National Chung Hsing University 
Business Trip Application

Employee ID: _______________
◎ Faculty/staff must submit approved form to the Personnel Office (assistant to department/institute) for archiving.
	Name
	
	Position
	
	Unit
	
	Rank
	□ Senior □ Junior/Senior

□ Contract personnel

□ Technician/Maintenance Worker

□ Full/Part-time assistant

	Reason
	

	Dates
(YYYY/MM/DD)
	From:
To:
	Number of days
	
	Location
	

	In principle, those taking □ a flight or □ Taiwan High Speed Rail (check all that applies) will return on the same day with expenses reimbursed based on receipts.

	Class arrangements (required field for faculty)
	□ No classes will be held (no need to report to the Curriculum Division, Office of Academic Affairs)
□ Faculty (name) ____________________ of an equivalent rank will substitute my classes.

□ Once makeup classes are completed, I will download the Notice for Faculty Leave and Makeup Classes from the Personnel Office or Curriculum Division webpage or e-mail to course@dragon.nchu.edu.tw.

□ Other, please explain:

Seal of the Curriculum Division, Office of Academic Affairs:

	Source of funding
	□ Administrative management fees

□ College, department, institute, or unit budget
□ Cooperative educational program funds: NCHU No./Serial No.:
□ Other, please specify (e.g., inviting unit):

	Applicant
	Deputy

(administrative duties)
	Unit Director
(project executor)
	Senior administrator

(department/institute director)
	Personnel Office
	Remarks

	
	
	
	
	
	(by authorized director)


Notes:

1. Business trips must be approved in advance based on their nature and reason before departure.
2. The required “rank” field determines travel budget, please check “Senior” for Faculty with salary point 475
 or above and Staff at Pay Grade 9 or above. “Junior/Senior” for other faculty and staff.
3. Overnight trips will be approved by the department director. 3-day trips will be approved by senior administrators; their trips or those over 3 days will be approved by the President. Budgets will be controlled by the dispatching unit.

4. Instead of the Personnel Office, trips taken by part-time research assistants and temporary personnel in cooperative educational programs will be signed and affixed seal by the Principal Investigator and approved by the department/institute director.
5. Flights or Taiwan High Speed ​​Rail rides of project assistants must be approved by the Principal Investigator.
6. Standard reimbursement is NT$200 per day for short-distance (10 to 60 km) round-trips; those under 10 km must be registered as business leave and will not be reimbursed.
7. Dispatch and travel expense reimbursement will be approved by department/institute/unit directors based on business needs in accordance with relevant regulations. 
�此處原文應為「支本薪475薪點以上」並以此翻譯，請協助確認謝謝。





