§#5]- (i %) Example 1 (General)
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NCKU Opverseas Travel Expenditure Report Page 1 of 1
FEEAP FRLH 5L T EL
ha A 18 7 S5 LR LS ' L : i3 :
Budget account Purchase requisition | Project accounting
Document code Voucher number
number code
505050 D103-00000
‘b’,}'_ ? * . < 14 . AL ?E% EE
300 B fHE® B . :
Name of ) . Senior executive
i OO Li Position|Full professor  |Grade
applicant officer
MAFD 2L P PR 54000003 & T8 430
Reason |To present a paper in the conference on at Geneva
N A A2z H pAR 103 #87 18pA=2 10387 23 p 2t 6 P
Duration From to
* Month 8 8 8 8 8 8
P Date 18 19 20 21 22 23
v
Tainan
-B s
WL RE Y mLpp
Kaohsiung
Zurich, WLp R X Geneva,| % # Hong "
L -h ik mLPMA ‘ )
A237 BL Switzerland- | X Geneva, Switzerlan |Kong-% =& iy
Hong Geneva, )
Route WL P PR |Switzerlan d-4 & Kaohsiung- A
Kong- Switzerland L ¥
Geneva, d Hong = = Tainan 2L
HLEE . ¥
 Zurich, Switzerland Kong Sub-Total
Switzerlan
d
e d o d g d
1 fF 3 E|Asthe [P &% L € |Asthe |Asthe
Working notes specified |Conference |Conference|Conference |specified |specified
reason reason |reason
A4
f 31, 000 31, 000
Airplane
2 4rdg
LUl Ship
2, F‘ ‘A ) w },(
B Fe IF R
Travel ;&1 B
expenses [Long 106 106 212
distance public
transportation
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PSS

- Ifq F 2,863 9, 543 9, 543 9, 543 2,863 2,863 37,218
Living expenses
= 1 ‘}i‘j
Processing fee
%a; Insurance 412 412
Office  |fee
business |+ yz %
fees ‘
Administrati 16, 555 16, 555
on fee

> =
AR

st
Gift and
entertainment 725 725
expenses, and
miscellaneous
fees
' ' 35,106 26,098 9,543 9,543 2,863 2,969 86, 122
Total
sy % & Exchange rate: (8/15) h
L % & USB1=NT$30. 01; & ~ EURI=NT40. 28 k5
Notes 4 7% % Living expenses: Post
X % =
:L# 7 Registration fee:
US$411%40. 28 =NT$16, 555 Account
8 ¥ Car rental fee: No
EUR18%40. 28=725 '
_}}-]Jﬂ=£%‘:?;i a— s ,—i"’f\' ,\-— - - > —#
M A (2B 2R BEA AR S LAEA(ER) £ O O
Expenditures in total: NT$ . Recipient: (signature or seal)
Gl S
TR PRAFL o
) o Hi=dp
Applicant and Principal ) .
) Unit Chief
Contact Phone Investigator
Number
FrE ER S P 1% iibxiE RESHBEERE A
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

M REF I RARA K L FAREAFT A0 A(ZHOMNTAREPEE- A ZEAF oo ERd paER
ARG F D RE R A FrcE d - i g Rk

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An application for a
reimbursement of no more than NT$100,000 shall be signed for approval by the authorized signatory, on behalf of NCKU
President, at the second or third highest level of administration. Accordingly, an application shall be signed for approval by
department chair for a payment from the department budget, by college dean for a payment from the college budget, and by

the first-level administrative supervisor for a payment from the administrative office budget.



- ~ 2% % 3P Instructions for Report Writing:
Lz TRp DL =P AL FAFRPREY d Sad A 8N F I @ wirfp i (i
WEEEBBR AR LT AD FE AP FIF R LI & PO R

In this case, payments for domestic travel expenses shall be processed and reimbursed according to the
Regulations for Applying the Domestic Trip Allowance. The applicant should board a Tze-Chiang Express
train for a round trip between Tainan (NCKU) and Kaohsiung airport (If the applicant boards a high speed
railway train, tickets shall be submitted in an application for reimbursement. If the applicant needs to rent a
car, a special report specifying reasons shall be approved in advance, and a reimbursement application for
the payment shall be submitted with related receipts).

2.8 7 18 B‘iﬁi@fﬁé/ﬁ““*&ﬁ ‘F—ﬁﬁk‘ '$ E%&ﬁ‘#&"—@li v 4 E 'ﬂ'fﬁ;.ﬂ rx “L/r'F'~3O%°
On August 18, the applicant made a transit stop in Hong Kong en route to Zurich for a transfer flight to
Geneva, with an overnight stay on board. The applicant is allowed to apply for reimbursement of 30% the
living expenses in Geneva.

3.87 22 P WARGHEREE > FPTUP L EROAFFHEAPPIALBEF 2 30%
On August 22, the applicant returned on a flight from Geneva en route to Zurich for a transfer flight, with
an overnight stay on board, to Hong Kong. The applicant is allowed to apply for reimbursement of 30% the
living expenses in Geneva.

4. 87" 3P EHAEITIEP > FPRAFET L FFHAPPILEF L 30%
On August 23, the applicant made a transit stop in Hong Kong en route to Taiwan. The applicant shall be
allowed to apply for reimbursement of 30% the living expenses in Geneva.
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T u@ AEF IR BT X A vg N (e WD G BRE RIS L REER B
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LiVing expenses shall be calculated based on the forelgn exchange rates announced by the Bank of the
Taiwan on the eve of departure for official overseas travel (if August 16 and 17 are non-working days, the
rates announced on August 15 shall apply). Registration fees shall be paid in Euro, calculated based on the
rates announced by the Bank of the Taiwan on the eve of departure for official overseas travel. Please note
that that applicants who have completed foreign exchange settlements shall submit an exchange memo and
that those who have paid registration fees by credit card shall be reimbursed based on credit card exchange
rates.

0. WSR2 FF AP 600~ p I EIH 0 AKSHIAP D F
Payments for gift and entertainment expenses, and miscellaneous fees shall be reimbursed with receipts for
a maximum of NT$600 per day. This rule applies to the payment for car rental in Switzerland in this case.

T EAR A ek P ETF 0 £ B o
ThlS report shall be signed or sealed by the recipient in the designated column. Signature or seal is also
required to verify any corrections made to an amount.

A LGE D EWEBF L of B EFRE
The report shall be completed with required information specified in the designated columns. Any
correction to this report shall be verified with a seal.

A% §{a ¥ 12 1§ 3% Required Certificates and Documents for Reimbursement :

LR CRIPE R FEA A AARFSE S T NRA R R RS 2P TI Y 53
Transportation fees: E-tickets, travel agency payment receipt, boarding pass for each flight, and a
completed form of NCKU Application for Boarding Flights on Foreign Airlines

>—‘|‘

2.2%F AR BOW L P s RREEF IR
Living expenses: a document of the foreign exchange rates announced by the Bank of the Taiwan on the
eve of departure for official overseas travel
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Office business fees: an overseas payment receipt of registration fees, a document of the foreign exchange
rates announced by Bank of Taiwan on the eve of departure for official overseas travel (for conversion of
registration fees to NTD), a copy of a previously-approved document for the payment of registration fees
(Payments for registration fees from the category of administration fees shall be approved in advance by
the head of agency), payment receipt of insurance fees and an insurance policy exhibit from Hotai
Insurance Co. (Payment for insurance shall be reimbursed with the maximum insurance fee designated in
the agreement between the Ministry of Foreign Affairs and the insurance company (Hotai, for example),
and payment receipt of car rental.

4.68% IRABY GHE CIRBEELOIEA PG EER DRAFLFRAZ OREL S
Other certificates: a leave form for overseas travel, a photocopy of an approved document for overseas
travel, conference agenda, an Overseas Travel Report, and an Overseas Travel Review Form.
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(7 2 # %k % & 5) Example 2: Applicants who were provided with free board or lodging

LIRESE AR 97 RUEHE S - = 3 $1F41T
NCKU Overseas Travel Expenditure Report Page 1 of 1
EEFR FRLE 5L Cat L
hot 6 2 5 L s i - AL _
Budget account Purchase requisition | Project accounting
Document code Voucher number
number code
505050 D103-00000
vﬁ”t ? * . < 14 . AL ?E% EE
300 B fHE® B . :
Name of ) . Senior executive
i OO Li Position|Full professor  |Grade
applicant officer
NEFd (AL X 5HO0000F ¢ 28 4~
Reason |To present a paper in the conference on at Geneva
N A A2z H pAR 103 #87 18pA=2 10387 23 p 2t 6 P
Duration From to
* Month 8 8 8 8 8 8
P Date 18 19 20 21 22 23
v
_r"g e
-hiE-m L ~
~ WLEREL - mipp .
RE A B-% ze-
BLppL e p -4k | %
L Tainan-Ka mLP PRI 1 i
A237 BL Zurich, % Geneva, Geneva, 7
ohsiung-H Geneva, Hong )
Route Switzerland- |Switzerlan Switzerlan s
ong Switzerland Kong-Kaohsi v
Geneva, d d-Hong 21
Kong-Zuri ung-Tainan ¥
" Switzerland Kong Sub-Total
ch,
Switzerlan
d
e d o d g d
1 fF 3 E|Asthe [P &% L € |Asthe |Asthe
Working notes specified |Conference |Conference|Conference |specified |specified
reason reason  |reason
48 Airplane 31, 000 31, 000
2 4y Ship
L e
2,
F e
Travel g 106 106 212
CXPENSES 1 distance public
transport
4 &% Living Expense 2,863 8,780 8,016 8,016 2,099 2, 863 32, 637
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5%
Processing fee
7% -
3 Insurance 412 412
Office [fee
business | {5 yz #
fees . .
Administrati 16, 555 16, 555
on fee
MR EE
A
Gift and
entertainment 725 725
expenses, and
miscellaneous
fees
ki 3+
o i 35, 106] 25,335 8,016 8,016 2,099 2,969 81, 541
Total
% % Exchange rate: (8/15)
% £ US$1=NT$30.01;% =~ EURI=NT40.28
4 7% % Daily living allowance:US$318
. 8/19 34 ¢ AL Jr 8%
= 8% deducted for dinner on Aug. 19 E B
Notes 8/20 2 8/21 = % 2 gt & % Jv 16% Post Off
16% deducted for lunch and dinner each day on ost Otfice B
s, o 0031071-0123456
87 22 pE=xHI-8%
8% deducted for lunch on Aug. 22 No.
3L 7 Registration fee:
US$411*40.28 =NT$16,555
428 7 Car rental fee:
EUR18%*40.28=725
_};‘Jﬂzi’.{;?’%’l‘ a— ‘r A = =X X = v — a— > —#
s d (4B PlERFE BB K BAEA(ER) 2 O O
Expenditures in total: NT$ . Recipient: (signature or seal)
E S
% T TR P
el
Applicant and Principal ) ?
) Unit Chief
Contact Phone Investigator
Number
HorE R P iztE ER-als JERNE A N H RN E A
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

M REFERARAE L FAREAFT A0 A(ZHONTREPEE- A ZEAF oo gy d paER
AcREF D RE RA S FrcE ed - sd g Rk

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An application for a
reimbursement of no more than NT$100,000 shall be signed for approval by the authorized signatory, on behalf of NCKU
President, at the second or third highest level of administration. Accordingly, an application shall be signed for approval by
department chair for a payment from the department budget, by college dean for a payment from the college budget, and by

the first-level administrative supervisor for a payment from the administrative office budget.



* R o|E 4 FP 2 #7158 % Instructions for Report Writing:

L.

BAGRP 2 fREEACE B - o
The applicant shall complete this report with required certificates and documents for reimbursement
according to the general instructions for report writing, as given for Example 1.

*gswl— Pl Fhe P g FAREST 19 A8 20287 21 PSR 2R 2P =&
;F'% Oooépj‘F'F‘ » BB xR %ig/\gju ;—é, Dkﬁigﬁ W\g%\g%ng,vﬁgfgj@;}ﬁf;}%—ﬁ
},7%%?944?"5?63}C’T(%1r')11——'-|q Pfo?O/HJ__ %’)"
In this case, the applicant was provided by the conference organizer with free dinner on August 19,
free lunch and dinner on August 20 and 21, and free lunch on August 22. According to regulations,
20% of the daily living allowance is designated for meal expenses, with 4% for each breakfast, 8% for
each lunch and 8% for each dinner. If provided with free meals, applicants shall deduct meal
expenses accordingly from the daily living allowance (if provided with free accommodation,
applicants shall deduct a 70% amount from the daily living allowance).

R L GHE R 4 Rk TR

The report shall be completed with required information specified in the designated columns. Any
correction to this report shall be verified with a seal.



FOIZ(F B 2 2R

Example 3: Visiting different cities during a business travel

Rz As A FR DL apFd 4 $1FE1T
NCKU Overseas Travel Expenditure Report Page 1 of 1
FEEAP FRLH 5 T EL
1 B 2 @ L 5 i - R
Budget account Purchase requisition Project accounting
Document code Voucher number
number code
505050 D103-00000
s = RN o |HE
300 B AHFER T+ - :
Name of ) . Senior executive
) OO Li Position|Full professor  |Grade
applicant officer
T IHLEFLOO~E 432 0P 1540000 g L8 4w To
T ~ |visit__University at Zurich and present a paper in the conference on
Reason T
at Geneva
hZL oA , , ) ,
, pAR 103#8"% 18p421 103#87% 23p % 6 P
Duration
* Month 8 8 8 8 8 8
P Date 18 19 20 21 22 23
" L ERE
v ?
3z - LR R
. HLPP -
gL ML O "
FA WLRFY HLPRMI|RE
A2 s B B 1 Zurich, Hon
f Tan.lan-Ka Zurich, Geneva, Geneva, s B
Route ohsiung-H Switzerlan Kong-
ong Switzerland Switzerland |Switzerland-
. d- Geneva, Kaohsiung- £
Kong-Zuri Hong Kong v
ch, Swit- Swit- Tainan
=21
zerland zerland F
Sub-Total
4ot d 4o d o A
l T T & As the P 23 1k € |As the As the
Working notes specified Visit Conference|Conference |specified specified
reason reason reason
A4
. 31,000 31,000
. Airplane
Q 3 ’
Py
i o
% Ship
‘ Ei#L R
Travel =
EREmA
expense
< Long 106 106 212
distance
public




transport

Livin

4

=

g expenses

2,719 9,063] 9,943 9, 543

2,863

2,863 36, 594

B
Processing

fee

A
Insurance

fee

412

412

Frcy
Administ-

ration fee

16, 555

16, 555

%9

> =
A

350 %
Gift and
entertainm
ent

expenses,
and

miscellane

ous fees

125

125

ki
KN

21
‘E

Total

34,962 25,618 9,543 9, 543

2,863 2,969 89, 498

[ g=n
Notes

5 & Exchange rate: (8/15)

% £ USS$1=NT$30.01;% ~ EUR1=NT40.28
AFF AT e ER S PP 2 f US302,p
M X US$318

Daily living allowance: US302 for Zurich; US$318 for
Geneva

3IP 7 Registration fee:

US$411*40.28 =NT$16,555

#2# ¥ Car rental fee:

EUR18%40.28=725

& B,
Post
Office
Account

No.

0031071-0123456

5 4

A ix;%ﬂ: 3+

(R

Expenditures in total: NT$

|3

7~

PE LHFERRIEP A - FAER)

iy

Recipient:

O O

*
-+

(signature or seal)

Az A

343

Contac
Phone

Applicant and

Number

23

>z
e

t

SEER X
Principal

Investigator

Hixip
Unit Chief

RS

Supervising Unit

1

ERTE DY

RN Y
ENEI

BAS Office

=

Yotk

S 2
BN

Personnel Officer

BAS Office Director

RESNH NG A
President/Authorized



LR A RO R R BT 10§ R B 82 K e
SR A EAL R Bk R (FrcH d - A Rk

Note: Th1s application shall be signed for approval by NCKU President or the authorized signatory. An
application for a reimbursement of no more than NT$100,000 shall be signed for approval by the
authorized signatory, on behalf of NCKU President, at the second or third highest level of
administration. Accordingly, an application shall be signed for approval by department chair for a
payment from the department budget, by college dean for a payment from the college budget, and
by the first-level administrative supervisor for a payment from the administrative office budget.

;"‘iP:’L" 8 43P 2 8% Instructions for Report Writing:
1 E4EP 2 B HEAF G- ©

The applicant shall complete this report with required certificates and documents for
reimbursement according to the general instructions for report writing, as given for Example 1.
2.87 18 P2 ABERABF P HPLER NS "J«AzZ»B BOREE 2P 22 EF USS302 2
30%3 08 " 19 pRERFE P I F iR MEREE P LA é%"’ US$3023- ;8 % 20 p d
FEEEIP P LS EE PP I BRUPPIP L LET USS3I8F -
In this case, on August 18, the applicant made a transit stop in Hong Kong en route to Zurich,
the first city of destination, with an overnight stay on board. The applicant is allowed to apply
for reimbursement of 30% the daily living allowance (US$302) in Zurich. On August 19, the
applicant arrived at Zurich for a visit, with an overnight stay there. The applicant is allowed to
apply for reimbursement of 30% the daily living allowance (US$302) in Zurich. On August 20,
the applicant arrived at Geneva for a conference, with an overnight stay there. The applicant is
allowed to apply for reimbursement of the daily living allowance (US$318) in Geneva.

SR A HE P EWHEBFE o doF BT R

The report shall be completed with required information specified in the designated columns.
Any correction to this report shall be verified with a seal.
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Example 4: Expenses reimbursed from two sources of finance

Budget account

LeR A R

Document code

[

Voucher number

Purchase requisition

DRECESEY RN S8 - 24 1 #1F£1F
NCKU Opverseas Travel Expenditure Report Page 1 of 1
EEFP FRLE 5L a1

Project accounting

number code
505050 D103-00000
pea - i . |HE
300 B fHE® BE . :
Name of ) . Senior executive
) OO Li Position|Full professor |Grade
applicant officer
MEFEd (2L p X 54000003 ¢ T8 £
Reason |To present a paper in the conference on at Geneva
h A AT pAR 103 #82 18pA1 103 &8 23 Pt 6 P
Duration From to
? Month 8 8 8 8 8 8
p Date 18 19 20 21 22 23
-3 LR
-B i - HmLpp
A E-F -
-AE-mL | lep 1-% ik , *
- mLPRMA =, ’
2o B wEY R Zurich, | Geneva, Geneva, 7
Geneva, Hong '
Route Tainan-Kaoh [Switzerlan |Switzerlan Switzerlan 2
Switzerland Kong-Kaohsi v
siung-Hong |d-Geneva, |d d-Hong 21
ung-Tainan ¥
Kong-Zurich |Switzerlan Kong Sub-Total
, Switzerland |d
o A 4o d [rEd
1 fF 3= E|Asthe M ¢ |7 HE: ¢ |Asthe |Asthe
Working notes specified |Conference|Conference|Conference |specified |specified
reason reason |reason
i
‘ 31, 000 31, 000
Airplane
2 44y
i Ship
7 Eip A Rt
Travel [3&#@1 B
expenses [Long 106 106 212
distance public
transportation
1iE %
. 2,863 9,543 9,543 9,543 2,863 2,863 37,218
Living expenses

o R BN SR RS« S R (D B W K



£ 4%
Processing fee
R/
N #re
% Insurance 412 412
Office |fee
business |7 yz #
fees §
Adminis- 16, 555 16, 555
tration fee
R
Gift and
entertainment 725 725
expenses, and
miscellaneous
fees
fL
e " 35,106] 26,098 9,543 9,543 2,863 2,969 86, 122
Total
# 2x % % Exchange rate: (8/15)
o % £ USS$1=NTS$30.01;% = EURI=NT40.28 PE B
Notes 4 7% % Living expenses: N
US$318/p *3.9 p *30.01 =NT$37,218 ccount B
3P ¥ Registration fee: No. of 031071 0123456
US$411%40.28 =NT$16,555
#2# % Car rental fee: P.O. office
EUR18%40.28=725
J—;'Jﬂ{iﬁ:%";i o p 2 = =X X = 2 B Az - > S
g4y PEREZEFRRAE.  EHCED £ OO
Expenditures in total: NT$ Recipient: (signature or seal)
AL Z
T TR P
(A
Applicant and Principal . ?
) Unit Chief
Contact Phone Investigator
Number
e i AyEAE AR ER aAEiE RE A Hfpr gL
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

M RE R ARA R FABREAT A0 ()N TAREFRES A2 A

> b

pod ek Rk (TR E d - sd g Rk

Fode gy faEe

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An application for a
reimbursement of no more than NT$100,000 shall be signed for approval by the authorized signatory, on behalf of NCKU
President, at the second or third highest level of administration. Accordingly, an application shall be signed for approval by
department chair for a payment from the department budget, by college dean for a payment from the college budget, and by

the first-level administrative supervisor for a payment from the administrative office budget.



A% BIE AP 2 4G 3 Instructions for Report Writing:

L AGRP 2 G e - o
The applicant shall complete this report with required certificates and documents for reimbursement
according to the general instructions for report writing, as given for Example 1.

2. hHd PSS FUAWE G HE TEPELF ABATEG 0 A e RIS 2 7
Eriagy BREe o
In this case, where travel expenses are subsidized by MOST’s grant for the participation of scholars in
international conferences and the Top University Project budget, the applicant shall submit the
reimbursement application with the approved document from MOST and the print-screen image of the final
budget report uploaded to MOST.

3. Fld 2aAg g e REIT2 TR ARFRL A 20 TASEP A 0 d FREML
Bzl w1 TR Ly wd 2 ) gl ix T p o8rd o
As travel expenses will be reimbursed from two accounts, the applicant shall submit an application with the
Overseas Travel Expenditure Report and the Report for Expense Reimbursement from Payable Accounts
(which can be downloaded from the NCKU employee leave system), each in two copies, for approval.

MXALGEPBWEBFE of B peE4 3 o
The report shall be completed with required information specified in the designated columns. Any correction
to this report shall be verified with a seal.



EIRP AR O QR S VA o S
NCKU Report for Expense Reimbursement from Payable Accounts

103# 97 19p B z3rd B~
September 19. 2014 Unit: NTD
ST ER Y 103 E RS B BEW HEHELFE DRBRT
Date of Event: in August, 2014 Expenditures in total: NT$ 66122.
F B =
Account Remarks
g w & 4 ®om
S BE R RH £ A Amount Description
No. Project Title | Subsidized
Category
F oo e
103 # 8 * 3L
F P X 0ooo00
ot € A R
IFHLP MR
%4t 00000F=
GEEE ST BEF -~ LF
S B ks g 7
A1031-0000 [Prof. L1 Overseas travel 60,000{Airfare and B 418 7 005k » £H
attended the expenses living et 4 00
conference on allowance 5 oM 5 ooB
| for | original
Fapef ' certificates are
resentation at attached and
Geneva under coded No. in
a granted the  volume
|project. of the book of
B FIFFA S 4% %~ 7% |original
oooootF R o % i documents for
D103-00000 [ UIDY Lo ceas travel 26,122-1Vn8 payments.
[the Higher allowance and
Education EXPENISES office business
Sprout Project fees
T
Total 86,122




FHIPRHBEER? D)
Example 5: Approved with a limited budget for expense reimbursement
DRSSPI 8 SRUEIE So3-F S 1 ¥ 1FE£1F
NCKU Opverseas Travel Expenditure Report Page 1 of 1
EEALE FELE 5 B
F A 6 % o Bh b L g ¥ - . LK ,
Budget account Purchase requisition | Project accounting
Document code Voucher number
number Code
505050 D103-00000
‘&i’ {é * . <13 1< . A4 ﬁéf EE
300 B fHE® BE . :
Name of ) . Senior executive
) OO Li Position|Full professor |Grade
applicant officer
MEFEd (2L p X 54000003 ¢ T8 £
Reason |To present a paper in the conference on at Geneva
N A AT A pAR 103 #82 18pA1 103 &8 23 Pt 6 P
Duration From to
* Month 8 8 8 8 8 8
p Date 18 19 20 21 22 23
e R LR
-B i - HmLpp
A E-F -
-AE-mL | lep 1-% ik , *
. HLPRX - ’
2o B wEY R Zurich, | Geneva, Geneva, 7
Geneva, Hong '
Route Tainan-Kaoh [Switzerlan |Switzerlan Switzerlan 2
Switzerland Kong-Kaohsi v
siung-Hong |d-Geneva, |d d-Hong 21
ung-Tainan ¥
Kong-Zurich |Switzerlan Kong Sub-Total
, Switzerland |d
o A 4o d [rEd
1 fF 3= E|Asthe M ¢ |7 HE: ¢ |Asthe |Asthe
Working notes specified |Conference|Conference|Conference |specified |specified
reason reason |reason
i
‘ 31, 000 31, 000
Aiplane
2 Hdg
i Ship
7 Eip A Rt
Travel [3&#@1 B
expenses [[.ong 106 106 212
distance public
transportation
it ¢
. 2,863 9,543 9,543 9,543 2,863 2,863 37,218
Living expenses

o HR BN S OB A« S R (D B



Processing fee

&

N e §
BFI‘; Insurance 412 412
Office |fee
business |7 5z #
fees ..
Adminis- 16, 555 16, 555

tration fee

R

Gift and
entertainment 725 725
expenses, and
miscellaneous
fees
fL
= " 35,106] 26,098 9,543 9,543 2,863 2, 969 86, 122
Total
%21 % % Exchange rate: (8/15)
- % & US$1=NT$30.01;8 ~ EUR1=NT40.28 3
Notes 4 7% % Living expenses: N
US$318/p *3.9 p *30.01 =NT$37,218 ccount B
3P ¥ Registration fee: No. of 031071 0123456
US$411*40.28 =NT$16,555
#2# % Car rental fee: P.O. office
EUR18*40.28=725
FAMEER L, L -
) AW L . BEAREA(EF Zz
Expenditures in total: NT$60,000 Actually reimbursed  Recipient: (signature or seal)
NEAZ
T3 EEEE P
(=
Applicant and Principal ) ?
) Unit Chief
Contact Phone Investigator
Number
HorE AyEAE AR 1% ER e e RE S HRERE A
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

L REFERARASE L FAREAFT AFI0FA(Z)ONTAREPEE- A ZEAFT oo gy d paER
A RE P d Rk N A nd - Bd g R

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An application for a
reimbursement of no more than NT$100,000 shall be signed for approval by the authorized signatory, on behalf
of NCKU President, at the second or third highest level of administration. Accordingly, an application shall be
signed for approval by department chair for a payment from the department budget, by college dean for a
payment from the college budget, and by the first-level administrative supervisor for a payment from the

administrative office budget.



AR FIE AP 2 RTEE:
Instructions for Report Writing:

. E&EP 2 B'HE? —Qrﬁvm— °
The applicant shall complete this report with required certificates and documents for reimbursement
according to the general instructions for report writing, as given for Example 1.

2. AEFIFHFAFILIPAHP 6T~ RN A BAEREE TR 2R EH
BAEE6F o
In this case, where a subsidy of NT$60,000 was approved from the budget for the Higher Education Sprout

Project, the applicant shall specify “Actually reimbursed: NT$60,000” in the designated column for
expense reimbursement.

Xﬂ\z\‘zﬁxlflxlﬂ}‘&giﬁl?‘j’ ’H' _&r}ii;{]@ét%«f&%‘o
The report shall be completed with required information specified in the designated columns. Any correction
to this report shall be verified with a seal.



Fol (AERY § 7L AR
Example 6: Traveling for personal reasons during a business trip

EEEEE 3R E LFH1 T
NCKU Opverseas Travel Expenditure Report Page 1 of 1
T SHEE e
AR 18 3 Bh B L ke % - , LR _
Budget account Purchase requisition | Project accounting
Document code Voucher number
number code
505050 D103-00000
e - E%‘«?ﬁ?— B =
300 |3 BE : :
Name of ) Posit Senior executive
, OO Li , Full professor  |Grade
applicant ion officer
IRLEFE OO 475 1P p L F0000FH § £ 4 4
MAFEd |2
Reason  [To visit University at Zurich and present a paper in the conference on
at Geneva
S CEa: P . . . . 5 Ly
_ pPAR 103#87 18pPpA4=32 103 # 8" 20 p L% 6 B
Duration From August 18, 2014 to August 25, 2014
* Month 8 8 8 8 8 8
P Date 18 19 22 23 24 25
v -p AR
Ak-mL
kW mLERE Y- .
o h A mLlppadm-ge] *
Tainan-Ka Lo B B R R Lo . .o =
2o b B Ohsiun—H%*%ggﬁZ'h S LR e P
i g . urich,
N Zurich, Switzerland-G Geneva, Geneva, Hong é‘»
Route ong . |Switzerland Switzerland  |Switzerland- |Kong-Kaohsi
Kong-Zuri eneva, . 3+
h Switzerland Hong Kong  |ung-Tainan
o Sub-Total
Switzerlan
d
A2 A %3 g
. o ® & ¢ B % B
L TEE Departur | Institutional Cont Cont Conference| Rety
. onference | Conference eturn
Working notes e Visit SReturn
4
31, 000 31,000
Aiplane
2 Hhg
i€ Ship
¥ £k % N EiE
Travel 1k
expenses |Long 106 106 212
distance public
transportation
4 5 Living expenses 2,719 9, 063 9, 543 9, 543 2, 863 2, 863 36, 594

o HITRFM S ER B - A IS T I o K



i
i Processing fee
N CE
4 412 412
Office [|Insurance fee
busi P
feL;SSmeSS 7 ¥c an,
Administration 16, hhh 16, hhh
fee
MELEE R
7
Gift and
entertainment 725 125
expenses, and
miscellaneous
fees
4% 2Ll
e f 34, 962 25,618 9, 543 9, 543 2,863 2,969 89, 498
Total
sy % % Exchange rate: (8/15) E
(s # % US$1=NT$30. 01; % ~ EUR1=NT40. 28 2
Notes 4 7% % Living expenses: Post
X X =
:X# 7 Registration fee:
US$411%40. 28 =NT$16, 555 Account
428 3 Car rental fee: No
EUR18%40. 28=725 )
J?llﬂziﬁ,{?g‘éJ— a2 /‘F.Eg_/_,. 5 N ‘fff B AE A -»%-l——,g —#
s (xp) DIWILEERIGRHTE EAHA(ER) £ O O
Expenditures in total: NT$85,498. Recipient: (signature or seal)
Gl S
SRR S ER R
_ o Hi=ig
Applicant and Principal . .
. Unit Chief
Contact Phone Investigator
Number
Ena AyELE LR 133 i FaE Rk N H BN R A
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

L RER R AR LT AREAF £ 10 A (FONTARE R RES S = Kk

Ao PR d R Ak FeE i - A Ao

-
T

deEgd faEe

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An application for
a reimbursement of no more than NT$100,000 shall be signed for approval by the authorized signatory, on
behalf of NCKU President, at the second or third highest level of administration. Accordingly, an application
shall be signed for approval by department chair for a payment from the department budget, by college dean for
a payment from the college budget, and by the first-level administrative supervisor for a payment from the

administrative office budget.



% I &P 2 4 'itE 7 Instructions for Report Writing:

1. H AR %ﬁr%iﬂj}_ F2BF R Hisdofsblz 2 B -
The applicant shall complete this report with required certificates and documents for
reimbursement according to the instructions for report writing, except Instruction No.2, in
Example 3.

2,87 19 PAERFERE £ AR 020Pp 2 21 p P kPE, X8 22 P
W EF A HT 0 FI20p 2 21 p B A AR ABORPT o wA LD
R PRBPAGTR2PZRET
The applicant made an institutional visit at Zurich on August 19 and traveled locally for
personal reasons on August 20 and 21 before attending the conference at Geneva on August
22. No reimbursement of living expenses and insurance fees shall be approved for
personal activities on August 20 and 21.

AL p EWHERFE o) Fre g EFF T -
The report shall be completed with required information specified in the designated
columns. Any correction to this report shall be verified with a seal.
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Example 7: Traveling for personal reasons before and after a business trip

o FTREM AR AN T - A I EE (T (RS M K

R23# A ERINLHFHEL A 1 EX1F
NCKU Overseas Travel Expenditure Report Page 1 of 1
FpE 4R FHH 5 gL
h A B 3 L 5 7 . AR _
Budget account Purchase requisition | Project accounting
Document code Voucher number
number code
505050 D103-00000
200 |FF= . .
Name of ) Posi Grad|Senior executive
, OO Li . |Full professor
applicant tion e |officer
NEZEA 2L ep R 2400000t ¢ Fg £k
Reason To present a paper in the conference on at Geneva
A A= p 2y pPAR 103#8% 19p423 103 # 8% 22p % 4 P
Duration A total of 4 days: from August 18, 2014 to August 23, 2014
? Month 8 8 8 8
P Date 19 20 21 22
*
B B B i _
23z B PR 2T 2T PR i
Route Geneva, Geneva, Geneva, Geneva, :_
Switzerland |Switzerland [Switzerland |Switzerland '
sub-total
1 ezl FE ® & iR #g
. Conference | Conference | Conference | Conference
Working notes
K
_ﬁ& 31, 000 31,000
. |Auplane
s
@ [
% Ship
B B R N2
Trav P
#Fa1E
el L
on
S 106 106 212
distance
nses
public
transport
ERT
- 9, 565 9, 565 9,565 2, 867 31, 562
Living expenses
? Processing fee
. 2,
l?ugime Wi
ss fees|INSurance 369 369
fee




Frcy
Administrat 16, 563 16, 563

ion fee

GRS

5.8
Gift and

entertainment 125 725
expenses, and
miscellaneous
fees

% g 58.298]  9.543| 9,543 2. 969 80, 431
Total

sy
AP % % Exchange rate: (8/18)
Notes % £ USS$1=NT$30.01;% ~ EUR1=NT40.28 e B
PN I AT S, L) AN T

AFEF WAL NGRD G p PR _

Daily living allowance: US$318 at Geneva PostOffice 0031071 -0123456
3P 7 Registration fee:US$411*%40.30=NT$16,563 Account No.
i %‘f Car rental fee:EUR18%40.30=725

sh (4 PEREARE LR LEA(ER) £ O O

Expenditures in total: NT$80,431. Recipient: (signature or seal)

A A Z
TR R
Applicant FEAFA PR

A
and Principal ) ’E
. Unit Chief

Contact Investigator
Phone
Number
?KETI'_ AyELE AR i3tz izrgalE RESH RN E A
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

M REF I RARA KL FAREAFT A0 A(ZOMNTAREPEE- A ZEAF o i ERd paER
A g o Frok Ny~ (TrcH md - B ? [RPES

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An
application for a reimbursement of no more than NT$100,000 shall be signed for approval by the
authorized signatory, on behalf of NCKU President, at the second or third highest level of
administration. Accordingly, an application shall be signed for approval by department chair for a
payment from the department budget, by college dean for a payment from the college budget, and by
the first-level administrative supervisor for a payment from the administrative office budget.



7 S 3 ;ffz Bl 4 Fp 2 8 # . Instructions for Report Writing:

1. %—%5"33513']— F2BE AP ARt i dode b - 2 G -
The applicant shall complete this report with required certificates and documents for reimbursement
according to the instructions for report writing in Example 1, except Instruction No.2.

81 19P 2 R PIPPAELFHEFE LB AEFPAELRAD > B AP EHREAND P
12 p A2 FEP US$3182 30%z3 > F117p 2 18P 2 23 p 2 24 p pH X 742 wxR T 7 %
P RAFY o BEGFOCENREL AP 369 1 o

An official leave of four days from August 19 to 22 for participation in a conference for paper
presentation at Geneva has been approved by the Personnel Office. A designated 30% of daily living
allowance US$318 shall be reimbursed for the fourth day at Geneva. No reimbursement of living
expenses shall be approved for personal activities on August 17, 18, 23 and 24. A maximum of NT$369
shall be reimbursed for insurance payment for the four-day business trip.

3.7 17p 2 18P it 742 FHRARP 5 177 » e F RN R(ABE)D 1P (FEEP L
WOEL)E P 18 P2 R HAREFE T E AL TR EY o
The applicant travelled overseas for a total of seven days including the 4-day business trip. Reimbursement
of living expenses for the 4-day business trip shall be calculated on the basis of the spot exchange rate of
the Bank of Taiwan on August 18, the eve of official overseas travel.

MALGE D BWEBF L of B FFE
The report shall be completed with required information specified in the designated columns. Any
correction to this report shall be verified with a seal.
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Example 8: MOST subsidies to domestic scholars participating in international conferences

DEECERE 2 MEE S S E 2% FLERLE
NCKU Overseas Travel Expenditure Report Page 1 of 1
FHEFP FREE B & 2

& B

Document code

[

Budget account
Voucher number

Purchase requisition | Project accounting

number code
011855 A1031-B046
e Z =
"|% 00 I LS L M ,
Name of ) .. Senior executive
, OO Li Position|Full professor  |Grade
applicant officer
2% T % ® Nashville %+r Academy of Financial Services # 3t ¢ |
NAFD |FFLH
Reason |To participate in the Conference on Academy of Financial Services for

paper presentation at Nashville, USA

2 A3 ]

PAR 103# 107 25 P42 103 & 107 28p k& 4 p

Duration A total of 4 days: From October 25, 2014 to October 28, 2014
* Month 10 10 10 10
P Date 25 26 27 28
L v R Nashville *
Ried B Tainan-US|Nashville |[Nashville [US-Tainan 3
Route ) , £
Nashville s R ¥
ot ot "
1 i 3 &|Asthe [P g |# g |As  the Sub-Total
Working notes specified |Conference |Conference [specified
reason reason
ﬁ%ﬁﬁ 52, 000 92,000
Airplane
B 44
i Ship
7 £ L
Travel [|:&F1 B
expenses |Long
distance public
transportation
4
o 1,735 D, 184 0,784 1,735 15, 038
Living expenses
e 1 ?F’{’
. Processing fee
A e

o FITR BN DO A - AR S (K S R e



= Insurance
[ fee
Office

business
fees Administra-

7 - 2 ;j’
{7 I 2

tion fee

A E R
Gift and
entertainment
expenses, and
miscellaneous
fees

';'b " b3, 735 0, 784 b, 784 1,735 67,038
Total

5L

=2 P
Notes % % Exchange rate: (10/24 ) % £ US$1=NT$30.44
2 7% % Daily living allowance:US$190 ost _

o L e o0 0031071-0123456
A maximum subsidy of NT$60,000 from MOST Office

Account
No.
J}d:”,}'_vs'{a*?‘l - — 2 - A
FE (<) S B LA (ER) B0 0
Expenditures in total: NT$67,038  Actually reimbursed: NT$60,000  Recipient: (signature or seal)
L R 1
R G TR
| - L
Applicant and Principal ) .
) Unit Chief
Contact Phone Investigator
Number
pEEe  apmigep  2E S RE A S iR A o
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

I REWFERARAE L FARELAGT AR I0FR(Z)ONTREFRE- A ZAALGT o gpd faE R

Ao Bt d Tk Rk s (el md - A F Rk o

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An
application for a reimbursement of no more than NT$100,000 shall be signed for approval by the
authorized signatory, on behalf of NCKU President, at the second or third highest level of
administration. Accordingly, an application shall be signed for approval by department chair for a
payment from the department budget, by college dean for a payment from the college budget, and by
the first-level administrative supervisor for a payment from the administrative office budget.



% ;Fv | % # P Instructions for Report Writing :

l.¢ A 'lﬁiﬁ‘”‘ﬁ“"ﬁ PEEFL MBI LAEREF ~ 2T M L~ F
S N T LTS
Reimbursement of expenses shall be limited to MOST-approved subsidized items and amounts,
including round-trip airfare, daily living allowance, registration fee, processing and fee, and insurance

fee. Accordingly, reimbursement of non-subsidized item such as domestic transportation expense shall
not be approved.

2. %i;}j:gr;_g*. TR SR R g’ 2. A F sz %ﬁf sy AW p%%i#ii’l&_%{gp;-»_L%A\#I
Reimbursement of expenses subsidized by MOST under its subsidy program for participation in
international conferences shall not be funded by MOST research project grants.

- PEINBRRA RPN B REF IR R G R PRI R
An application for expense reimbursement shall be submitted with required items as follows:
Mmoot £2 % 404 4
NCKU Opverseas Travel Expenditure Report
N Y
An NCKU-approved leave application form for overseas travel
Mz 74k % e d i e dh
Travel agency ticket payment receipt
TP E
Electronic ticket
|Z[i" ﬁg—}s
Boarding pass
|Z[€:T.'}1' aﬁ’ ‘ﬁ%(-ﬁr’@,“‘k—ﬁr 31]8’»1’(:}7%\ ) ;ﬁ—% BRI ‘1(5[7%»1 %)
Registration fee payment receipt issued by the conference organizer (If printed online,
it shall be specified as the only receipt and stamped with a seal of the applicant of business trip)

ML pe2mig 24 2 2
A MOST-approved project subsidy document
Mprpegman b g g Sfv g2 04 5
A screen-print of the final budget report uploaded to MOST
Mok B8 R B)TH- 2 A TP R mp S TR A

The foreign exchange memo or the spot exchange rate of Taiwan Bank on the eve of overseas
travel (official leave), or a copy of a credit card statement

N e
An NCKU-approved application form for boarding flights on foreign airlines
Migrg 7 & £ 4 7 jcdg

Insurance premium payment receipt or processing fee payment receipt



Foli FEHRIRSFT IR REER)
Example 9: MOST subsidies to graduate students participating in international academic conferences

DRESEIRE: 3 EEHE S0 - A 4 ¥ 1F£1F
NCKU Overseas Travel Expenditure Report Page 1 of 1
FEEALP FRLH 5 s
h A 8 % 5. WL e 7 c ,g“ _
Budget account Purchase requisition | Project accounting
Document code Voucher number
number code
191082 A1031-C346
e - .
M0 0 B Fl## L 24 Doctoral|® &
F F
Name of o
, OO Chen Position|student Grade
applicant
Y DR T AR s 44 1Tth ILASS-Asia #31€ | 2 H 2%
R ~ |To participate in the 17" ILASS-Asia Conference for paper presentation at
eason
Shanghai
h A AT pPAR 103# 10" 25 P42 103 # 10 % 28 p ok = 4 p
Duration A total of 4 days: From October 25, 2014 to October 28, 2014
* Month 10 10 10 10
P Date 25 26 27 28
S = - = ~
-+ R bR -B R ’
42305 B M Al Al " B
Kaohsiung . .|Shanghai- '
Route _ |Shanghai  [Shanghai . IS
-Shanghai Kaohsiung v
21
4oE o 4o d i
1 iF 3 Z|Asthe 2 ¢ |F ¢ |As the Sub-Total
Working notes specified |Conference  |Conference|specified
reason reason
g
. 17,000 17,000
Airplane
2 44g
L1 Ship
¥ Eig xRt
Travel [:#@1 E
expenses Long
distance public
transportation
2ET
Living expenses
B
Processing fee
A ETY
‘ Insurance

o FITR BN DO A - AR S (K S G e



?’f fee

Office —

business |7 F

fees Administrati 4,985 4, 985
on fee

> =
AR

st
Gift and
entertainment
expenses, and
miscellaneous
fees
KN w7
21, 985 21, 985
Total
B y R B
L 5 & Exchange rate:( 10/24) 4 & 7 CNY$1=NT$4.985 %
Notes # L % Airfare: NT$17,000 Post
3LP ¥ Registration fee : B
CNYS$1,000%4.985 =NT$4,985 Office 031071-0123456
FLLFRAes 1 r322,000 ~ Account
A maximum subsidy of NT$22,000 from MOST No
J;|Jﬂ=£z‘7‘%‘i’€l ,\.u—}j;z PR P2 — B Az A >
ATd (A B) FHE BRI T AR HEAED) R0 0
Expenditures in total: NT$21985 Recipient: (signature or seal)
A A
R G TR
. - ¥ i
Applicant and Principal ) .
. Unit Chief
Contact Phone Investigator
Number
FrE ER S P iztE izxtEaE A& H Bt g 4
Supervising Unit ~ Personnel Officer BAS Office BAS Office Director President/Authorized Signatory

I REWERARAR L FARELAGT AR I0FR(Z)ONTREFRE- A Z A LT o gpd faE R
AR E Y BRE R (FrtE d - s F A

Note: This application shall be signed for approval by NCKU President or the authorized signatory. An
application for a reimbursement of no more than NT$100,000 shall be signed for approval by the
authorized signatory, on behalf of NCKU President, at the second or third highest level of
administration. Accordingly, an application shall be signed for approval by department chair for a
payment from the department budget, by college dean for a payment from the college budget, and by
the first-level administrative supervisor for a payment from the administrative office budget.



L.

~ Ak HE AP Instructions for Report Writing:

VIR R MBI T P B AR L AR BOI D LLEREFEEP P 2 IR
Y AP RLy EEPH -

Reimbursement of expenses shall be limited to MOST-approved subsidized items and amounts,
including round-trip airfare and registration fee. Accordingly, reimbursement of non-subsidized

item such as domestic transportation expense shall not be approved.

PR R IR RS E R N LEG 0 AT EERNLATE ] P A

Reimbursement of expenses subsidized by MOST under its subsidy program for participation of
graduate students in international conferences shall not be funded by MOST research project grants.

CHBERMEERBHERAP AT EINRARAFEE R R FREER

An application for expense reimbursement shall be submitted with items required as follows:

Mp e £ 5 % 47 2 4
NCKU Overseas Travel Expenditure Report
I+ 7 4 1% i 1 ek
Travel agency ticket payment receipt
TR
Electronic ticket
%
Boarding pass
Miew § fedh(eo s T o1E fedh e S e 2§ F)

Registration fee payment receipt issued by the conference organizer (If printed online, it shall be
specified as the only receipt and stamped with a seal of the applicant of business trip)

Mg prgnie es o 2
A MOST-approved project subsidy document

Mptpinam b o3 e da
A screen-print of the final budget report uploaded to MOST

Mok E & MRS B)H - X 24 ATy Ep & e FRE A

The foreign exchange memo or the spot exchange rate of Taiwan Bank on the eve of overseas travel

(official leave), or a copy of a credit card statement

g 24 Bsegs ¥ 33
An NCKU-approved application form for boarding flights on foreign airlines
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