Registration Procedure for New Contract Staff of YZU
	Procedure
	Office in Charge
	To Do List
	Additional note
	Person in Charge

	I. Registration
	Personnel Office
	Please bring the following documents:
	Before ____month ____day
	Chiu-Ming Kuo ext.2224

	II. Required documents
	Personnel Office
	1. seven pieces of 2’’ photos

2. a copy of Household Registration List

3. a copy of both sides of ID

4. diploma of  highest education degree

5. a release paper from former employer

6. a copy of military service certificate

7 .Personnel Data Form
8. Dependent Application Form
9. Affidavit Form

10.Guarantor Letter
	Please  also  submit  the original certificate, it will be given back after being verified
Foreigners please submit the copy of ARC, also the original and copy of passport 

For those with foreign degree or working experience, please submit the documents that have been verified.
	Chiu-Ming Kuo 

ext.2224

	III. Application

1.YZU Faculty & Staff Card

2.E-MAIL account
	Personnel Office
	Fill out the application form.
	Pick up at least three English letters for your YZU e-mail account
	黃雅芬小姐ext.2221

	3. Application for parking permit
	Office of General Affairs
	1.a copy of Motor License

2.a copy of Driver’s License
	Please enclose which department you work for and your job title.
	周明哲先生ext.2261

	IV. Subscription of insurance 

1. Labor Insurance

2. National Health Insurance
	Personnel Office
	1.Application Form for dependants of National Health Insurance
2. Application Form of IC Health Insurance Card (not for who have it)
	Waiving insurance notification of National Health Insurance from your former employer
Please inform us of your condition of having IC Health Insurance Card or not.
	Hong-hsuan Chen 

ext.2222

	3. Group Insurance for YZU Faculty & Staff
	Personnel Office
	Health Declaration Form (only for those who are over 55 years old)
	For those who are over 55 should fill out this form to submit to the insurance company.
	Chiu-Ming Kuo ext.2224

	V. Payroll

management
	One-stop Service Counter
	Required for opening an account of Far Eastern International Bank:

1. ID or ARC

2. seal
	The salary will be transferred into this account on the 15th of each month. Please report the account number to Office of General Affairs.
	林俊斌先生

ext.2274


· Locations of administrative offices:

1. Personnel Office: 12th floor of 6th Building

2. Office of General Affairs: 1st floor of 1st Building

3. R & D Office: 12th floor of 6th Building 

4. One-stop Service Counter: 1st floor of 5th Building
＊Office hours during the Chinese New Year: from          to           Weekday: from                  to                    Time: from         a.m. to         p.m.

＊Office hours during the summer vacation:    from          to           Weekday: from                  to                    Time: from         a.m. to         p.m.

Checklist of Required Documents for New Contract Staff of YZU
	No.
	Documents
	Notes
	Checking
	Person in charge

	1.
	three pieces of 2’’ photos
	please write your name on the back of the photo

please attach onto the form
	
	Chiu-Ming Kuo 

ext.2224

	2. 
	a copy of both sides of ID
	please  also  submit  the original certificate
foreigners please submit ARC
	
	

	3.
	a copy of Household Registration List
	· 
	
	

	4.
	diploma of  highest education degree
	please  also  submit  the original certificate
	
	

	5.
	a copy of release paper
	please  also  submit  the original certificate
	
	

	6.
	a copy of military service certificate
	please  also  submit  the original certificate
	
	

	7.
	Personnel Data Form
	
	
	

	8.
	Dependent Application Form
	
	
	

	9.
	Affidavit Form
	
	
	

	10.
	Guarantor Letter
	one guarantor only
	
	

	11.
	Health Declaration Form for group insurance (only for those who are over 55 years old)
	
	
	Hong-hsuan Chen 

ext.2222

	12.
	Application Form for dependants of National Health Insurance
	
	
	

	13.
	Application Form of IC Health Insurance Card (not for who have it)
	please attach copies of both sides of ID onto the form
	
	

	14.
	Application Form for E-mail & Network Services
	
	
	黃雅芬小姐ext.2221

	15.
	Application Form for YZU Faculty & Staff Card
	
	
	

	16.
	Contract
	written in two original copies
	
	張淑娟小姐ext.2400

	17.
	Application for parking permit (a copy of Motor License and Driver’s License)
	please attach onto the form
	
	周明哲先生ext.2261

	18.
	an account of Far Eastern International Bank
	please attach onto the form
	
	林俊斌先生ext.2274


Please have all the documents placed in the order of the numbers (1~18).

Data processing of Personnel Office ‘s documents:

reception → data key-in → e-mail account → data storing

(        )     →  (         )       →    (          )        →    (       )

