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BREESEEES 104.10.h

Overseas Business Travel Expense Reimbursement Checklist Checklist Items

Required Basic Documents:

[ | Copy of Project Application Form (overseas travel expense section)

[ ] Copy of Approval Letter for Changes to Travel Plans (purpose)

[ ] Original Application for Changes to Travel Plans (personnel, number of individuals, frequency, duration,
location, meetings) and Changes To Budget and Appropriation

[ | Teacher's Overseas Leave Application Form (As it involves expense reimbursement, the travel period
should include weekends and holidays)

[ 1 Acopy of the Meeting Agenda or Invitation Letter (name, date and place of the meeting) or a copy of
the Authorized Signature for Travel Abroad.

[ ] Overseas Business Travel Expense Report Form (Please fill in the actual departure and return dates)

[ ] Expenditure Allocation Form (Not required for individuals using a single funding source for overseas
travel)

Transportation Receipts:
© Airplane
[ ] Flight tickets or electronic tickets or other sufficient documents to prove the itinerary
[ ] International flight ticket purchase confirmation or travel agency receipt for payment transfer or other
sufficient documents to prove payment of ticket fare
[ ] Boarding pass stub (including electronic boarding pass) or sufficient passport copy to prove overseas
travel or certificate issued by the airline company
[ ] Application Form for Taking Foreign Airline Flights (Available for download on the Office of
Personnel website)
© International Long-haul Transportation
[ ] Original Receipt (Please translate to Chinese)
[ ] Exchange Settlement Form or Taiwan Bank's Exchange Rate Table for the day before departure. If
there is no Taiwan Bank's exchange rate for selling currency, use the cash selling rate as the basis.

Living Expense Reimbursement Standard and Exchange Rate Certification:

[ ] Reimbursement based on the daily living expenses in the destination (Available for inquiry on the
Accounting Office website); For cities not listed in the daily expense standard table, reimbursement
should be based on the daily expenses listed under "Other"

[ | During overnight stays on transportation, free dormitory accommodation, transit hotels, and the day
of return, living expenses are reimbursed within 30% of the daily expense limit.

[ ] Reimbursement is made according to Point 9 of the "Regulations on Reimbursement of Overseas
Business Travel Expenses” for meals and accommodation provided by foreign units or other sources,
or cash allowances provided

[ ] Exchange Settlement Form or Taiwan Bank's Exchange Rate Table for Selling US Dollars on the day
before departure

Registration Fee Receipt:
[ ] Original Registration Fee Receipt
[ ] Exchange Settlement Form or Taiwan Bank's Exchange Rate Table for Selling Currency on the day
before departure. If registration fees or other fees need to be paid before departure, reimbursement
can be based on the actual payment date's Taiwan Bank's selling rate, or by providing a copy of the
credit card statement to reimburse based on the credit card settlement exchange rate.
(If there is no Taiwan Bank's selling rate for the local currency, use the cash selling rate as the basis)

Insurance Fee Receipt:
[] Original Insurance Fee Receipt (with a maximum coverage of 4 million yuan and premium not
exceeding the standard of HOTAI INSURANCE CO., LTD.)

Others
[ | Please have the traveler sign or stamp the modifications on the travel expense report form.
Corrections should also be made online.
[ | Expenditure Proof Form (In case of loss of relevant documents during verification, and after
the necessary and reasonable procedures are followed by the parties involved, if they still
cannot be obtained, the expenditure proof form should be attached.)

For the smooth processing of expense reimbursement, please ask the traveler to carefully check each
item. Your cooperation is greatly appreciated.




