	CYCU Faculty Staff Workers / Contracted Personnel Resignation (Retirement) Process Sheet

	Name
	
	Personnel No.
	
	Unit
	
	Position
	
	Effective Date
	  Yr     M     D    

	Mailing Address
	□□□ (postal code)
	Phone No.
	(O)：

(H)：

	【Remind】Matters to Precaution as follows:
1. Before submitting this sheet, one must in advance complete the resignation (retirement) application, clearly handover the handling property and teaching, research, or administrative working data, then ask for being signed by the supervisor of the unit.
2. After signed by the supervisor of the unit, the sheet shall be sent in person or by entrusted persons to various offices for verification, and deliver it a week prior to the effective date of resignation (retirement) date to the personnel office for handling further business and make the certification of termination.
3. Please be advised that the resigning (retiring) faculty should deal with the matter of receiving the private school pension fund or reserve the seniority.
4. Those intend to apply for joining the retired personnel association, please fill in another form attaching one 2-inch photo and send it to personnel office for handling.
5. Please be advised that the service card shall be returned on the latest working day and collect resignation (retirement) certification and health insurance transfer-out form.


	Applicant
	Supervisor of Unit
	Head of Coll. (Off.) 
	Aca. Aff. Office
	Res. & Dev. Office
	Ind.-Aca. Office
(Tec. Lic. Center )
	Env. Safe. Center
	Library
	Acnt. Office

	Is in charge of labs?
 □ Yes □ No
	Is in charge of labs?
 □ Yes □ No
	
	(for faculty only)
	(for faculty only)
	(for faculty only)
	(for faculty in charge of labs)
	
	

	General Affairs Office
	Personnel Office

	Gen. Ser. Division
	Proc. & Pro. division
	Cashier’s Division
	Pension / Severance  Savings
	Insurance
	Salary
	Database
	Service Card
	Handover List
	Certified  Documents

	
	Stamped only after the completion of property transfer process.
	Is there a severance savings account to be settled?

□ Yes  □ No
	
	
	
	□ the retired email may be kept, the resigned email will be cancelled after 3 months without further notice

	□ returned
□ lost fee (with receipt)
□ not processed
	staff must send the signed e-file back.
	resign (retire) cert. and health insurance transfer-out form, and will be collected:
□ in person
□ by mail



