Kaohsiung Medical University Business Trip Expense Report Form
	Unit
	
	Identity Type
	Responsible Unit

	Traveller
	
	□Full-time/Part-time Faculty or Staff, Job Title: __________             
	→Human Resources Office

	
	
	□Full-time/Part-time Assistant (including scholarship students and temporary workers)
	→Human Resources Office

	Employee/
Student ID
	
	□Student (for non-travellers with the above identities)
	→Department Head/Each College

	
	
	□External Person (for non-travellers with the above identities)
	→Principal Investigator

	Reason for Business Trip
	

	Travel Dates
	R.O.C. Year ___ Month ___ Day ___ to
R.O.C. Year ___ Month ___ Day ___
	Total: ___ Days


	Date
	Start and End Location
	Work Notes
	Transportation Fees
	Accommodation Fees
	Meal and Miscellaneous Fees
	Others
	Total
	Remarks

	M
	D
	
	
	Type
	Amount
	
	
	
	
	

	  
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	

	Total Business Travel Expenses in New Taiwan Dollars： NT$        Full Amount


	Applying Unit
	Responsible Unit

	Traveler
	Unit Supervisor
	

	
	
	

	
	
	


Remarks:
1. This form must first be approved by the unit supervisor and then submitted to the responsible unit for official stamping. Faculty and staff on business trips must also attach an “Administrative Affairs Training Reflection Report.”

2. Please attach all related receipts (e.g., transportation tickets, accommodation invoices) in order on the designated voucher attachment sheet.

3. After obtaining the required stamps, submit the form to the Accounting Office as a "Payment Voucher" for reimbursement of travel expenses.

4. The responsible unit must review the following items:
(1) Whether the trip was approved
(2) Legitimacy and accuracy of the type of leave taken
(3) Whether the job grade used for travel reimbursement is appropriate

5. Students who are not part-time assistants, scholarship recipients, or temporary workers must have their business trip leave form, duly approved, reviewed by the applying unit's supervisor.

