
國立臺灣大學建教合作計畫人員核定報到作業說明書 

序號 注意事項 說                  明  

1 
請詳閱相關

規定 

請至人事室網頁/人事法規參閱下列規定：  

1.本校建教合作計畫處理要點 

2.本校建教合作計畫約聘僱人員服務要點 
 

2 
核定名冊妥

為保存 
聘僱申請書核定名冊（影本）請計畫主持人妥為保存備用。  

3 
契約書簽章

後收執 

1. 核定契約書（1式 2份）簽章後，自行收執 1份保存，另 1份分送計畫主持人。 

2. 請將用印並完成簽章之契約書影印分送人事室綜合業務組勞健保業務留存。 
 

4 
申請 E-mail

帳號 

1.為配合校內服務網路化及確保個人自身權益，請向本校計算機及資訊網路中心申請「職

員」帳號(申請時所需人員編號，請參閱核定契約書一、契約期間：職稱末所示)後持

契約書影本憑辦，以便及早使用校內各項網路資源。 

2.申請網址：https://apply.cc.ntu.edu.tw/  

5 申請識別證 
請至「專任研究人員識別證申請網站」填寫申請表，申請網址：

https://my.ntu.edu.tw/ntuhrEService/hrApply/EmpCard.aspx?ct=4 
 

6 
體檢及職安

教 育 訓 練 

本校新進人員體格檢查及職業安全衛生教育訓練相關規定：請參閱環境保護暨職業安全

1.環安衛中心網頁：https://esh.ntu.edu.tw/ 

2.新進人員體檢說明 Q&A：https://esh.ntu.edu.tw/#/Content?type=2&L1=16&id=16 

3參加教育訓練證明：https://esh.ntu.edu.tw/#/Content?type=1&L1=95&id=95 

 

7 

逐日上線簽

到退 

(博士後(級)

研究人員不

適用) 

1.請由本校 myNTU進入「到勤差假申請/簽核」系統（申請差假亦由本系統辦理）。 

2.如尚未申請到計中「職員」帳號者，請依照上、下班時間確實辦理書面簽到退(博士後

(級)研究人員免簽到退) (表格請至人事室網頁/常用表單/考訓組下載)，並於可線上

簽到退後，經計畫主持人及單位主管核章後送人事室考訓組保存備查。如有不實願依

本校規定懲處，並與計畫主持人負一切法律責任。工作時間請依建教合作計畫約聘僱

人員服務要點辦理。 

 

8 
按月報支工

作酬金 

應依規定辦理出勤及按月報支工作酬金。 

(如未依規定逐日線上簽到退或連續曠職達一定天數者，將被系統設定為暫緩報薪！) 
 

9 
各式證明書

申請 

1.在職者：得申請發給在職證明或服務證明。 

2.離職並完成離職手續者：得申請發給離職及服務證明。 

3.申請網址：https://my.ntu.edu.tw/certificate/v2/index.aspx 
(或由 myNTU/教職員申辦/計畫人員服務證明申請 進入系統)  

10 
離職時應辦

理事項 

1.約聘僱期間屆滿離職者：應於離職日前於線上辦妥「離職手續」。 

2.約聘僱期間屆滿以前，因故須提前離職者：應於 30日前提出申請，並於線上辦理「離

職手續」、「自離職日起退保」等相關手續。未退保而離職者，其個人應付保費及雇主

負擔保費將由計畫主持人負責追繳。 

3.持有識別證者，應將識別證繳回至人事室綜合業務組註銷。（如遺失請依「識別證申請」

程序至出納組辦理繳費。） 

4.辦理網址：https://my.ntu.edu.tw/resignationProcess/v2/index.aspx 

 (或由 myNTU/教職員申辦/計畫人員離職程序申請 進入系統) 

 

11 其他事項 

1.本校性騷擾防治專區，參閱網址：

http://www.personnel.ntu.edu.tw/News_n_202_sms_21511__CSN_1959.html 

2.差假如有特殊約定時，請依程序簽奉核准後通知人事室，俾憑辦理差勤系統設定 

 

 

11503 修正 
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NATIONAL TAIWAN UNIVERSITY          [Amended in March 2026] 

Procedures for Project Personnel Reporting for Duty to Sponsored Projects 

No. Item Description  

1 

Please read the 
relevant 
regulations in 
detail 

Please refer to the following regulations on the Personnel Department’s website under “Laws and Regulations” 
section: 
1. The University’s Directives for Sponsored Projects 
2. The University’s Directives for Services Provided by Contract Employees in Sponsored Projects 

 

2 

Retain a copy of 
the approved 
employee 
appointment 
register 

Please ask your principal investigator to retain a photocopy of the approved employee appointment register for 
future reference. 

 

3 
Retain a copy of 
your contract 
after signing 

1. The approval contract shall be signed in duplicate with one copy retained by yourself and the other copy 
retained by your principal investigator. 

2. Please make a copy of the contract after it has been signed and stamped with the University seal, and submit 
it to the Personnel Department’s Integrated Affairs Division for labor and health insurance records. 

 

4 Apply for an 
email account 

1. To facilitate the University’s online administrative services and to safeguard your rights and interests, 
please apply for an employee account through the Computer and Information Networking Center (the 
personnel ID number required for the application is printed to the right of your job title under Article 1, 
“Contract Period,” of your contract). After obtaining the employee account, please present a copy of your 
contract to complete the application so that you may access the University’s online resources as soon as 
possible. 

2. Application website: https://apply.cc.ntu.edu.tw/index_en.html 

 
 

5 
Apply for an 
identification 
card 

Please complete an application form through the “Identification Card Application System for Full-Time 
Research Staff.” Application website: https://my.ntu.edu.tw/ntuhrEService/hrApply/EmpCard.aspx?ct=4 

 

6 

Undergo a health 
examination and 
occupational 
safety and health 
training 

For information regarding health examination and occupational safety and health training for new 
employees, please refer to the following resources: 
1. Environmental Protection and Occupational Safety and Health Center: 

https://esh.ntu.edu.tw/epc/e-index.php 
2. Q&A on Health Examination for New Employees: 

https://esh.ntu.edu.tw/#/Content?type=2&L1=16&id=16 
3. Training Certificate: https://esh.ntu.edu.tw/#/Content?type=1&L1=95&id=95 

 

7 

Sign in and out 
online every day 
(not applicable to 
postdoctoral 
fellows and 
postdoctoral 
researchers 

1. Log into the “Attendance and Leave Application/Approval” system (which is also where staff members 
apply for leave) through the University’s myNTU  (Leave applications are also processed through this 
system). 

2. If your employee account application is pending, you will need to record your daily attendance (the actual 
time of your arrival at and departure from work) on a physical sign-in sheet (available for download from 
the Personnel Department’s website > Procedures and Forms > Assessment Division). 

Postdoctoral fellows and postdoctoral researchers are exempt from attendance recording. Once online 
attendance recording is available, please have the physical sign-in sheet endorsed by your principal 
investigator and unit head, and submit it to the Personnel Department’s Assessment Division for filing. 
Any false record shall be subject to disciplinary action in accordance with the University’s regulations, and 
both you and your principal investigator shall bear any resulting legal liability. Working hours shall be 
governed by the University’s Directives for Services Provided by Contract Employees in Sponsored 
Projects. 

 

8 
Claim monthly 
remuneration 

You should sign in and out of work every day and claim monthly remuneration in accordance with NTU 
regulations. 
(Failure to complete daily online attendance recording as required, or continuous unauthorized absence for a 
specified number of days, may result in salary payment being temporarily suspended by the system.) 

 

9 
Apply for 
service 
certificates 

1. Current employees may apply for a Certificate of Employment or a Service Certificate. 
2. Former employees who have completed the resignation procedure may apply for a Certificate of 

Resignation and a Service Certificate. 
3. Application website: https://my.ntu.edu.tw/certificate/v2/index.aspx 

(Alternatively, you may access the system through the myNTU > Faculty & Staff > Service Certificate 
Application for Project Personnel.) 

 

 

10 
Resignation 
procedures 

1. Employees whose contracts expire shall complete the online resignation procedures prior to your 
resignation date. 

2. Employees who need to resign before the expiration of their contracts for any reason shall submit a 
resignation application at least 30 days prior to your resignation date, including withdrawal from 
health/labor insurance effective from the date of resignation. If you fail to complete the insurance 
withdrawal procedures, both the employee’s and the employer’s shares of the insurance premiums shall be 
recovered by the principal investigator. 

3. Employees holding an identification card shall return it to the Personnel Department’s Integrated Affairs 
Division for revocation (If your card has been lost, please follow the identification card replacement 
procedures and pay the required fee at the Cashier Division.) 

4. Application website: https://my.ntu.edu.tw/resignationProcess/v2/index.aspx (Alternatively, you may 
access the system through the myNTU > Faculty & Staff > Resignation Application for Project Personnel.) 

 
 
 

 
 
 
 

11 Miscellaneous 

1. NTU Sexual Harassment Prevention Program: http://www.personnel.ntu.edu.tw/News_n_202_sms_21511 
CSN_1959.html 

2. If your contract contains special stipulations on attendance and leave, please notify the Personnel 
Department following the applicable approval procedures so that the settings of the Attendance 
Management System may be adjusted accordingly. 
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