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Resignation Form for Teaching Assistant of the Office of Academic Affairs and the Center for General Education in
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< The resignation of the teaching assistant of this case has been approved by the employing unit. (If the resignation is not

voluntary, please attach the relevant documents specifying the reasons). The grant paid to the resigning person will be ended on

(year) (month) (day). Please examine the case to determine whether there is any matter required for the said
person to make clear.
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The person filling out this form has been checked not having received excessive grant. If there is
dishonest or continual application for grant, the employing unit and the instructor shall be
responsible for recovering relevant fees.
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Signature of the Unit Head

Signature of the First-level
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Basic and specialize courses - the Integrated Affairs Division of the
Office of Academic Affairs; Personnel Department
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(The resignation procedure needs to be completed one week before resigning.)
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(Procedure: Teaching assistant shall complete the resignation form and the “Application form for termination of

labor/health insurance” (The resigning person with other part-time labor service shall otherwise fill in the “Application

form for change of labor/health insurance status”). S/he brings the relevant forms to concerned units for official seal,

and then has it brought back to the reviewing unit (i.e. the Office of Academic Affairs or the Center for General
Education) for future reference.)
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(If the resigning person received an excessive amount of grant, the teaching unit shall inform the teaching assistant to
complete the procedure of returning the excessive grant. The procedure is as follows: log into the E-expenses
system—>Issue the payment bill>click on B. Expenditure to return—>click on “Return of personnel expenses”>fill in
the basic information—>print out the payment bill>pay the bill at the counter at the cashier section.)
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(Foreign students who are covered with labor/health insurance and have enrolled in Voluntary Contribution of Labor
Pension, download the “Application Form for Mandatory Pension Contribution & Voluntary Pension Contribution
Claim” at the website of cashier section before completing the online leave-school procedure checklist. After
completion of the application form, please have it officially sealed by concerned units and program director, and then
submit it along with a photocopy of your payroll transfers bankbook to the cashier section to settle the claim.)
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(Resigning person applying for resignation certificate and other relevant documents shall fill in the “Application Form

for Certificates of Teaching Assistant” and follow the relevant procedure.)
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