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NCHU Accounting Voucher File Access Application Form

Application Date: / /

Reason for Access

Project Code

Project Title

Type of Case

(Note 1 & 2)

UAccess for assigned business or supervising case
OAccess for non-assigned business or non-supervising case

Access Method

(Note 4 & 5)

[ Viewing (limited to the voucher management area, not allowed to take
out)

O Photocopying (limited to the voucher management area, not allowed to
take out)

[] Retrieval (original must be returned to funding/entrusting unit; attach
proof)
U Others (specify: )

Voucher Access Details (add rows or attach appendix if needed)

Voucher Voucher
Fiscal Year Summary of Voucher Content
Date Number
Department
Applicant
> Name Verifying Unit (Note 2)
E_ Applicant Staff-in-charge
<
=
o Contact
S Staff-in-charge
= Number
Office of Accounting
Unit
Unit Supervisor
Supervisor

Document Division

(if already filed, must be countersigned)

President or

Records Manager Authorized Signatory
(Note 3)
Section Chief
Accounting Signature of Applicant

Voucher Manager

(upon receipt)

Voucher Access

Date

Voucher Refile Date

Notes:

1. Access and photocopying of accounting vouchers should relate to assigned duties. Authorization

letter required if delegated.

2. For non-assigned business or supervisory cases, prior approval from the responsible unit

supervisor is required.

3. Must be approved by the Accounting Office Director and President (or authorized signatory) in
accordance with regulations.

4. Do not alter, copy, annotate, take out, or tamper with vouchers unless authorized.

5. Personal data collected is strictly for stated purpose and managed securely.



NCHU Accounting Voucher Access Authorization Letter

Due to , the applicant Is unable to personally

handle the voucher file access, and hereby authorizes to do so on their behalf.

The accessed documents are only for the purpose stated in the application form.

To:

Office of Accounting

Authorized Applicant:
(Signature)

Authorized Representative:
(Signature)

Date: /



