version is provided for reference only.
 The Chinese version shall prevail in case of any discrepancies between the English and Chinese versions.
【離職應辦注意事項請見次頁】

See the next page for Notes on Resignation procedure
112.08.10 製表Form created on August 10, 2023

離	職	應	辦	注	意	事	項
Notes on Resignation Procedure

	負責單位
Responsible unit
	應  辦  事  項
Items to process

	服務單位
Service unit
	業務移交清冊 List of ongoing affairs

	
	經辦未結束之事務及文件Unfinished matters and documents being processed

	
	經管之財產及物品 Assets and property under custody

	
	預定進行之業務及計畫Scheduled business and projects

	
	其他事項 Other matters

	研發處
( 職 員 免 會 )
Office of Research and Development
(does not apply to faculty and staff)
	1. 無執行中之教育部及科技部計畫案
No projects from the Ministry of Education or the National Science and Technology Council remain ongoing.
2. 主持科技部計畫已辦理轉出或結案
All projects conducted under the National Science and Technology Council have been transferred or completed.
3. 無執行中之產學合作案 
No industry–academia collaboration projects remain ongoing.
4. 專利申請相關費用已付清 
All fees related to patent applications have been paid.

	產學處
( 職 員 免 會 )
Office of Industry–Academia Collaboration
(does not apply to faculty and staff)
	產學合作計畫已辦理變更或結案All industry–academia collaboration projects have been modified appropriately or completed.

	總務處 Office of General Affairs
	保管組
Property Management Section
	經管財產均已與服務單位點交
All property under custody has been transferred to the service unit.

	
	文書組
Documentation Section

	1. 公文管理系統之公文已與服務單位辦理移交或歸檔
All official documents in the document management system have been transferred to the service unit or archived.
2. 調閱之檔案均已歸還 
All borrowed files have been returned.

	
	事務組
General Services Division
	歸還門禁卡及終止停車識別
All access cards have been returned, and all parking permits have been terminated.

	
	出納組
Cashier Section

	無溢發薪資之情事 
The resigning employee has no outstanding overpaid salary.

	圖書館
Library
	無未歸還之借閱紙本圖書與非書資料且未積欠罰款 
The resigning employee has no unreturned borrowed printed books or nonbook materials and no outstanding fines.

	電算中心
Computer Center
	取消校內電子郵件信箱（退休人員保留原使用信箱）
The resigning employee’s school e-mail account has been terminated (retiring personnel may retain their accounts).

	環安室
Office of Environment and Safety
	1. 解除安全衛生訓練及健檢資料列管
The resigning employee has been removed from safety and health training and medical examination records.
2. 確認化學品辦理轉移或廢棄及無廢棄物分攤費用未結清之款項All chemicals have been transferred or disposed of, and all outstanding shared waste disposal fees have been settled.

	主計室
Accounting Office
	無未結清之款項 
The resigning employee has no outstanding payments due.

	人事室 Personnel Office
	第 一 組
Division 1
	繳回教職員證及職名章
The resigning employee has returned their faculty or staff ID card and position seal.

	
	第 二 組
Division 2
	1. 差勤、休假旅遊補助-限職員
Attendance, leave, and travel subsidies–staff only
（請先至差勤系統/紀錄查詢/個人異常查詢，確認是否有異常紀錄，如有，需先補辦請假，無異常紀錄始能完成離職手續。）(Please check the “Attendance System/Record Inquiry/Personal Abnormal Record Inquiry” to confirm the absence of abnormal records. If any abnormal records are discovered, leave requests must be completed before resignation can be processed. Resignation procedure can only be completed if no abnormal records remain).
2. 公/勞保、健保(含繳費)及退撫基金之退出或轉出。
 All labor insurance, health insurance (including premium payments), and retirement/pension funds have been withdrawn or transferred.
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服務 單 位   Service unit   姓 名   Name   職   稱   Job title   

離職 事 由 Reason for  resignation  □ 調至他機關或學校 Transfer to another agency or  school     □ 退休 Retirement     □ 聘 ( 契 ) 約到期 Expiration of employment (contract)   □ 辭職   Resignation     □ 其他   Other: ___________  離職日期 ( 自此日不 支薪 )     Date of  resignation  ( no  salary  will be  paid  after  this date)  年   月   日 _ ___ / __ __ / _ __ __  (YYYY/MM/DD)  

聯絡 電 話   Contact number  (M)         (O)       (H)        校內 E - mail   School e - mail  address   

單 位 財 物 經 管 人 Unit property  custodian     服務單位主管 Supervisor of  service unit   

教務 處   ( 職員免會 )     Office of  Academic Affairs   ( does  not apply  to  faculty and  staff)   研發 處   ( 職員免會 )     Office of  Research and  Development   ( does  not  apply to   faculty and  staff)   產學處   ( 職員免會 )     Office of  Industry – Academia  Collaboration   ( does  not  apply to   faculty and  staff)   

