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Rules of the Management and Use Operation of Official Seals of Christ’s College Taipei
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The Rules is established in accordance with the actual need of Christ’s College and
the “Ordinance of Production, Issuance, Commencement, Management and
Replacement of Seals, and the Cancellation of Obsolete or Damaged Seals” issued
by Executive Yuan on 10/13/2004.
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The Rules covers i) the management of production, issuance, commencement,
imprinting, replacement, and cancellation of seals of Christ’s College and the
President’s job title, and ii) the procedure of imprinting documents with the
President’s personal seal, seal of the President’s title and signature, the President’s
signature seal in Chinese, the President’s signature seal in English, and the stamp

with College’s name and of embossing documents with Christ’s College’s steel seal.
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Management and Control of Seals of Christ’s College
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1. All of College’s official seals are produced and issued by MOE. Upon the
commencement of a seal, the four small posts at corners of the seal shall be
cut/filed off. Concurrently, the “Report Form of the Commencement of Seal,
Christ’s College of Taipei” (Appendix 1) shall be completed and submitted to
MOE for future reference within a week from the commencement date.
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2. Director of HR and Administration shall assign a staff member as Seal
Controller to safe keep the seals, and to control and record the imprinting
activities of seals in details.
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After a document has been approved for imprinting with an official seal, the Seal
Controller shall inspect the written document and its ID number to ensure that
the respective document has been correctly received for imprinting. The
controller upon stamping the documents will select from a list of college
employees appointed by the president to be a witness. The original document

shall not be imprinted or stamped with the seal; however, such document must be
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signed and stamped with “Document Has Been Imprinted with Seal” stamp by
the Seal Controller, and returned to the Applicant for issuance. The Seal
Controller must record the details of each imprinting activity, i.e., document 1D
number, receiving date, and imprinting date, in “Logbook of Seal Imprinting
Activities at Christ’s College at Taipei” (Appendix 2) for future reference.
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When the written document is not presented, the applicant shall complete and
submit “Application Form for Seal-imprinting on an Official Document”
(Appendix 3; hereafter referred to as “Application Form”) for the approval of the
President or his/her designated Department Director. The document shall be
imprinted with the respective seal and the “Application Form” shall be stamped
with “Document Has Been Imprinted with Seal” stamp by the Seal Controller,
and placed it in file for future reference. The Department of HR and
Administration shall design, and print “Application Form” for the use of all
departments.
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When incumbent president is handing over the presidency to his or her successor,
the files of “Logbook of Seal Imprinting Activities at Christ’s College of Taipei”

and the “Application Form” as well as all official seals shall be turned over to the
successor.
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6. When there is a need to overprint the seal on documents or overprint the

scaled-down seal on documents using a printing press, the President must
approve the production of such press plate and submit the completed “Report
Form of the Commencement of Seal” and two sets of black imprints of the press
plate to MOE within one (1) week from the commencement date. An appointed
supervisor must oversee the production of the seal and printing activities. ~After
the use of the press plate or after printing, the negative film and the press plate
must be cancelled and/or destroyed or be kept in safe by an appointed supervisor.
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When a seal becomes fuzzy due to wear and tear or obsolete due to name change,

the “Request Form for the Production and Issuance of Seal or Stamp” (Appendix

4) must be completed and submitted to MOE for a replacement seal.
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When a seal is lost (or damaged), the completed “Application Form” and the
description of the loss of the seal and the punishment to the responsible
personnel (or the damaged seal) shall be submitted to MOE for a substitute seal.
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The event of obtaining a replacement seal or a substitute seal must be reported
to MOE for future reference.
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10. When an old or obsolete seal is being cancelled for its return to MOE, the

“Request Form for the Return and Cancellation of a Damaged or Obsolete Seal
or Stamp” (Appendix 5 or “Request Form”) must be completed for submission
to MOE along with such cancelled seal, of which the bottom-left corner must be
truncated without damaging the other parts of the seal. It is washed, brushed
and cleaned and an imprint of the seal is made. The Request Form, the
cancelled seal, and its imprint shall be submitted to MOE.
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Article 4 Types of Seals Defined for Specific Applications and the Occasions for their Uses
_\Eyvf: E%.d—\/;Spr;«;i—\,_;,'_/;sd-\g,«éﬁ_i—\\z‘;%—d—\??;__\A?g,"fr,4
EQNT CRBHR  BMHEFREERY o
1. College Seal: Itis used for Letter of Appointment, Certificate Letter, Letter of
Guarantee, Certificate of Degree, Application Letter, Budget Letter, Personnel
Announcement, Contract, Appreciate Certificate (Honorary Certificate), Group

Insurance Document.. .etc.

SoREET IR AT TR FEE 2 FREBAELAEL

Ff—rQ ’ f—rc?,("‘_"'r{’i* L‘A Ié’}} °

—Fﬂb

2. President Seal: It is used for Notification of Delegation of Authorities,
Cancellation of Delegation of Authorities, Resume of Faculty and
Administration Staff of Private Schools, Official Document to Supervisory
Agency, Official Document to MOE.. .etc.
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3. President’s Personal Seal: It is used to stamp Agreement, Contract, Group

Insurance Document, Application Form, Letter of Application, Official Receipt,

Thank-You Letter for Donations to Endowment, Budget...etc.
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4.  Seal of President’s Title and Signature: It is used to stamp onto Letter of
Appointment, Letter of Certificate, Certificate of Degree, Award Certificate,

internal and external official documents...etc.
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5. Seal of President’s Signature in Chinese: It is used to stamp ton the Chinese

documents, which already have the pre-printed job title of the President,

including Letter of Appointment, Letter of Certificate, Certificate of Degree,

Awards Certificate, Public Announcement, Certificate of Employment...etc.
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6. Seal of President’s Signature in English: It is used to stamp English documents,
which already have the pre-printed job title of the President, including Letter of

Certificate, Certificate of Degree, Certificate of Employment...etc.
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Article 5
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7. College Rectangle Rubber Stamp: It is used to stamp onto internal and

external correspondences, meeting notification, public announcement...etc.
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8. College Steel Seal: It is used to emboss Christ’s College Seal onto official
transcripts, Graduation Diploma...etc.
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Special Proceedings of the Application for Seal-imprinting on an Official

Document.
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1. No documents of Christ’s College shall be imprinted with an official seal without
the approval of the President or his/her delegated department director. Should
the Seal Controller notice the absence of such approval or any mistakes, he or
she must immediately return the documents for approval or corrections.

2. For imprinting the official seal(s) on a contract or agreement, the processor must
also compile a complete set of information including the names of Party A and
Party B, namef/title of the agreement, file ID number, subject matter or content of
the contract, monetary amount of the contract and the Effective Date of the
contract.
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3. Should a copy of document be submitted with the “Application Form”, the

applicant must state the reason in such Application Form and imprint the copy

(ies) with a stamp of “Certified to Be Identical to the Original” and, then, have

it verified against the original document by an auditor of the same department.
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4.  For imprinting an official seal on the application of authorization for direct
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Article 6

deposit into an applicant’s bank account, the applicant must download,
complete and submit the latest-version forms from Public Works Committee of
the Executive Yuan, which contain all relevant information, such as the dollar
amount, names of the two banks, account number and company name.
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5. For imprinting an official seal on Letter of Guarantee, the guarantor or the
guarantor jointly with the guaranteed shall submit the Letter of Guarantee
already imprinted with the signature seal of guarantor or the signature seals of
both guarantor and the guaranteed with the “Application Form”.
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6. For |mpr|nts of College Seal and President Seal on mortgage loan document,
the applicant shall also submit the completed loan application and signed
contract with “Application Form” for approval.
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7. When a document requiring multiple applicants, such as Certificate, Letter of
Appointment, and Letter of Guarantee...etc is submitted, the processor must
attach a detailed list of forms with titles and reviewers with names and
departments for approval. Thereafter it shall be saved for future reference.
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8. If apre-printed form does not have a designated space for the seal imprint,
applicant must use a pencil to draw a square indicating the imprint location.
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The Rules shall be passed by College Administration Assembly for implementation.
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Appendix 1

Report Form of the Commencement of Seal, Christ’s College Taipei

Year Month Day
Letter Subsection Number
Institution/
Seal/ Material
Agency
Stamp Type Transferred | Date Year Month Date
Issuance
Producti Institution/ Doc. ID
Letter Subsection Number
on for Agency No.
Issuance Date Year Month Day
Commencement | Republic of China (Calendar Year)
Letter
Do. ID No. . Date Year Month Da
Subsection Number y

Full Tex of Official Seal

Full Text of Title/Signature Seal

(Imprint of Seal, Long Seal, or Copper Seal after its

bottom-left corner being truncated. )

(Imprint of Seal after its
bottom-left corner being

truncated.)

Manager of Executing Department: Imprint of Seal; Office Director: Imprint of Seal
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Appendix 2

Logbook of Seal Imprinting Activities at Christ’s College Taipei

Date

Document ID
(Letter and Serial)

Reason

Item

Quantity

Applicant

Controller’s

Signature

Remark
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Appendix 3

Application Form for Seal-imprinting on an Official Document

Date of Application: Year Month  Day
Reason of Application
Receiver / .
Receiving Department Quantity

Item Applied for.

(Please use “V” to select.)

oContract(Plan ~ Ballot ~ Power of Attorney)  oODiploma(Certificate)  clLetter of Appointment

oAward Certificate  oHonorary Certificate(Appreciate Certificate)  cApplication Letter

ONotification Letter 0 Appropriation Form

0Other(Please Explain: )

Type of Seal or Stamp Applied for.

(Please use “V” to select.)

oCollege Seal oPresident’s Title Seal oPersonal Seal of the President

oOPresident’s Signature Seal with Title oPresident’s Signature (Chinese)
oOCollege Steel Seal

OPresident’s Signature (English) oOCollege Long Stamp

Organizing Department

Aoblicant Department o X President or
ican rovos .

PP Head Delegated Signatory

Department :

Job Title :

Name :

Contact No. :

Note:

With the exception of approved documents (Draft and petition), all documents that require
official seal, must be submitted with this “Application Form” for approval of the President or

delegated department head.

Then the document and approved “Application Form” are

submitted to Department of HR and Administration for approval and seal imprinting.
Should a copy of document be submitted with the form, the applicant must imprint the
copy(ies) with a stamp of “Certified to Be Identical to the Original” and signature seal.
Seal Controller must ensure that the quantity of imprinting is identical to that of

copies.

Receipt

Seal Controller :

Date of Use :

12 105.11 kg
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Appendix 4

Request Form for the Production and Issuance of Seal or Stamp,

Christ’s College Taipei

Year Month Day
Letter Subsection Number
Applying Reasons Fu" Tex Audit
For Class Result
Organization Regulations the Issuance of and By Remarks
of Applying
I Type
Institution Seal or Stamp ve Institution

Seal or Signaet

Manager of Executing Department:

Imprint of Seal

14

Office Director:

Imprint of Seal

105.11 kg
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Appendix 5

Request Form for the Return and Cancellation of a Damaged or Obsolete Seal

or Stamp, Christ’s College Taipei

Year Month Day
Letter Subsection Number
Material Commencement
seal Year Month Day
Type Date of Seal
Making Institution T
H
=]
g
R
Year  Month eason
Date
&
Date
[e]
3
Letter 2
Doc. ID No. =
Subsection Number 4 Date Year Month Day

Issuance >

Full Text of Official Seal

Full Text of Official Seal

( Imprint of Seal, Long Seal, or Copper Seal after its

bottom-left corner being truncated. )

(Imprint of Seal after its

bottom-left corner being truncated.)

Manager of Executing Department: Imprint of Seal Office Director: Imprint of Seal

16
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Appendix 6
Flowchart of the Document Imprinting of Official Seal of Christ’s College Taipei

Complete the “Application

Form” for document

»
L
Y

Submit N
Applicatio
n Form

Y

) 4

Seal Controller to

review if approval

Return and request for
supplementary
documents.

Seal Controller to

review if document

Seal Controller to record the
imprinting of seal on the Seal
Logbook

A 4

Seal Controller stamps on
the document.

y

Applicant to retrieve the

processed document.

\ 4
File the respective petition
or request form for the use
of seal.

A 4

[ Case Closed. ]
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