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Chang Jung Christian University Faculty and Staff Official Travel
Expense Reporting Regulations
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Article I Chang Jung Christian University (hereinafter referred to as CJCU) has
formulated the Chang Jung Christian University Faculty and Staff Official
Travel Expense Reporting Regulations (hereinafter referred to as the
Regulations) to regulate faculty and staff reporting the official travel,

accommodation, and other expenses.
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Article I All CJCU faculty and staff shall provide a letter from the Ministry of
Education or related units for the official business and indicate their
application for official leave. The application shall be submitted to the

unit supervisor to be reviewed and approved by the Office of Human
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Article IV

Resources Development and the University President before the official
leave may be taken. Official leaves that are 5 days or less shall be
approved by the University Vice President, and those that are more than 5
days shall be approved by the University President.
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CJCU faculty and staff on official travel shall, in general, take public
transportation and report the transportation expense based on the fare
receipt of the public transportation. The starting and ending point of the
official travel shall be from CJCU to the business destination. If there is
no receipt being provided, it will be calculated based on the fare of the
Tze-Chiang Train.

For special reasons (such as inconvenient traffic), those who need to use
their personal transportation or fly or take the high-speed rail shall
indicate the mode of transportation on their official travel form. Except
for the University President and Vice President who may travel in
business class, all other faculty and staff are limited to traveling in
economy class. For those using their personal transport, in addition to the
freeway toll, the mileage subsidy is calculated at NT$5 per kilometer.

However, the subsidy amount shall not exceed the highest limit for public

transportation.
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CJCU faculty and staff whose official business may be completed on a

same-day trip shall not stay overnight. Daily miscellaneous travel
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expenses shall be provided for official travel to locations north of Chiayi
County (inclusive) and south of Pingtung County (inclusive).

The miscellancous expense is NT$400 per day per person.
Accommodation is NT$1800 per day per person, and a receipt for the
accommodation must be provided for reimbursement. Those without
receipt shall be reimbursed NT$400.
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Article V If the meals, accommodation, and transportatlon expenses are provided by
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the organizer, the expenses shall not be paid by CJCU.
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Article VI Those who need to accompany foreign guests on official travel shall be

specially approved in advance by the University President. Their
transportation and accommodation expenses shall be reimbursed
according to the actual receipts provided.
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Article VII At the end of their official travel, CJCU faculty and staff shall complete
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a travel expense report within 15 days after returning to school, and write
off the expenses in accordance with administrative procedures. The
report shall specify in detail the reason for the travel, the dates, and the
transportation. If there are special expenses such as taxis and
long-distance telephone charges, the reasons shall be specified and the

expenses itemized.
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Article VIII Except for academic research projects and industry-academia

collaboration projects, CJCU faculty and staff applying for official

travel shall attach relevant supporting documents for verification and

reimbursement. If there is no separate standard, official travels shall be



handled in accordance with the provisions of this Regulations.
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Article IX CJCU faculty and staff whose official travel did not comply with the
provisions of this Regulations due to special circumstances shall not be
accepted unless otherwise approved by the University President.
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Article X Faculty and staff expense reporting for official overseas travel,
accommodation, and travel insurance shall be based on the Amount Table
of Foreign Per Diem Allowance of Central Government Agency and the
Amount Table of Mainland, Hong Kong, and Macao Per Diem Allowance
of Central Government Agency, and separately applied to the University

President. However, the accommodation expense shall not exceed 70%

of the daily living expense in the area, and the expense report shall

include verification.
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Article XI This Regulations will be announced and implemented upon the approval

of the Administrative Meeting and the University President, and the same

shall apply for all amendments of the regulations.



