國 立 中 山 大 學

國內出差旅費報告表
                           Report on Expenses of Domestic Business Trip
	金    額amount                 
	預算科目budget code and name:
2301國內差旅費2301 Expenses of Domestic Business Trip

	拾
	萬
	千
	百
	十
	元
	

	
	
	
	
	
	
	新台幣（大寫）：
TWD 

	姓 名
name
	
	職稱
professional title
	
	職等
rank of position
	

	出差事由
purpose of the business trip
	

	中華民國　　　年　　月　　日 eq \o(\s\up  10(起),\s\do  5(止))共計　　日   附單據　　張
from ________ (YYYY/MM/DD) to ________ (YYYY/MM/DD, for ______ day(s)

number of attached receipts: _________ 

	月month
	
	
	
	
	
	

	日day
	
	
	
	
	
	

	起訖地點 locations
	
	
	
	
	
	

	工 作 記 要work summary 
	
	
	
	
	
	

	交通費
transportation
expense
	飛機及高鐵
airplane or 
high speed rail
	
	
	
	
	
	

	
	汽車及捷運
car and MRT
	
	
	
	
	
	

	
	火車train
	
	
	
	
	
	

	
	船舶ship
	
	
	
	
	
	

	
	公共自行車
Public bicycles
	
	
	
	
	
	

	
	自用或租賃汽車
Personal or rental car
	
	
	
	
	
	

	
	自用或租賃機車
personal or rental motorcycle
	
	
	
	
	
	

	住宿費
accommodation expense
	
	
	
	
	
	

	住宿費加計交通費

(套裝行程)
accommodation plus transportation expense (Package itinerary)
	
	
	
	
	
	

	雜費
miscellaneous fee
	
	
	
	
	
	

	單據號數
serial number of attached receipts
	
	
	
	
	
	

	總　計total of expenses
	
	
	
	 
	
	

	備　註notes
	
	
	
	
	
	

	出    差    人
applicant
	 計畫主持人
project 

principal investigator
	業務單位(系所主管)
supervisor of affiliated unit
	校長（授權主管）
President/
authorized supervisor

	
	
	
	

	主計室Office of Accounting
	人事室Office of Personnel Services
	

	
	
	


(主計室)114年01月01日修訂
Amended on January 01, 2025
註：1.「政府支出憑證處理要點」第3點規定，各機關員工向機關申請支付款項，應本誠信原則對所提出之支出憑證之支付事實真實性負責，如有不實應負相關責任。
Notes: 1. In accordance with Article 3 of the Guidelines on Handling Receipts for Reimbursement within Agencies, employees of 
individual agencies shall uphold the authenticity of payment and receipts when applying for reimbursement, and be liable for any falsification. 
    2.「1萬元以下」授權二級單位主管決行，「逾1萬元，15萬元以下」授權一級單位主管決行。
2. Applications for reimbursement under TWD 10,000 shall be approved by the second-level supervisor, and those between TWD 10,000 and 150,000 shall be approved by the first-level supervisor. 
身分證字號(ID)：


郵局帳號或銀行帳號Postal or Bank Account:








一
二

