	Unit/Department
	
	Contact Number

	Position/Job Title
	
	Extension
	

	Employee ID
	
	Home
	

	Name
	
	Cell
	

	Please send relevant documentation to Ms. Kao (Personnel Department Office 3) via email at tataku09@nccu.edu.tw and give clear indication of your name and employee ID number

	Explanation of lost or damaged ID card
／
Signature of Applicant
	My Faculty Easy Card ID has been accidentally lost/ damaged.
I am willing to bear legal responsibility if this information is not truthful.
Signature of Applicant:  _______________________

	Replacement Procedure
	1. Please go to the library’s Preservation and Access Section to register and get an official seal
(so as to avoid others using the lost card to borrow books)
	

	
	2. □ First time applicant for a smart Easy Card ID
(Please contact Personnel Department Office 3 Ext. #63317)
 □ Non-first time applicant for a replacement smart Easy Card ID
(Please go to the Treasury Department’s First Bank counter (counter 8) and pay a cost of production fee of NT$150
* NOTICE: for questions regarding fees, please consult with the First Bank counter or ext. #62124, operating hours are Mon – Fri 10:30am – 1:00pm
	

	Card Type
	□ Smart Easy Card ID, with name (with Easy Card function)
□ Smart Easy Card ID, without name (without Easy Card function)

	Remarks
	Once the new card has been reissued (this takes approximately 2 – 3 weeks), the Personnel Department’s Handler will notify the applicant to go the Personnel Department for pickup

	Personnel Department Official Seal
	Handler
	

	
	Section Chief
	

	
	Assistant Director
	

	
	Chair
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