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Faculty members shall complete the Umver51ty s “Faculty Overseas Travel Application Form” and submit
the overseas travel application at least one month prior to departure in accordance with the applicable
regulations. After the application has been approved, faculty members shall apply for leave through the
attendance and leave management system and upload this application form as supporting documentation.
Faculty members may leave only after the leave application has been approved.
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When applying for overseas travel, teachers shall attach relevant supporting documents, such as an
invitation letter, letter of acceptance, conference or event agenda, a travel itinerary, an explanation of
course arrangements, and other supporting documents. For travel to Mainland China, teachers shall also
attach the University's Self-Checklist for Handling and Publicizing Cross-Strait Educational Exchange
Activities. Contact person: Office of International Affairs, ext. 3122.
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If teachers intend to apply for other related subsidies or funding programs (e.g., the Subsidy for Full-time
Teachers Attending International Conferences or Exhibitions administered by the Office of Research and
Development), such applications shall be submitted separately after the overseas travel application has
been approved
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After the overseas travel application has been approved, if there are any changes to the travel dates,
destination, purpose of overseas travel, or other important matters, faculty members shall apply for a
change or submit a new application in accordance with the applicable regulations prior to departure. No
changes may be made without prior approval.
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To avoid affecting teaching, faculty members applying for overseas travel for tourism or visiting family
members shall not travel during periods in which classes are in session and shall make such arrangements
during winter or summer vacations or other official school holidays. This restriction does not apply to
travel taken during marriage leave or travel approved by the University due to special circumstances.
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The number of days approved for a teacher’s overseas travel shall be based on the actual duration of
participation in the conference or activity, plus the necessary travel days for the outbound and return
journeys. The maximum number of travel days allowed for the round trip shall be as follows: up to 2 days
in total for travel to and from Asia; up to 3 days in total for travel to and from Australia, New Zealand, and
Oceania; up to 5 days in total for travel to and from Europe and North America; and up to 6 days in total
for travel to and from Central America, South America, and Africa.
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Personal Data Protection Statement:

The personal data collected through this form (C001: Identification of Individuals; C0034: Travel and Other Migration Details)
will be used for processing faculty travel abroad applications and retained for the period necessary to fulfill the purpose or
conduct related business. The data may be used in any geographical area. Failure to provide accurate and complete information
may prevent the application from being processed.

Pursuant to Article 3 of the Personal Data Protection Act, you may exercise your rights regarding your personal data by
contacting the Office of Human Resources at ext. 3025.



