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Ming Chuan University Guidelines for Domestic and Overseas Business
Trip Expense Reimbursement
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Article 1 These guidelines were established to conduct domestic and overseas business trip expense

reimbursement for faculty and staff members unless other regulations are in place.
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Article 2
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1. Domestic business trips: All areas within the borders of the Republic of China.

2. Overseas business trips: Other countries and mainland China.



3.If the business trip involves another institution or off-campus subsidy, expenses should be
reimbursed in accordance with the relevant regulations. If there are no related regulations,
expenses will be reimbursed in accordance with Guidelines for Domestic Business Trip Expense
Reimbursement and Guidelines for Overseas Business Trip Expense Reimbursement of the
Executive Yuan.

4. Expense reimbursement for participating in training or seminars of more than five days in duration
should be conducted in accordance with Expense Reimbursement Regulations for Institutions
Sending Staff Members for Training and Seminars of the Executive Yuan.
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Article 3
1. The reason, period, and schedule for the business trip should be reported to the president for
approval prior to trip. A Business Trip Expense Reimbursement Report, invoices, and relevant
documentation should be presented within 15 days of business trip.
2. Documentation for business trips should be countersigned by the Human Resource Division for
the purpose of taking official leave.
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Article 4
1. In cases when the distance between the business trip destination and the University is more than

60 km, and the applicant has lodged overnight, the applicant may attach an invoice or receipt to



X1

verify the accommodation allowance in accordance with relevant standards listed in attachment
2. When the distance between the destination and the University is under 60 km, applicants may
apply for accommodation allowance in accordance with the abovementioned guidelines when
there is actual need for lodging due to official duties and the lodging is approved by the University
in advance.

2.When paid from unit budget, for business trip destinations that are one of the MCU locations
(aside from MCUMI), only transportation fee may be applied. When there is actual need for
lodging due to special circumstances, and with actual lodging proof, it may be handled in
accordance with the abovementioned guidelines.

3. Special program employees, technicians, drivers and general laborers may apply in accordance
with the position rank standards listed in attachment 2.
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Article 5

1.Faculty and staff members who delay their schedules for reasons beyond their control (such as
typhoons and earthquakes) may be reimbursed for the extra days in accordance with regulations.
2.Unless there are mitigating circumstances, transportation expenses for destinations not included
in business trips, and accommodation expenses for extension of business trips will not be

reimbursed.
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Article 6 Relevant documents required and payment standards for business trip expense reimbursement

are listed in attachments 1 to 3.
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Article 7 Upon been passed at the Administrative Council Meeting and approved by the president, these

provisions were implemented. Any revision must follow the same procedure.

**In the event of any inconsistency or discrepancy between the Chinese and other language

versions of this document, the Chinese version shall prevail.**



EEIEHE
— \Qﬁ%‘f l*ﬁ]‘]’—ril %‘:
(MBLERATHFPLBHEE FPE-

QB L L P B > &% 7 % o i (o 5 408 % )
2% SR BT BB O P L BRI R A S T8

FEEAL CHERD Y AL EP o

0B E Wi A AR TE 2 28 Ty o
ZpAAER [BERGEN o ii?m;ﬁ’%’fé’iﬁio

i
2P adR A F o AR L TR L A2 E R R S
3

AP F PALEREERL 0%

wo L A E g e 2 H g
1.’)5 “F'.”VE‘-’J\E'% DR H 2 ALl %r;‘: *Zp iifr’? °
2EBRREE U NFF - RELCD SRREE DT EERIHE 2 B

j%y F]’T%}\ %\, o

Attachment 1

Overseas Business Trips

|. Transportation 1. Please submit the following documents:
Expenses (1) The airplane ticket stub, electronic ticket or boarding pass.
(2) Air-ticket Purchase Certificate or receipt from the travel agency (bearing
name of Ming Chuan University).
2. If airplane ticket stub is lost, the boarding pass or other documents stating
passenger name, date, departure, and arrival points may be used.

Il. Accommodation Invoice or receipt from hotel.
Allowance

1. Daily Miscellaneous | 1. Daily Miscellaneous Allowance must be reported as a special case to the
Allowance president for approval before reimbursement.

2. Reimbursement standards are in accordance with the Overseas Business
Trip Daily Miscellaneous Allowance Standards announced by the Executive
Yuan. However, persons who have received an accommodation allowance
will only be eligible for 30% of the daily miscellaneous allowance.

IV. Please note the following when invoices which are issued in foreign currency:
1. With the remittance copy: The expense and daily miscellaneous allowance is calculated based on
the exchange rate on the slip.
2. Without the remittance copy: The expense and daily miscellaneous allowance is calculated based
on the spot sale exchange rate of Taiwan Bank before the departure date. Please submit the
exchange rate for refund.
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Attachment 2

Domestic Business Trip

Title Professors, First-level Associate Professors, Assistant
l. Item Administrators of Academic | Professors, Instructors, administrative
Classification and Administrative Units staff, technicians, drivers and laborers
Il. Transportation | 1. Airplane Payment is based on economy-class ticket (including ticket cost and
insurance). (No need to attach ticket stub for day trip)

2. HghSpeedRal | Payment is based on High Speed Rail ticket stub. (No need to attach

ticket stub for day trip)

3. Bus Payment is based on bus ticket stub.

4. Boat Payment is based on boat ticket receipt. (No need to attach ticket stub

for day trip)

5. Tran Payment is based on ticket stub of Tze-Chiang Limited Express.

6. MRT Payment is based on proof of MRT ticket purchase.

7. Taxi (1) Exceptin urgent situations (where documentation is submitted), taxi
fees will not be reimbursed if public transportation services the
area.

(2) Taxi receipts which indicate date, amount, the number of the taxi,
driver’s name (company name), and location should be submitted.
Reason for use should be indicated.
8. Car (1) When using one’s own car as transportation, one may apply for

reimbursement at the highest ranked bus fare for the same route.
(2) Aside for the above payment, no other costs will be reimbursed
(including tolls and parking fees).
(3) In the case of a traffic accident, one may not pay the repair charge
or damage compensation with public funds.

l1l. Daily Accommodation Allowance

2,000 NTD 2,000 NTD

Payment is based on receipts

Allowance

IV. Daily Miscellaneous Fee

400 NTD

V. Notes

(1) Persons who use transportation offered by host unit, make use of free tickets, or ride
with the others will not be reimbursed for transportation expenses.

(2) Persons who travel with a unit supervisor or with guests may be reimbursed for
transportation and accommodation expenses based on actual expenses incurred.
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Attachment 3
Ming Chuan University Student Competition Expenses
Title | Physical Education Students
. ltem
Type
Il. Transportation 1. Bus Reimbursement is based on bus ticket.
2. Tran Reimbursement is based on Train Proof of Ticket Purchase.
3. MRT Reimbursement is based on MRT Proof of Ticket Purchase.
1. Daily Accommodation 600 NTD.
Allowance
IV. Daily Miscellaneous Fee | 200 NTD.
Allowance
V. Notes (1) 200 NTD Meal-delay Allowance per day.

(2) 20 NTD Fruit Allowance per day.




