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, Institute of Communications Engineering

The Notes for reimbursement of the travel expenses
(for students)
2025/07/01 updated

Registration Fee - Depends on the NSTC’s subsidy
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An application for reimbursement of expenses for participation in an international conference shall
be submitted with a copy of the conference agenda and a letter of invitation or acceptance, while a
reimbursement application for execution of international collaboration and off-site research shall be

submitted with a copy of daily itinerary or a letter of invitation.
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Payments for registration fees made before overseas travel shall be reimbursed based on the rate of
remittance on the day of payment. Payment for registration fees by credit card shall be reimbursed

based on credit card exchange rates.
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Foreign documents or payment receipts (e.g., for registration fees) printed online shall be stamped
with the applicant’s seal or signed by the applicant.
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Business travelers who have not completed a foreign exchange settlement before overseas travel
shall apply for expense reimbursement based on the spot offer rate of USD announced by the Bank
of Taiwan on the eve of departure for overseas travel (the last working day before the day of
departure). Those who have completed foreign exchange settlements before overseas travel shall
apply for reimbursement based on the exchange memo (remittance receipts).

Transportation-> Depends on the NSTC’s subsidy
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Airfare shall be subsidized for an economy class round-trip ticket. Please select the direct route
between Taiwan and the location of the conference. Please note that Taiwanese Airlines (China
Airlines, EVA Air, Mandarin Airlines, Tigerair Taiwan, UNI Air, STARLUX Airlines) is the first priority.
If you have other reasons to select a foreign airline, please submit the “Application Form for Taking

International Airlines on Overseas Business Trips” with the reimbursement.
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Travel expenses for public transportation in a city during an overseas business trip shall be
reimbursed under the category of daily living allowance. An additional reimbursement of

transportation fees is not allowed.

Living Expenses - Depends on the advisor’s or NSTC’s subsidy.

Reimbursement

Please submit the following documents for the reimbursement of the travel expenses:

1. The Approval sheet of the online student leave application
** Please refer to the notes “How to apply for the Student Abroad Business Trip?” on the webpage
** Please submit the form at least 5 working days before your travel.

2. NSYSU Student Take a Business Trip Application Form

** Please refer to the notes “How to apply for the Student Abroad Business Trip?” on the webpage

** Please submit the form at least 5 working days before your travel.

The NSTC Subsidy Letter (If you don’t get the subsidy, you don’t need to submit this.)

a copy of the conference agenda

a letter of conference paper acceptance

the receipt of the registration fee
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Application Form for Taking International Airlines on Overseas Business Trips (If you take a
Taiwanese flight, you don’t need to submit this.)

the electronic ticket or the flight itinerary

the receipt/invoice of the flight expense

(If the flight company combine the electronic ticket and receipt/invoice in the same document,
please fill in the “Proof of Expense”.)

10. the flight boarding pass

11. the ticket for the local public transportation (ex: Kaohsiung <--> Airport)

12. the receipt for the visa fee

All the expenses must accompanied by an invoice/receipt. If there is no invoice/receipt, please provide

the information of the expense and fill out the “Proof of Expense”.

**|f the international conference held in Taiwan are classified as the domestic travel expenses.


https://ice.nsysu.edu.tw/static/file/209/1209/img/4200/StudentsBusinessTripApplication_Abroad202302.pdf
https://ice.nsysu.edu.tw/static/file/209/1209/img/4200/StudentsBusinessTripApplication_Abroad202302.pdf

<Domestic Business Trip>

Transportation
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A copy of T Express Mobile Ticket Proof of Purchase submitted for reimbursement of travel expenses

shall be stamped with the applicant’s seal.
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If traveling by public transport, please specify points of departure and arrival.

Accommodation
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Reimbursement of accommodation fees shall be made for an approved business trip scheduled for

more than one day.
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Reimbursement of accommodation fees shall be subject to the maximum standards of subsidy.

The max of accommodation expenses is NTS3,500 for weekdays and NTS$4,500 for holidays.

Please submit the invoice/receipt for accommodation expenses reimbursement. Don't forget to add

the university's tax number"76211194" on the invoice.
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Miscellaneous
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If the international conference held in Taiwan are classified as the domestic travel expenses.
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Miscellaneous expenses are not reimbursable if additional compensation (such as speech fees,

lecture fees or introduction fees,...) are paid for international conferences held in Taiwan.
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Participants who present papers at international conferences can apply for miscellaneous expenses.
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Reimbursement of miscellaneous fees(ex: taxi fee) shall be subject to the maximum standards of
subsidy. The max of accommodation expenses is NT$S400 per day. Please submit the invoice/receipt

for miscellaneous expenses reimbursement.
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Only 1/2 of the total amount of miscellaneous item of travel expenses shall be reimbursed for an

approved half-day business trip.



