
長庚科技大學 教職員服務證明申請表 
Application form for Certificate of Employment 

中文 

姓名 

Name 

 

人員代號 

Employee No. 
 

身分證字號 

ARC ID No. 
 

職稱 

Title 
 

服務單位 

Employing Unit 
 

出生 

年月日 

Date of Birth 

    年   月   日 

(YYYY/MM/DD) 

聯絡電話 

Contact Number 
 

申 

 

請 

 

項 

 

目 

Item 

證 明 名 稱 Title of Certificate 

份數 

Number 

of Copies 

□ 1.中文在職證明 Chinese Certificate of Employment  

□ 2.中文離職證明 Chinese Certificate of Separation  

□ 3.英文在職證明 English Certificate of Employment 

【英文姓名 English name（同護照 Same as passport）：              】 
 

□ 4.英文離職證明 English Certificate of Separation 

【英文姓名 English name（同護照 Same as passport）：              】 
 

□ 5.薪額暨考核證明 Salary and assessment certificate 

（限近三學年度 limited to the last three academic years） 
 

任職 

起迄 

Employment 

Start and End 

□   年   月   日起，現仍在職中。 

From _____/___/___ (YYYY/MM/DD), currently still employed. 

□   年   月   日至   年   月   日 

From _____/___/___ (YYYY/MM/DD) to _____/___/___ (YYYY/MM/DD) 

備註 Notes  

領 

取 

方 

式 

Collection 

method 

□ 1.親自至人事室或嘉義分部人事窗口領取 
Pick up in person at the Personnel Office or the contact person for personnel affairs at the 

Chiayi Campus 

□ 2.以掛號郵寄至下列地址（須檢附已填妥地址之回郵信封） 

Sent to the following address via registered mail (a return envelope with the address already 

written must be enclosed) 

   □□□-□□□                                                  

□ 3.以電子檔寄至下列電子信箱                                                 

Electronic file sent to the following e-mail address 

 

本人已閱讀及同意遵守注意事項，申請人簽名：             日期：    年    月   日 

I have read and agree to abide by the notice, the applicant’s signature：            (YYYY/MM/DD) 

※以下欄位由人事室填寫※ 

開立日期 年    月    日 文號 長庚科大人字第                 號 



長庚科技大學 教職員服務證明申請表 
Application form for Certificate of Employment 

※注意事項 Notes 

1.在職期間申請中/英文在職證明、薪額暨考核證明者，免繳費，至多申請3份。 

 Fees for up to 3 copies of Chinese/English Certificate of Employment and Salary and Assessment 

Certificate are waived for current employees. 

2.離職/退休時，本校提供中文離職證明1份（免填單及繳費）；申請英文離職證明、第2份（含）以

上中文離職證明，以及薪額暨考核證明者，須繳費。 

 The University will provide 1 copy of the Chinese Certificate of Separation upon separation/retirement 

(the employee is not required to fill out any forms or pay any fees). Fees are required when applying 

for the second and above copy of the Chinese Certificate of Separation and Salary and Assessment 

Certificate. 

3.離職生效日起超過7天欲申請中/英文離職證明、薪額暨考核證明者，須繳費。 

 Fees are required when applying for a Chinese/English Certificate of Separation and Salary and 

Assessment Certificate if the separation has taken effect for more than 7 days. 

4.每份證明收費新臺幣50元整，請至總務處自動繳費機繳費後，憑收據辦理。無法至繳費機繳費者，

請聯繫人事室承辦人，索取匯款帳號辦理匯款。 

 The fee for each certificate is NT$50. Please pay the fees at the automatic payment machine in the Office 

of General Affairs, and then submit the receipt for application. If you are unable to pay at the automatic 

payment machine, please contact the case officer at the Personnel Office to obtain the account number 

for remittance. 

5.收件日次日起，5 至 7 個工作日後可領取。 

 The certificates can be collected 5 to 7 working days from the following day after an application is 

accepted. 


