Resignation (Retirement included) Form and Non-disclosure Affidavit on Personal Information for Faculty Members at Tunghai University (THU)
	To whom it may concern,
I,　　　　　　(Name), will end my service
as                (Title) of                (Unit) by    (month)    (date),     (year). Please offer your assistance with the Resignation Procedures for Leaving School. I hereby submit this affidavit declaring that I have handed over all personal information in my possession for carrying out my duties (including physical and digital copies) before leaving school, and such information will not be used elsewhere.

	1
	Unit [Signature of Supervisor]
(Dept.)
	7
	Industry Collaboration and Incubation Center, Office of Research and Development [Signature of Supervisor]


	2
	Supervising Unit (College, Division, Library, or Office) [Signature of Supervisor]
	8
	Office of Research and Development [Signature of Supervisor]


	3
	Registration and Curriculum Section of Academic Affairs [Signature of Supervisor]

	9
	Accounting Office [Signature of Supervisor]


	4
	Property Management Section of General Affairs [Signature of Supervisor]

	10
	Personnel Office [Signature of Supervisor] 
1. Employee Identification Card

	5
	Construction & Maintenance Section of General Affairs [Signature of Supervisor]

	
	2. Forms and documents relevant to retirement, compensation, resignation, and severance pay
[Limited to personnel within the school’s system]

	6
	Circulation Division of Library and Information Services [Signature of Supervisor]

	
	

	Applicant: ___________________________  （Signature）          MMDDYYYY


Note: 
1. Resigning (and retiring) personnel shall complete the resignation procedure at the latest within seven days from the effective resignation date and hand this form to the Personnel Office.
2. Please attach the resignation approval when processing the resignation procedures. The resigning personnel shall apply for the issuance of the Resignation (Employment) certificate upon completion of the resignation procedure.
3. For those who qualify for accommodation subsidy, pension, and severance pay, the payment will be made upon approval after the resignation procedure is completed.
4. For those who fail to complete the resignation procedure as required, the school will proceed per the relevant regulations of the Civil and Criminal Codes.
5. Please find the important notes for the resignation procedure on the back of this page.

Important Notes for Faculty Members on the Resignation (Retirement included) Procedures
1. Unit of Service (Department): Any funds, property, equipment, publications, documents, and keys belonging to the school and managed by the resigning personnel shall be handed over to the unit of service. Personal belongings must be cleared out before returning the carrel to the department.
2. Supervising Unit (College): Supervising the subordinate unit for the handover from the resigning personnel.
3. Registration and Curriculum Section of Academic Affairs: Confirm that the resigning personnel have submitted the transcript reports of the courses they offer and have made up any unfulfilled teaching hours for the underlying semester.
4. Property Management Section of General Affairs: 
(1) Handover of property management duties - When the resigning personnel is the manager or user of the property, they shall collect the Property Handover Inventory from the Property Management Section before conducting the resignation procedure and hand over all property in their care. The receiver must ensure the content is correct before signing. The inventory will be returned to the Property Management Section after the supervisor gives their seal of approval, completing the procedure.
(2) For the handover of the dormitory, the resigning personnel must settle the utilities, lawn-mowing, and repair expenses three days prior to the handover date and accompany the Property Management Section staff during the examination of the dorm’s condition. The resigning personnel must repair any damage found before handing over the keys.
5. Construction & Maintenance Section of General Affairs: 
(1) Refunding the natural gas service line installation fee for those vacating the dormitory: The resigning personnel must take the National ID Card, National Health Insurance Card (or THU Employee ID), and personal seal to Shin Chung Natural Gas Co. to remove the gas meter, settle the remaining expenses on the meter, and then go to the Construction & Maintenance Section to register for service line termination, where the staff would calculate the refund total according to the actual months of usage and the total amount of wages withheld.
(2) Utilities (water and electricity) bills: Please notify the Construction & Maintenance Section staff at least one week prior to the departure date to arrange for meter reading and settlement of utility bills. 
6. Circulation Division of Library and Information Services: 
(1) Please bring your employee ID to the library.
(2) Return any borrowed books.
7. Industry Collaboration and Incubation Center: 
Please assist with the inventory of patents registered during your service and assess the necessity of maintaining these patents. Sign the Declaration of Resigning or Retiring Patent Inventor at THU, which lays out the inventor’s obligations upon departure, the distribution of proceeds of relevant research, and the arrangement for using the research results while in THU employment for post-departure patent application and technology licensing, and pay the patent fees accumulated within the service period.
8. Office of Research and Development: 
Faculty members who receive the reward for PhD-level newly hired full-time faculty members shall comply with the reward’s requirement: “Any newly-hired faculty member receiving the reward for one year must serve at the school for two additional years.” Those who resign without fulfilling the required years of service must return the full amount of the reward to the Cashier’s Office.
9. Accounting Office: 
(1) Confirming that the procedures involving the Office of General Affairs have all been completed.
(2) Confirming that all advances and allowances under the resigning personnel’s management have been settled or handed over.
10. Personnel Office: 
(1) Submit the forms and documents relevant to retirement, compensation, resignation, and severance pay for the Private School Pension & Compensation Fund.
(2) Collect the Employee Identification Card and this form.
(3) If there is top-up money left on the card, please contact this office to request a refund.
(4) If the Employee Identification Card is lost and cannot be returned, please fill out and sign an affidavit.
