2015/10/8                                                                        

National University of Kaohsiung Application Form of Reissuing Student ID Card
（The information within the bold line is filled out by the applicant in person; if there is a need 

to correct the filled information, please ask the staff to stamp on the corrected part.）         Date of application: _______ / _____ / _____ (YYYY/MM/DD)
	Name of the applicant
	      
	Place to paste

	Student number
	
	ID number
	□□□□□□□□□□
	(Photo)

Half-paste a two-inch cap-less photo with the name, ID number, and name of the unit written on the back; 

submissions without photos will not be accepted.


	Department /institute
	
	

	Gender
	□Male      □Female
	Email:
	

	Contact phone
	Cell phone:
	
	

	
	Telephone:
	
	

	Reason for the application.
	□damaged      □lost      □change names      □change photos　

	Place for students to receive new cards
	□Division of Academic Affairs (The second floor of North Administration Building )        
□Night service window (Janitor’s Office)
                            【See Note 3 for the opening hours of the night service window】

	Please follow the numeric order to proceed the procedure at each unit.
	Inspect the submitted cases and completion quality control
（Inspector should stamp and mark with the dates）
	Notes

	
	Stamp on the submitted cases after the inspection
	Inspected items or special marking
	

	Registration Section
（The second floor of North Administration Building）
	1
	Division of Academic Affairs confirm the students’ status.
	Please go to Registration Section for stamp, and then complete the procedure in order with unit stamps.

	Life Counseling Section
（The second floor of South Administration Building）
	2
	□Integrative Dormitory □Students First Dormitory
	IF the applicant does not live in the dormitory, he/she can skip this item. Any applicant who lives in the dormitory should check the place and mark the room number. 

	
	
	 Room ____________________
	

	Vehicle Management Commission
（The first floor of South Administration Building）
	3
	Vehicle pass
	If the applicant has no vehicle pass, he/she can skip this item.

	
	
	N.O.:______ Expiration date:______
	

	Central Control Office
（The first floor of South Administration Building）
	4
	□NTD$ 150 for making student ID card.
□NTD$ 170 (150 for making student ID card,20 for the fee of notification on losing IPass )　　　　　　
	If the original card has the IPass function, the fee of notification on losing IPass should be paid; if not, the fee is not necessary.

	Cashier Section
（The first floor of South Administration Building）
	5
	N.O. of the receipt：__________________
	After paying the fee, send back the application form to the Central Control Office to make the new card.


Notes: 1. Please download the application form at Division of Academic Affairs or at the NUK website/administration/Division of Academic Affairs/form download/ registration).

       2. For matters need attention about other relevant cards, receiving and applying procedure, please refer to information stated in the back of the card.

       3. The opening hours of the night service window are as follows: (1) at 1800~2200 Monday through Friday, two weeks after the class-beginning day and the week before the course abandoning ends. (2) For other night school class hours: at 1800~2030 on Tuesday and Thursday. (3) Not available during summer vacation and winter vacation.
       4. If the application is delivered before 1700, it is accepted that day; if the application is delivered after1700, it is accepted the next day. For application accepted on that day, the applicant may receive the new card at the checked place four working days later. For application accepted on the next day, the applicant may receive the new card at the checked place five working days later.  
Signature of the receiver:
Date of receiving: _________ /_____ /_____ (YYYY/MM/DD)

【Matters Needing Attention】

1. The application flowchart of the new issuing or updating student ID is illustrated below (please download the application form at: NUK website/administration/Division of Academic Affairs/form download/ registration). After filling out the form, please have it inspected and stamped by the staff at each unit, which should be marked with the dates to show that it has been inspected.

2. Applicants who register for their lost cards must apply for suspending the card at Library and Information Building and Central Control Office. After receiving the new card, they need to apply for resuming the card at Library and Information Building so that there will not be any cases of borrowing ID and invading the campus.
3. For the controversial applications, they are allowed to proceed the application after being confirmed by the Division of Academic Affairs and marked with the fee-free explanation.

4. When receiving the campus pass student cards, students should check if the information on the card is consistent with the application information, and then sign for their receiving the cards. The following 15 days are testing period. Students need to test the cards on all of the pass rights and functions. If there is anything wrong with the card or the case of sense failure, students can take the well-formed cards to change for new cards for free (please go to the Central Control Room). If the problems happen after 15 days, students should pay the fee to get new ones.
5. NUK new student card integrate the functions of IPass. The card holder can store the money in accordance with the relevant regulations of IPass company. If the card is lost, the card holder should pay NTD$ 20 for the notification of losing the card. Te card holder can may apply for refund after filling the form in accordance with the relevant regulations of IPass company. The card holders should keep the cards well to avoid the cases of malfunctions: 1. Overlap with the similar cards and access at the same time; 2. Bend them to the degree that the cards are damaged; 3. Store them in places under 40 degree Celsius.
【The procedure of delivering the application】








Download the application form from the homepage of Academic Affairs Division








Go to Registration Section to confirm the status of student.


狀態





Check the boarding situation at Life Counseling Section











Check the vehicle pass at Vehicle Management Commission





For application accepted on that day, the applicant may receive the new card at the checked place four working days later. 


For application accepted on the next day, the applicant may receive the new card at the checked place five working days later.  


  (See Note 4)





Deliver the application to Central Control Office for making cards; after completion, Central Control Office will sent them back to Division of Academic Affairs.





Confirm the fee payment at Central Control Office








Pay the fee at Cashier Section
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