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National Chung Hsing University

Overseas Business Travel Expense Receipt Affixation Form nName:

Unit:

Receipt Pasting Line Remarks
Important reminders:
1. Claims for reimbursement of overseas travel expenses must be submitted within one month upon returning.
Please affix the receipts horizontally from left to right in chronological order.
2. Please attach a photocopy of the NSTC project application (for the overseas travel expenses section), or a
photocopy of the approval letter for changes to the travel plan (purpose), or a photocopy of the signed approval
for changes to the travel plan (personnel, number of people, frequency, duration, location, conference), or a
photocopy of the approved subsidy agreement.
3. Leave Application for Overseas Business Trip by Faculty (as it involves expense reimbursement, the business trip
period should include weekends and holidays).
4. Conference agenda or invitation letter (including conference name, date, and venue).
5. Please submit the following documents for reimbursement of airfare: flight ticket stubs or electronic tickets, proof
of purchase for international airline tickets, travel agency receipts or other sufficient evidence of ticket payment,
boarding pass stubs, a photocopy of your passport page showing the exit stamp, or a certificate issued by the Documents Attached
airline confirming your flight. No. of air tickets:
6. If you are traveling on a non-domestic flight, please attach an application form for traveling on a foreign carrier. |No. of advance pamts made
7. If the transportation fee certificate does not show the place of origin and destination, the user should fill in a note. |py travel agency: __ receipts
8. Please attach the standard table of daily living expenses for the destination of the business trip. For cities not No. of bus tickets:
listed in the standard table of daily living expenses, reimbursements will be based on the daily living expenses No. of forex receipwoof of
listed under “Other.” reference rate:
9. Please attach a foreign exchange receipt. For those who have not yet settled the foreign exchange, please attach  |Other documents: sheets
the Bank of Taiwan’s US dollar spot selling rate on the day before the departure date as proof of reference rate (if T
it is a holiday, please extend it to the day before).
10. The reimbursement of transportation expenses incurred during overnight stays, accommodation in free
dormitories, transit hotels, and the day of return to the home country shall be subject to a limitation of 30% of the
per diem allowance.
11. Please attach the original receipt for the registration fee and a copy of the credit card statement showing the
registration fee payment. If the local currency does not have a Bank of Taiwan’s spot selling exchange rate, the
cash selling rate shall be used as the basis of reference.
12. Please attach the original receipt for the insurance premium and a detailed list of insurance coverage and items

(up to a maximum of NT$4 million). The premium and coverage shall not exceed the standard fees of
Inter-entity Supply Contract.




