Students Abroad Business Trip Application (Nov. 2023 updated)
** Please note that students must apply for student leave and the business
trip application before the business trip at least 5 working days before your
business trip. Otherwise, students cannot reimburse the travel expenses.

1. Please apply for student leave online. (http://sis.nsysu.edu.tw)

sis.nsysu.edu.tw/en/
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Please select "official leave"
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Please upload the conference agenda/schedule as an attachment.
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Your student leave must be confirmed by the tutor, the department chair, and
the instructor (in case you have courses on that day). Before you print it out,
please make sure the confirmed fields show “ELiERY”; If it shows “FRHERL”, you
have to wait for their confirmation. By the way, if you don’t have any courses
on that day, you can ignore the field “confirmed by the instructor”.

** Please print out the student leave form after you finish the online
application.



2. Fill in the "NSYSU Student Take a Business Trip Application Form".
Download the form from the ICE webpage.

Fill in the required fields in the red frame. Don’t forget to collect the advisor’'s
signature as proof of approval. Then, sign your name at the bottom of the

form.
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3. Submit the following documents to the office at least 5 working days before
your business trip.
v "NSYSU Student Take a Business Trip Application Form"
(Download the form from the ICE webpage)
v “Student leave form”
(printout from the online application system)

4. Reimbursement
Please collect the receipts for the business trip. We should reimburse the
travel expenses within 15 days after the completion of the business trip.



