國立臺南藝術大學因公派員出國旅費支應要點

Tainan National University of the Arts Directions Governing Expense Reimbursement of Official Overseas Trips by Personnel
Reviewed and approved by the 4th University Endowment Fund Management Committee Meeting of School Year 2005

Amendment approved by the 3rd University Endowment Fund Management Committee Meeting of School Year 2007
Amendment approved by the 2nd University Endowment Fund Management Committee Meeting of School Year 2015, March 30, 2016
Amendment approved by the 1st University Endowment Fund Management Committee Meeting of School Year 2016, October 13, 2016
Amendment approved by the 2nd University Endowment Fund Management Committee Meeting of School Year 2016, March 30, 2017

Amendment of Article 4 and 10 and addition of Appendix 3 in Article 4 approved by the 11th Administrative Meeting of School Year 2017, July 11, 2018

Article 1
The Directions were formulated by Tainan National University of the Arts (hereinafter referred to as “the University”) in accordance with Disposal Directions Governing Official Overseas Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools and Disposal Directions Governing Official Mainland China Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools to enhance international cultural exchange and to participate in international activities actively.
Article 2
Where there is a necessity for faculties of the University to go abroad (including Mainland China area), apply subsidies of the overseas trip expenses (including the trip expenses in Mainland China area) in accordance with the standards set in the Directions for the Overseas Travel Allowance Disbursement; the priority sequence is as following: 
1. An overseas trip plan which is necessary for official affairs with benefits to enhance the long-term development and academic professional quality of the University.

2. Agreement signing, overseas student recruitment and relationship development and exchange with partner schools based on the official needs.
3. Being invited to participate in an international conference, paper presentation or exhibition/performance.

4. Travel to a country that is able to gain worthwhile experience for study/visit, training, research and internship.

Article 3
Prepare and collect materials sufficiently for the overseas plan, make the travel plan in detail, consider the safety issue of the country to be visited, and the plan shall conform the following principles:
1. Avoid the same kind of plan which had been executed within the past three years unless necessary.
2. Make details of the study/visit and prepare the question list for the institutions/schools to be visited.

3. Members to be selected shall be familiar with the operation/business, possess the ability of related professions and language proficiency which is sufficient to complete the assignment.

4. Schedule the plan properly to not affect official affairs of the University.

5. Simplify the number of members and travel days and arrange the itinerary appropriately.   

6. Make the priority based on the importance related to the official affairs.

Article 4
To apply for annual plan (a travel plan during January to December of the coming year) of official overseas trip (excluding Mainland China area) of the University, submit the application in accordance with Directions for Preparation of Yearly Budget and Budget Estimates Preparing Notices made by Executive Yuan, and then it will be sent for annual budget implementation upon approval.
For annual plan of official Mainland China trips by Personnel, fill out Estimation Form for Plan of Official Mainland China (including Hong Kong and Macau) Trip by Personnel (as Appendix 1), Plan Category for Mainland China (including Hong Kong and Macau) Official Trip by Personnel (as Appendix 2), and Application of Travel Expenses for Official Overseas (including Mainland China and Hong Kong and Macau area) Trip by Personnel (as Appendix 3) and submit them to the Office of International Affairs by the end of November (for the plan to be executed during January to December of the coming year). 
For other overseas plan, fill out Application of Travel Expenses for Official Overseas (including Mainland China and Hong Kong and Macau area) Trip by Personnel (as Appendix 3) and Travel Expenses Proposal for Official Overseas Trip by Personnel and submit them to the Office of International Affairs by the end of May (for the plan to be executed during July to December) and by the end of November (for the plan to be executed during January to December of the coming year).
The Office of International Affairs is in charge of collecting and organizing aforementioned applications, and submits them for Review Committee of Promoting Academic Development of the University to review, hands in the result to the President to approve the amount of subsidy within the budget, and then inform the applicant (unit) about the result by the end of June and December.
Article 5
The application of overseas trip expenses for the academic research and exhibition/performance shall be submitted to the Ministry of Science and Technology first; submit the explanation to apply subsidy if the application is rejected or the fund is insufficient.
Article 6
The University may provide subsidies for annual overseas trip expenses within the budget for the following overseas travel plan of temporary official affair; the applicant shall provide the relevant proof and application form and submit them for the President’s approval in accordance with Procedure of Budget Using of the University.
1. Being invited to participate in an international conference or activity at short notice.

2. When there is an official necessity to go abroad for negotiation.

3. When a major incident happens overseas and it is necessary to go abroad to deal with it in an emergency.
4. When a major accident happens domestically and it is necessary to go abroad to arrange or procure to meet the needs in an emergency.

Article 7
Except for the international affairs designated by the University, the subsidies are available for up to three times or NT$200,000 per person and per year in principle (including to Mainland China).
Article 8
The faculties go for official affairs overseas shall travel on the dates and country or area as approved, and it is not allowed to transit to other country or area without permission.
Article 9
The approved travel plan shall be executed exactly, and if it is necessary to modify or change the plan for specific reasons, submit it for the President’s approval and then execute the plan within the originally approved budget, and this is limited for one time.

Article 10
Regarding to the overseas travel plan granted for subsidy based on the Directions, for Mainland China trip, submit the report within 3 weeks after returning to Taiwan in accordance with Disposal Directions Governing Official Mainland China Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools; for overseas trip (excluding Mainland China), submit the report within 2.5 months after returning to Taiwan in accordance with the Disposal Directions Governing Official Overseas Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools.
The overdue report will be taken as a factor when reviewing the subsidy application of overseas or Mainland China official trip for the current year or the next year. The applicant with the history of overdue report may be rejected.
Submit the aforementioned overseas report and Official Overseas Trip Report Check List (as Appendix 4) to the Office of International Affairs for countersignature, and after being approved by the President, the applicant needs to upload the report to “National Universities and Colleges Official Overseas Travel Report Network” of the Ministry of Education.
Article 11
The funds required by the Directions will be covered by the subsidy from the government and the Fund of Promoting Technology Research and Development. After being approved, the overseas plan shall be processed in accordance with Procedure of Budget Using of the University and the applicants shall complete the procedure of official leave.

Article 12
The Office of International Affairs is in charge of the President’s overseas official trip in accordance with relevant regulations. 
Article 13
All matters not covered in the Directions shall be handled in accordance with Disposal Directions Governing Official Overseas Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools and Disposal Directions Governing Official Mainland China Trips by Personnel of the Ministry of Education and Affiliated Agencies and Schools.
Article 14
The Directions will take effect after being passed by University Endowment Fund Management Committee and approved by the President. The same applies to any later amendments made.
Appendix 1
國立臺南藝術大學派員赴大陸地區（含港澳地區）計畫概算表

Tainan National University of the Arts Estimation Form for Plan of Official Mainland China (including Hong Kong and Macau) Trip by Personnel
Year ______
	Title 
	

	Specific Goal
	

	Description of the item and  practical needs of the University
	

	Organization and person  to be visited
	

	Project Director and the Unit

Duration and length 
Number of members
	_____Department/College/_______(Teacher’s name)
MM/YYYY to MM/YYYY, ___ days
Proposed number of members (including the director): ___

	Fund Estimation (including international flight ticket, daily living expenses, and please provide the calculation formula)
	

	Work content (including the location, organization and person and purpose for the visit)
	

	Review Recommendation
	

	Remarks
	


 Note: one page for one overseas plan only.

Appendix 2
國立臺南藝術大學派員赴大陸（含港澳地區）計畫類別表

Tainan National University of the Arts Plan Category for Mainland China (including Hong Kong and Macau) Official Trip by Personnel

Year____
	Title and filed code
	Proposed area
	Proposed organization
	Work Content
	Proposed duration
	Proposed number of days
	Proposed number of members 
	Estimation of travel expenses
	Budget Account
	If the organization had been visited within the past 3 years

	
	
	
	
	
	
	
	Transportation 
	Daily Living expenses
	Office expenses
	Total amount 
	
	Yes/No
	If yes, describe the content of the visit.

	1.Study
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2.Meeting
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3.Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note: 

1. Regarding to the filed code, please refer to GRB Form C of Commission Project Management Guideline by Affiliated Agencies of Executive Yuan.
2. Budget Account shall be filled in Work Plan in principle. For the title, fill in by the order of Study, Meeting and Other.

Applicant：                      Unit Director：             Unit Head (Dean)：

Appendix 3
國立臺南藝術大學公務出國報告審核表
National Tainan University of the Arts Official Overseas Trip Report Check List
	Overseas Trip Report Title：　　　　　　　　　　　　　　　　　　　　　　　　　　　　

	Applicant Name
(for more than 2 people, designate one as the representative)
	Position
	Service Unit

	　　　　　　　　　　　　　　
	　　　　　
	　　　　　　　　　　　　　　

	E-mail：
	Account：    Password： (本欄由國際交流中心填寫)

	Category
	(Study (Inspection (Visit (Meeting (Negotiation (Advanced Study (Research (Internship  
(Other      （For example: international conference, international competition, business, etc.）

	Duration: From DD/MM/YYYY to DD/MM/YYYY
	Date of Report Submission: DD/MM/YYYY 

	Approved amount: NT$
	Actual verified amount: NT$

	Self-check by the applicant
	Reviewed by the Office in Charge
	Item for Review

	   (
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
   (
	   (
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
	1. Submitting the overseas trip on time.
2. With a complete format (including purpose, process and feedback and suggestion)
3. Without plagiarism.
4. Containing sufficient and complete contents.
5. The suggestion is valuable for reference.
6. Submitting the report for the Office’s reference or research.
7. Submitting the report for the supervising agency’s reference. 
8. Returned for correction. Reason:
（1）Not consistent with the original overseas travel plan.
（2）Written in foreign language or only presenting data collected in foreign language.
（3）The contents are brief or do not cover the regulated items.
（4）All or some of the contents are plagiarized.
（5）The source of the cited information is not indicated.
（6）The digital file does not meet the required format.
（7）Failed to register the summary on the Network and upload the overseas travel report in digital file.
9. Besides uploading the report to Overseas Travel Report Network, the report will be publicized in one of the following ways:
（1）To hold a forum of overseas travel report and share the knowledge with colleagues.
（2）To present the report at the meeting of the Office.
（3）Other                    
10. Other opinions and methods：


	Signature of the applicant (for more than 2 people, designate one as the representative)
	Head of Department/College
	Office of International Affairs (Reviewed by the Office in Charge)
	Signature of the President or an authorized person.

	
	
	
	


Note:

1. The unit is allowed to add the content of items for review, and please keep this form in file after reviewing the report.
2. The operation of review shall be processed as soon as possible and it shall not affect the applicant to upload the report to Overseas Travel Report Network in principle.

Appendix 4
                國立臺南藝術大學因公派員出國旅費申請表

Tainan National University of the Arts Application of Travel Expenses for Official Overseas Trip by Personnel
	Name：
	Unit：
	Position：

	Application Date： DD/MM/YYYY
	Contact number：

	Title：

	Duration：
From MM/YYYY to MM/YYYY, ___ days in total
	Destination：

	Type of application: please check 

	
	1.An overseas trip plan which is necessary for official affairs with benefits to enhance the long-term development and academic professional quality of the University

	
	2. Travel to a country that is able to gain worthwhile experience for study/visit, training, research and internship.



	
	3. Being invited to participate in an international conference, paper presentation or exhibition/performance.


	
	4. Agreement signing, overseas student recruitment and relationship development and exchange with partner schools based on the official needs.

	
	5. Temporary plan to travel abroad.

	if the plan has been granted for subsidy by organizations other than the University:

	□Yes
	Organization of subsidy：
	Amount of subsidy：

	□No
	Organization that has been applied for：
	Reason not to apply yet：

	_____ (number) plans that had been granted for subsidy of overseas trip expenses of the University this year with total amount NT$____ (including the plan of Mainland China trip by Personnel)

	Items and amount for this application of subsidy: NT$____
1. Transportation：Airfare NT$_____ and Long-distance Transportation NT$______。              

2. Daily Miscellaneous Allowance：NT$____。          

3. Office Expense：NT$______。

	Result：□ Approved □ Disapproved □ Approved after being amended.（for International Exchange Center to check after being reviewed by the Committee）

Amount of subsidy: NTD___。（The amount of subsidy will be approved within the budget by the President）

	Attachment: 1. Detailed overseas travel plan.  2. Breakdown of the subsidy. 3. Documents that had been submitted to other organization for application but failed (it is allowed to make up before traveling abroad.)

	Applicant and Unit Director
	Unit Head (Dean)
	Office of International Affairs

	Accounting Office
	Chief Secretary
	President


Remarks:
1. For Mainland China trip, submit the report within 3 weeks after returning to Taiwan; for overseas trip, submit the report within 2.5 months after returning to Taiwan. After sending the report to the Office of International Affairs for countersignature and then to the President for approval, upload the report to “National Universities and Colleges Official Overseas Travel Report Network”.
2. To apply for Overseas Trip Expenses Project, please fill out Overseas Trip Application additionally and send it to Personnel Office for countersignature to be combined with the report for the President’s approval. 
No.：





No.：








