國立東華大學補助【本校師生赴海外實習/移地教學】經費核銷

	壹、核銷文件
A.每人檢附一份
1.國立東華大學國外出差旅費報告表
2.已陳核之請假單或出差單影本(學生免繳)
3.電子機票(限經濟艙)
4.機票購票證明/旅行業代收轉付收據(抬頭：國立東華大學；統編08153719)(自行刷卡購買者免繳，惟電子機票上須有機票價格)
5.登機證存根黏貼於A4白紙(如遺失請申請航空公司搭機證明)
6.搭乘外國籍航空公司班機申請書(搭乘本國籍班機如華航、長榮及星宇者，免填。)
7.銀行/郵局存摺影本(若非郵局或台企銀帳戶，將扣除30元手續費)
8.收據單
9.保險收據正本(保費額度)(不報銷保險費者可免附)
10.請領禮品交交際費者，每日至多600元，檢附國內外收據，國內收據須附本校統編，日期須在出國日之前。
B.一個計畫檢附一份
1.成果報告書(電子檔寄送至issa@gms.ndhu.edu.tw)
2.臺灣銀行歷史匯率表(列印單頁，並標明出國前一天美金賣出即期匯率)

3.所有團員之劃帳清冊(郵局/台企銀/其他銀行)
貳、注意事項
A.生活費計算方式

生活費日之數額(大陸/國外) × 出國天數 × 出國前一天美金賣出即期匯率(如遇假日往前順推)

2.出國天數計算方式

· 返國日以0.3計算，其餘以1計算。(例如出國6天，則出國天數為5.3)
· 交流期間供膳宿者，出國天數再乘以0.1計算。
· 交流期間供膳者，出國天數再乘以0.8計算

· 交流期間供宿者，出國天數再乘以0.3計算
3.總計金額若超過補助金額，請標明實支補助金額。

4.領款收據欄(具領人)，務請親自簽名。
5.核銷流程須於返國後一個月內完成。


Financial Reimbursement for National Dong Hwa University Overseas Internship/Education Project Subsidy

	I. Reimbursement Documents

A. Individual Submission (One Set per Participant)
1. National Dong Hwa University Overseas Travel Expense Report Form
2. Copy of Approved Vacation or Business Trip Form (Not required for students)

3. Electronic Ticket (Economy class only)

4. Proof of Ticket Purchase/Travel Agency Receipt (Header: National Dong Hwa University, Tax ID: 08153719. Not required for self-purchased tickets by credit card, but the ticket price must appear on the electronic ticket.)

5. Boarding Pass Stubs (Attached to A4 paper; if lost, provide proof from airline)

6. Foreign Airline Use Application Form (Not required if using Taiwanese airlines such as China Airlines or EVA Air)

7. Copy of Bank/Post Office Passbook (Non-Post Office or Taiwan Business Bank accounts are subject to a NT$30 handling fee)

8. Receipt Form
9. Insurance Receipt (insured amount) (not required if no claim is made)

10. Those claiming reimbursement for gifts or entertainment expenses may claim up to NT$600 per day, with receipts from both domestic and foreign sources required. Domestic receipts must include the university's tax ID number, and the date must be prior to the departure date.
B. Project Submission (One Set per Project)
1. Final Report (Electronic copy emailed to ice@gms.ndhu.edu.tw)

2. Taiwan Bank Historical Exchange Rate Table (Print one page and highlight the USD selling rate on the day before departure)

3. Bank Transfer Summary for All Participants (Post Office/Taiwan Business Bank/Other Banks)

II. Additional Notes

A. Calculation of Per Diem
Daily per diem rate (Mainland China/Other Countries) × Number of Travel Days ×USD selling rate on the day before departure (adjust for holidays by using the previous business day)

2. Calculation of Travel Days

· Return day counts as 0.3 day, other days as 1.0 day (e.g., for a 6-day trip, total travel days = 5.3)
· Travel days multiplied by 0.1 with meals and lodging provided

· Travel days multiplied by 0.8 with meals provided

· Travel days multiplied by 0.3 with lodging provided

3. If total expenses exceed the amount of subsidy, provide the exact amount of the subsidy requested.
4. Receipts must be signed by the payee.
5. Complete the reimbursement process within one month of your return to Taiwan.


