Institute of Mathematics, Academia Sinica

Employee Resignation Checklist
	Name
	
	Date of Birth
	(yyyy/mm/dd)
	Passport  No.
	

	Position 
	
	First Day of Work
	(yyyy/mm/dd)
	Last Day of Work
	(yyyy/mm/dd)

	Cause for Leave
	□ Resignation in Advance
□ Contract Termination
□ Others
	Next Career Development:
Employer
	*requied

	Next Career Development:

Position
	*requied


	Phone after Leave
	(O)  
(H)  
(C)  
	Address after Leave
	

	Do you agree to provide your personal information to Academia Sinica for administrative purpose?  □ Yes  □ No
	Signature by Employee: 


	Department
	Checking Items
	Undertaker Signature
	Remark

	Library
(Academia Sinica)
	  □ Books borrowed return
□ Copy card return
	
	

	Library
(NTU)
	□ Books borrowed return
	
	

	IT
	□ Computer hardware and software return confirmed
□ Staff  information removed from the official website
	
	

	Others
	□ Cancel SSO (E-mail) account of Academia Sinica
□ Cancel ADSL account
	
	

	Accounting
	  □ Name chop retrieve
 □ Pay off the labor insurance premiums ( NT$_______)
  □“Pay-As-You-Go” contribution benefits and the income tax confirmed
	
	

	Administration
	□ Access card and office key return
□ Office equipment and articles return confirmed
□ NTU parking permit cancel confirmed
	
	

	HR
	□ Employee ID card (Academia Sinica and NTU) return
□ National health insurance and labor insurance withdrawn confirmed
□ Employment termination certificate
	
	

	All items above have completed, and the employment termination certificate will be issued.
	Director of the Institute:



Note: 
1. Employee who leaves the Institute shall inform HR Department a month ago. 
2. Employee shall submit the form to HR Department after all items are confirmed and no remained issues.
