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Prrtp L dadRdL 12%% -
Only 1/2 of the total amount of miscellaneous item of travel expenses
shall be reimbursed for an approved half-day business trip.
P ABu L LB ATHELES o
No reimbursement of unspecific travel expenses shall be allowed for a
business trip approved as an official leave.
MARFHRLEAEEBE > RPFEBL B LG -
An amount change on the expenditure report shall result in a change to
the total amount in Chinese words.
fek B R A e iR A IREA B (FEREIGE Y AT 2 D)
LR LA
The column designated for signature of the NCKU president or the
authorized signatory shall be completed with a signature or a seal
according to the authorized hierarchy, as noted at the bottom of the
sheet.
EARAERAGHE FRETR O ERE

The column designated for signature of recipient shall be completed
with a signature or a personal seal, not a position seal.

NERIUABB AT (f3) X W AF EREFIRR o B F AR
e iEd L BAEL o
Reimbursement of ticket fees for a business trip shall be made for
travel by the most direct route between the location of the university
(Tainan) and the destination. In case of combined tickets,
reimbursement of ticket fees for the most direct train shall be made.
FARE P HRABBEIPEREMLED > B FEL AT o
A copy of T Express Mobile Ticket Proof of Purchase submitted for
reimbursement of travel expenses shall be stamped with the applicant’s
seal.
NEPpHPETFEPF @ UELAFE o
Reimbursement of accommodation fees shall be made for an approved
business trip scheduled for more than one day.
A RER ,ﬁ;ﬁ:}fgzlﬁ WA EA R 5 W RAT PSR L o
Reimbursement of accommodation fees shall be subject to the
maximum standards of subsidy.
#ﬁ#\“w Jpﬁplﬂgé’\—é%g&'
If traveling by public transport, please specify points of departure and

arrival.
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Overseas
travel

expenses

HHAY e @RS A2 01 LHRFEE LR
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Should there be expenses involving free accommodation, transit hotel
stay, overnight stay on public transport, or other related activities on
the day of return, applicants shall be subsidized a 70% discount of the
designated living allowance.
ERY 7 EE S BRE ST %’%A\%Ja‘r% 4% ~ 8% ~ 8% % ¥ -
If provided with free meals during the conference, applicants shall
deduct the amount for each provided item from the total amount of
their living expenses, with 4% for breakfast, 8% for lunch, and 8% for
dinner.
FR P RBEIT 2 P I e R P R FIR Y 5 o
Those boarding flights on foreign airlines shall submit a
reimbursement application with a completed form of NCKU
Application for Boarding Flights on Foreign Airlines approved by the
agency head or the authorized signatory.
HMEREE G E P 600 ~FF RPN - it b E jpaR L -
A reimbursement application for a maximum of NT$600 per day for
gift expenses and miscellaneous fees shall be submitted with related
receipts.
R BN BRI B FEE B
Foreign documents or payment receipts (e.g., for registration fees)
printed online shall be stamped with the applicant’s seal.
TP R R ER o BIRA D TRz SH A F | &4
FEPEOBRIEFEL o
Insurance premiums shall be reimbursed with original documents
based on the number of days approved by the Personnel Office for the
official leave. The insurance proposer shall be National Cheng Kung
University

DR P LB R L AR AR R o
Reimbursement of daily living expenses for overseas travel shall be
based on the destination.
A AR AR #\?%TEL.&;L-VE:-%Z M EZ R A Ew - B (4
Bp A oEie) R AAE Y T E LT B L RpFELF
Ao I e —;?%Ijﬂ_.%%dﬂz ViR ERokHE Xy o
Business travelers who have not completed a foreign exchange
settlement before oversea travel shall apply for expense reimbursement
based on the spot offer rate of USD announced by the Bank of Taiwan

on the eve of departure for overseas travel (the last working day before
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the day of departure). Those who have completed foreign exchange
settlements before overseas travel shall apply for reimbursement based
on the exchange memo (remittance receipts).

FERNF WML L ER '?5 CE R EL P SRR
A SRR e i S T-‘J'?qz PR SRR R F AR o
Payments for registration fees made before overseas travel shall be
reimbursed based on the rate of remittance on the day of payment.
Payment for registration fees by credit card shall be reimbursed based
on credit card exchange rates.

wEAA N T AT S s TR g .

Travel agency collection and payment receipts shall bear the title of
National Cheng Kung University.
RANEIHFEED B Wl BHPALEREY £ 3 F
FHRL LY o

Travel expenses for public transportation in a city during an overseas
business trip shall be reimbursed under the category of daily living
allowance. An additional reimbursement of transportation fees is not

allowed.
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Meal fees
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B B R AR AER TR # A8 ) A FRA- HhiE
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Uniform invoices or receipts shall bear the title of National Cheng
Kung University with its unified business No. 69115908.
LB E Rl MFRR IR FEE TR o BHRP E
RS- FL o
In case of a receipt exempted from using uniform invoice and issued by
the supplier with a seal for the issuance of uniform invoice, please
request the supplier to provide a new uniform invoice.
AR FR2 ey RFOREN RS- %S FREAEFEF A2
4 B g o
In case of a receipt issued by a supplier exempted from the use of
uniform invoices and using a seal without its uniform serial number, a
tax stamp at 0.4% of the price shall be affixed by the supplier.

ARG 1T BREALEFREFE
Advance payment of more than NT$10,000 made by the applicant to a
supplier shall be approved by the NCKU president in advance.

MR ESPIHARG A A Fer AR L ERT TR IE
Bk EREPUL
Reimbursement of meal expenses from the NCKU self-raised fund,

with the total amount exceeding its standards of meal costs for




meetings, shall be approved by the NCKU president.
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Reimbursement of payments for board and lodging to foreign scholars
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who have received a daily living allowance shall not exceed the highest
payment rate designated by the Executive Yuan for the employment of

foreign consultants, experts and scholars by government agencies.
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Overtime meals shall be provided only when a meeting is extended. An
application for reimbursement of expenses for overtime meals shall be
submitted with documents specifying the list of attendees, the name of

the meeting, the date and schedule of the event.

CRPY ARSI ORI 2 §RT D P P AR e

A e
A payment application form for meal expenses shall be completed with
information including the affiliated institution of the visitor, reasons for
the meeting, date and schedule of the meeting, venue and number of
attendees.
Tepd B EPHERFPHE o R3ZP R T -

Should the date of a receipt or invoice be inconsistent with the time

when the meal was paid, reasons shall be specified.

F L oeriE ’](3}7?
Individual
Income

Receipt
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FEE A Kl F PR L E PRI o

The individual income receipt shall be sealed by the unit chief for
approval and then submitted to the Casher’s Division for verification.
WA ARREBE Y Y BRI TR ?—ﬂ LF B
P ~AEERE o

An application for payments for teaching hours or lectures shall be
submitted with documents specifying the name of the teacher or
speaker, date of event and schedule.

R E AL A R Rt
A LB v o R LTS BT

The receipt shall be signed or sealed by the recipient, with the signature
or seal identical with the name of the recipient entered in the
designated column (e.g., one instance of inconsistence is that the
recipient’s name is entered in Chinese, while the receipt is signed or

sealed by the recipient in English).
FEAMTIE M T M A CFd ~ EFHRSIHF AT
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Should the need arise to correct the columns designated for amount of
payment, reasons, or accounting code, the applicant shall submit the
original individual income receipt online to the Casher’s Division to
request access approval for correction. Upon correction, the printed
receipt shall be submitted to the Casher’s Division for approval before
it is submitted to the BAS Office.

FANR T RN AR EINE

An application for reimbursement of attendance fee payment shall be
submitted with a completed attendance signature form.

SAEE S BP R R A e e e

The receipt shall be completed with the specified reason for
receipt/payment and submitted to the Casher’s Division for income tax
categorization.

FEE MR ERY CPEDEE S PR

Criteria shall be specified for reimbursement of payments for review
fee, document fee, sampled subjects or interview surveys.

PRASS M RAR ISR L4 7 & WE B XX k47 o

Please specify your department/institute and National Cheng Kung
University in the column designated for the name of company.

KLAR A B T ATELE TR o

The recipient shall provide the designated bank account for remittance.

BRIFFET R

Higher
Education
Sprout
Project

BRFEAVIAICIAFREE TR FIAIFAE A Lo Bin
BEHPE RLERMALRL P -
Under the Higher Education Sprout Project, the unit chief shall be
identified as the chief administrator of the unit the principal
investigator is affiliated with. An application for the budget under a
college-supervised project shall be summited to the college dean for
approval.
BRFLVTERF R THERT I TRBMR)IEL L R
PIREFNY ) §F LR R T mEFLHEFFR0
PR SR
ACCOI‘dlng to the MOE Directions for the Administration of
Conferences, Workshops and Seminars, the unit price for a lunch or
dinner meal provided under the Higher Education Sprout Project shall
be set at a maximum of NT$80.

VRS F(FERF)BREALE A v R Y RN LRY
@ﬁﬁﬁmazeojwuzéﬁijn%mﬁﬁé*ao

A budget application for overseas travel (including administration fees)
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shall be submitted for approval in advance. An application for

reimbursement of overseas travel expenses shall be submitted with an
approved document and be subject to the approved budget.

TEE LY S SRR A THEL

Expenses for stationery and computer peripherals shall be reimbursed

under the restricted budget category.

BRFATFRAFERL AT 2 PIGP 7 o

Under the Higher Education Sprout Project, no payment shall be

reimbursed for overtime work or rental of an NCKU internal venue.
ARARFZELAEDRY P ~FARF LERE

Under the Higher Education Sprout Project, NCKU Members shall not

receive payment for attendance, document writing, review or the

positon of principal investigator.

SR EE SARM T Y A f RE bR

A budget application for visiting foreign scholars shall be submitted to

the Office of International Affairs for approval of related expenses.
%j‘Fi“ J@"iﬁ"* SR RE O FAED TRENAA AEP A A

PF AR o

A supplementary information form of machinery equipment shall be

completed before an application for procurement of items or equipment

for general operations, or submission of a final budget report.
SRAAP FRAEZRFFVRIAEFASIRGIEF ML -
FikEPE wmE et NP AL

Reimbursement of expenses shall be administered according to the

distribution table of each of the projects approved by the Headquarters

of University Advancement.

HHRAEE RS BRR GRS T - < LR T
BEFPE

In case of foreign scholars invited to visit Taiwan, expense

reimbursement of the airfare shall be calculated based on the spot offer

rate announced by the Bank of Taiwan on the eve of departure.
MEALERYFEEERT RAI AT

Association membership fees paid in personal capacity shall not be

reimbursed.

FARERES ROEEFEE TP ERE K 5T

Reimbursement of expenses for equipment maintenance shall be

limited to the items procured under the Higher Education Sprout

Project (or the Top University Project).

fiiie'g)‘['ﬁf
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MOST

projects

RA,Z THPRF PR TERR o (i B AP EGE
L& ELR P ARID)
Applications for expense reimbursements under MOST projects shall
be administered according to the MOST Principles for the
Administration of Research Project Grants and the Operation
Directions for MOST-Granted Research Projects. Those under specific
projects shall be administered according to the designated directions or
principles.
HpARRLIAT ~FERY ~F L7 2 EFHEBEY gt
AL RS GO RN L Y R TRL -
Payments to NCKU members for attendance, document writing, review
or teaching hours according to the rates designated for non-NCKU
members shall be made from the flexible spending account under
MOST research project grants.
Rp AR RPN LR R A AR T WO LN A
TP FERATHEL -
Expenses for domestic travel by taxi for NCKU members can be
reimbursed from the flexible spending account under MOST research
projects.
BERATRLA Y ALST O PHNAAT F R Y AT
TEIRAE o
Expenses for meals and gifts provided to visiting foreign visitors can
be reimbursed from the flexible spending account under MOST
research projects.
PRIEAFE P AETFL T AL R PPLE P
IR o
The unspent amount of the teaching and research remuneration
approved under a MOST research project shall be returned to MOST.
2, ﬁg—ﬁ %4 %{v P ;%-,;\ I’,fiﬁ;ﬁug“pé@qﬂ g—%z?_; ok ERFE
PHREFTET EFEFEEL TR
Expenses for foreign scholars working in Taiwan shall be reimbursed
according to Table of Fees for Visiting Foreign Scholars Involved in
Science and Technological Collaboration Research (at the highest rate).
FES PP ZaRNEFHAEL -
Invoices or receipts for project-related expenses shall be submitted for
reimbursement within the designated duration for the execution of the
project.
FHEEFE XY 10 faf;w,\, P RSB ET Btk sk &R
PR ARGY AN cdr AR WY AP R L o
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In case of a procurement of more than NT$100,000 which shall be
inspected by the Purchasing Division under the Office of General
Affairs, the inspection shall be completed on dates during the execution
period of the project. Should it fail to be completed by the end of the
project, an application for project extension shall be submitted to
MOST for approval.
B AR EARNAT PP ASR BRI &
PR o
According to the MOST regulations, an application for expense
reimbursement shall be allowed for delayed meals provided for
participants in meetings called for by the project.
%iii”‘ SEFPEFLFE Y S(WHAcb F)E F%F B8 ZpH
(L* ’i-d B A SpIEL)

Payments for household appliances (such as air conditioners) and

laboratory maintenance shall not be reimbursed from the budget
account under MOST projects.

FLEINA (FAR L AR AP 2 LR RV APH R

Payments for gifts and business entertainment shall not be reimbursed
under MOST projects.
ﬁﬁ%%%%%ﬁ’%ﬁﬁ*%ém%%i%ﬁ%ﬁia%%é
80% &t F1T FAHE d o (T F=230F L B/ 23T i)

At the end of a project, should the percentage of expenditure of
disbursed funds (i.e., actual expenditure/amount disbursed) fall below
80%, please log onto the designated MOST website to specify reasons
in an online report, which shall be filed before submission.

Wb 25 g Rton i A E P AR S0% 0 oo e R
Fra e

Should the accumulated inflow or outflow amount for the subsidized
item of overseas travel expenses exceed 50% of the original approved
amount, please apply to MOST for approval before the transfer can be
made.

FRp AT RER RN AR E P L S0% M i
P ¥ Pl e (REFEBER Y Y 4)

Should the accumulated inflow or outflow amount for the subsidized
item of general operating expenses, research equipment fees exceed
50% of the original approved amount, the applicant may submit a
completed budget virement application form online to NCKU for

approval before the transfer can be made.
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PRFERAP UFLRAT  SFMALAE NI F AT
F TR Y PR (R BEBEF T Y R

To include an additional subsidized item for research equipment (not
originally approved) that falls within a NT$50,000 budget limit, the

applicant may submit a completed budget virement application form

VQ._‘\

online to NCKU for approval.

ROFE R RE KGR BRI
# ?F i 71] o

To include an additional subsidized item for visiting foreign scholars
(not originally approved), please submit a completed budget virement
application form online to NCKU for approval.

,fiiiprsa%“ﬂ;)\ F A EA ﬁ (:ﬁ 23 9\ a2l 4 A ﬁ)[\w‘]]u\ %__%:%‘f S 3L
PREAPM R o GREBEF Y Y R Y

To 1nc1ude addltlonal subsidized items of domestic travel expense and

registration fee for unpaid participants in a MOST project, please
submit a completed budget virement application form online to NCKU
for approval.

PR S TAE R I F R A A o PRI

To include an additional subsidized item for a principal investigator
allowance or another principal investigator into a project, please apply
to MOST for approval.

%iii”sgf AP UG E P AR AR P Ao R R (DR

FEREBEAL) FEBEF R Y A A

To 1nc1ude an additional subsidized item of overseas travel
(participation in international conferences or off-site research), please
submit an application with a completed budget virement application
form for approval.

R Z=gRANAREER NAAGF A H ~HTAEL
RABAZFFET  HYFERNEERTFRR  (HBH L8R
HEREGY B A SRR

Overseas travel expenses for participation in international academic

\\\?{r

conferences shall be reimbursed based on the fact that the applicant
traveler attended the event as a paper presenter, a keynote speaker or
the chair of the conference. Expenses for participation in an
international academic conference as an attendee should be reimbursed
from a personal project balance.
“”%ﬁmi{&%ﬁi%?wwﬁﬁ’ﬁﬁi%ﬂﬁﬁﬁ$
FH P R A BARIIER o

Patent fees shall not be reimbursed from the budget account of a
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MOST research project. Please apply to the Transfer and Business
Incubation Center for reimbursement of patent fees, or apply for
reimbursement from personal remaining balance.

ﬁiiﬁ:‘”ﬁq@;%\‘“i 3&;*#_&@ %,23‘3@471(;’\@%‘30(75(%
g F e B A BRTIEL)

One-time or annual association membership fees can be reimbursed

from the budget account under a MOST research project. Permanent

membership fees shall be reimbursed from personal remaining balance.

N ;%—5; WA B4 3 +F' ’ F Ti\'yfiii%fiﬁ;ﬁ 2 BB R (R S
PRAAFEFIZET PURFRALNFE DI T S
RIEL 2 EBIFAEP S FHED -

An apphcatlon for reimbursement of overseas travel expenses under a
MOST-granted project shall be administered in accordance with the
MOST-approved amount of subsidy for items in the designated
category (airfare, registration fee or living allowance).

The applicant shall log into the MOST website to submit an overseas
travel report and an expenditure report, which shall be filed before
submission.

BRY 3 E&I@?\%ﬂia%‘v , fﬁ;}ijii‘fiﬁ;ﬁéaﬁm,;gg
(WESPLF)E SR URL @q AT RN T S
@?IA*F%Z{ F ORI LI P A EARE D o

An application for reimbursement of expenses for visiting foreign
scholars under a MOST-granted project shall be administered in
accordance with the MOST-approved amount of subsidy for items in
the designated category (airfare or daily living allowance). The
applicant shall log into the MOST website to submit an overseas
travel report and an expenditure report, which shall be filed before
submission.

FEYGIRAMSEF ARG REFROR Y 0 2 WLPH
TWHBHFHEL -

Expenses for overseas travel and visiting foreign scholars under a
MOST-granted project shall not be reimbursed from grants of other

MOST projects.

Others

HPAFLALREGEY MFF L HE RSB TSN FET Y
Please affix an adhesive certificate on the correct type of form.
FAMARFRLF® > G MAKRS > d KL EF o
Please specify property identification numbers of NCKU in an
application for payments for property and equipment maintenance,
which shall be signed and sealed by the applicant.

FREEFE Y BRI R iR oo

The purpose shall be specified on an adhesive certificate.
FREEFE ETFAFTHRI B FEELET o

Changes to the amount or other items on an adhesive certificate shall
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be signed and sealed by the applicant.

HHEEAREFE I F A~ LR AT A RAT AR ALA
P 3F ﬁ%%@m% BAGIRR o FEAFRS BE - RAE e
An application for an advance payment of more than NT$10,000, as
indicated on an adhesive certificate, made by the applicant to a
supplier, which is not exempted from prior approval, shall be approved
by the NCKU president on the first level of administration.

AP MRS S 108 ~ > 7 BT

A procurement of same items with an amount of more than NT$10,000
from a supplier shall not be processed with separate procurements.
EFFFEM R R 2R A2 FHEIRITAR -

A procurement staffer, applicant or project director shall not act as an
inspector for the procurement.

LR EEZOFT R R SRR OGEE TH 2 Rtk B

An apphcatlon for reimbursement under an inter-entity supply contract
shall be administered with the purchase requisition, purchase order and
acceptance certificate.
LA AR L b
"F 5 F = —PE 5% 0

Accounting documents shall be stamped with position seals by NCKU
members. A faculty member doubling as an NCKU physician shall not
use the physician’s seal to stamp the documents.

- F Rl AR R R - FRE Y K RFMF LAT
B L o

In case of a receipt exempted from the use of uniform invoice and
issued by the supplier with a seal for the issuance of uniform invoice,
please request the supplier to provide a new uniform invoice.

= Bt - B R TR L (Be i ¥ Hjpar L)

The receipt copy of a triplicate uniform invoice shall be submitted as

a certificate for reimbursement (no reimbursement shall be made with
the deduction copy only).

FREEEFHETRIFE IR Y AL T F R LT
f# o

The amount indicated on an adhesive certificate shall include the tax on
the invoice. The total amount applied for shall be identical with that
indicated on the invoice.
FERHEEF P (w2 & R E) EHFEE T -
}\J ﬂ"F’GC EEla Kt m¥ ,%;5_? 0

In case of a batch or a form (= # & — 3%) written in the column of
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quantity on an invoices or receipt, please specify or provide price

details.

0~ TgdaEt o St LSRG ko
EREE N BUETE B E A

An application for reimbursement of no more than NT$100,000 shall

be submitted to the unit chief administrators who are authorized to sign

for final approval on behalf of NCKU President.

THFFEREMB A G P EIEE S FELAER -

An electronic invoice printed by the applicant and submitted as a

certificate shall be signed and sealed by the applicant
dHEAR T IERE SRR - FARAT R

The alphanumeric code numbers shall be specified by the applicant on

an electronic invoice issued in thermal paper by a business entity.

Wlg 2R gt B H R ARE D -

An application for a procurement of more than NT$10,000 shall be

submitted with a written quotation according to the procurement

procedure.




