NTHU Guidelines on Outgoing Executives Transferring Responsibility to Successors 
Passed at the university affairs meeting held on July 4, 2000 
1. 
Outgoing NTHU executives shall transfer responsibility pursuant to the Guidelines. 
2. 
The Guidelines apply to the following outgoing NTHU executives: 
(1) 
Vice President. 
(2) 
Dean the of Office of Academic Affairs, Dean of the Office of Student Affairs, Dean of the Office of General Affairs, Dean of the Office of Research and Development, Secretary General, deans of various colleges, Chairperson of the Commission of General Education, Director of the Library, Director of the Computer & Communications Center. 
(3) 
Heads of department, chairpersons of institutes, chairpersons of centers (offices). 
3. 
Articles, matters, and school property that must be transferred by outgoing executives to successors are as follows: 
(1) 
Official stamps and seals. 
(2) 
Names of and information of staff. 
(3) 
Matters that have not yet been dealt with or finished. 
(4) 
School property that is managed by them or consigned to their care. 
4. 
Transfers by the Vice President, Dean of the Office of Academic Affairs, Dean of the Office of Student Affairs, Dean of the Office of General Affairs, Dean of the Office of Research and Development, Secretary General, deans of various colleges, Chairperson of the Commission of General Education, Director of the Library, and Director of the Computer & Communications Center shall be overseen by the President or someone designated by him/her. Transfers by heads of departments and deans of graduate institutes shall be overseen by the deans of colleges to which they belong, while those by chairpersons of centers (offices) shall be overseen by their direct superiors or persons designated by them. 
5. 
A public ceremony shall be held for all transfers. 
6. 
For all transfers, items listed in (1)-(3) of point 3 shall be transferred on the transfer date, while those listed in (4) of the same point shall be transferred within five (5) days. 
7. 
Successors to outgoing executives shall complete the transfer of responsibility together with the overseer within five (5) days and request the President's acceptance together with their predecessor upon completion. 
8. 
Outgoing executives shall transfer responsibility to successors personally. If they are unable to do so and have obtained the President's permission, they may designate someone to carry out the transfer for them. Nevertheless, they shall be held accountable for all relevant matters. 
9. 
Successors to outgoing executives who fail to transfer responsibility by the designated date or fail to do so in a satisfactory manner shall submit a description of the situation and proposed actions together with the overseer to the President for approval. 
10. 
When transferring responsibility, outgoing executives shall prepare four (4) identical copies of Attachments 1-4 and submit them to the President for approval. Once approved, one copy of each shall be retained by the outgoing executive, his/her successor, the relevant department, and the Office of Personnel. 
11. 
The Guidelines shall take effect after being passed at a university affairs meeting and approved by the President. The same procedure shall apply upon their revision. 
Note: Please download all relevant forms by clicking on the "Download" link on the home page of the Office of Personnel. 
