(TP-4 Form)

Walailak University
Residence Returning Form

1) To Staff Residence Committee through Head of Division of Human Resources and Organization
	I, …………………………………………………………………………………….. Position ………………………………………………………… agency affiliation ……………………………………………………………………….. has been allocated residence number ……………………………… at building name : ……………………………………………………………………………………………………………., is requesting to return the residence on date ……………………………………………………….. for a reason of ……………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	In this case, if there is any damage to the residence and the equipment, resident is willing to cover the cost of repairs and / or replacement of the equipment in the part that the staff is responsible for. Staff will be deducted the amount from the payroll and assign the university to perform repairs, however, the residence can be repaired by the staff themselves and must be done within 7 days from the date of residence returning.

								Signed..……………………………………………………………….
								(……………………………………………………………………….)
								Dated …………………/…………………………./……………..

Remark: I will return the house keys to HRO by ……………………………………

2) To Head of Division of Human Resources and Organization.
	The officer in charge of the staff resident has already inspected the condition of the residence and the equipment.
	A:	Residence Condition
		(1) Original structure………………………………………………………………………………………………………………………………
		(2) Newly added structure…………………………………………………………………………………………………………………………
	B: 	Checklist of residence equipment
	Furniture and Equipment
	Good condition
	Need to repair
	Repair list
	Result

	1. Desk
	
	
	
	

	2. Chairs
	
	
	
	

	3. Multi-purpose counter
	
	
	
	

	4. Storage Counter
	
	
	
	

	5. Shelf
	
	
	
	

	6. Wardrobe with dressing table
	
	
	
	

	7. Dressing table chair
	
	
	
	

	8. Curtain
	
	
	
	

	9. Living room set
	
	
	
	

	10. Dining Table
	
	
	
	

	Furniture and Equipment
	Good condition
	Need to repair
	Repair list
	Result

	11. Dining Chairs
	
	
	
	

	12. Kitchen set with sink
	
	
	
	

	13. Bed
	
	
	
	

	14. Mattress
	
	
	
	

	15. Pillows
	
	
	
	

	16. Room/ house keys
	
	
	
	

	17. Wi-Fi Router set
	
	
	
	

	System maintenance and repair list
	Good condition
	Need to repair
	Repair list
	Result

	18. Electric System
	
	
	
	

	19. Plumbing system
	
	
	
	

	20. Construction System
	
	
	
	

	Other equipment and systems
	Good condition
	Need to repair
	Repair list
	Result

	21. …………………………………………….
	
	
	
	

	22. …………………………………………….
	
	
	
	



Remark ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	Please be informed to proceed in the relevant section.
 Notify the Division of Landscaping and Building to adjust the electricity and water utility billing records and to carry out necessary repairs to ensure operational readiness.
 Notify the Division of Finance and Accounting to deduct expenses in the amount of ……………… baht.
 Other …………………………………………………………………………………………………………………………………………………………………………………….

  Signed………………………………………………………………			Signed……………………………………………………………..…
(……………………………………………………………………….)		          		   Miss Mayuree Srinual
     Division of Landscaping and Building		              	         General Administration Officer
      Date ……………../……………/……………..				Division of Human Resources and Organization
								     Date ……………./……………../………………..








4) To Head of Division of Finance and Accounting
	Please deduct the repairing and maintaining cost by deducting from the employee's salary account in amount of ........................ baht and transfer the funds to the following departments.
	   …………………. THB to Division of Landscaping and Building
	   …………………. THB to Division of Human Resources and Organization (Welfare Fund)
	   Other ………………………………………………………………………………………………………………………………………………………………….

	Please be informed and act.
		

Signed..……………………………………………………………
[bookmark: _GoBack](                                                )
  Head of Division of Human Resources and Organization	            
Dated …………………/………………………./……………..
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