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	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.



