YZU Reimbursement Form for Faculty/Staff Reporting Business Trip Abroad

	Name
	
	Service Unit
	
	Job Title
	

	Reason
	

	Source of funds
	In-school funding unit:______________ 

Out-of-school funding unit.:_______________

	From           to              ____days    ____pieces of relevant documents

	Month
	
	
	
	
	
	

	Date
	
	
	
	
	
	

	Location
	
	
	
	
	
	

	Content of Trip
	
	
	
	
	
	

	Transportation Expenses
	Plane
	
	
	
	
	
	

	
	Ferry / Ship
	
	
	
	
	
	

	
	Long Distance Transportation
	
	
	
	
	
	

	Living Expenses
	
	
	
	
	
	

	Office expenses
	Service charge
	
	
	
	
	
	

	
	Insurance fee
	
	
	
	
	
	

	
	Administrative Fee
	
	
	
	
	
	

	
	Registration fee
	
	
	
	
	
	

	
	Incidentals
	
	
	
	
	
	

	Total
	

	Additional Note
	

	Allocation of the 
subsidy sources
	

	Applicant
	Office Director
	College Dean
	Director of funding unit
	Person in charge of Personnel Office
	Accounting Personnel
	President
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