
1 

Guidelines for Applying for Reimbursement to the Ministry of Science and 

Technology 

 
I. The Guidelines for Applying for Reimbursement to the Ministry of Science and Technology is 

hereby established to facilitate the procedure of reimbursement application and set a standard 

for the receipts submitted for the application. 

II. Notices related to the reimbursement vouchers: 

1. Applicants may apply for reimbursement with the duplicate uniform invoices. 

A. Invoice title: I-Shou University 

B. Address: No.1, Sec. 1, Syuecheng Rd., Dashu District, Kaohsiung City 84001, 

Taiwan, R.O.C. 

2. The uniform number (No. 07927743) of the University shall be specified on the cash 

register uniform invoices, or the company seal used for the uniform invoices shall be 

affixed on the invoices, and applicants shall fill the uniform number of the University on 

the cash register uniform invoices. 

3. General receipts: 

A. The receipts issued by small-scale profit-seeking enterprises that are exempt from 

using the uniform invoices shall affix the seal with the company’s uniform number 

and the owner’s personal seal. The uniform number shall be filled in the invoice title 

on the receipts. 

B. Individuals who issue the receipts shall specify his/her ID card number, address and 

name on the receipts, and they shall affix the seal of the company and their personal 

seal. 

C. Detailed information including date, item, unit price and quantity shall be specified 

on the uniform invoices or receipts. Applicants shall specify detailed information on 

the cash register uniform invoices, and the principal investigator of the research 

project shall affix his/her signature on the invoices. 

D. To apply payment for temporary workers, speaking fee, personnel expenses of 

research projects sponsored by the National Science Council (NSC) and personnel 

expenses with receipts, the receipts submitted shall be specified with the recipients’ 

ID card number, address (permanent address), zip code and name (with personal seal 

affixed), and the photocopies of the recipients’ ID cards shall be submitted as well. 

(Applicants may directly apply for the wages of temporary workers on 

the Management System of Temporary Wages.) 

http://ap2.isu.edu.tw/pw/
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E. Please submit the complete triplicate uniform invoices when applying for 

reimbursement. 

III. Applicants shall submit all required receipts relevant to the research projects in duplicate when 

applying for reimbursement from NSC, and they may attach the receipts on the vouchers when 

applying for reimbursement from the University. 

IV. Applicants shall specify the payment method on the vouchers with receipts attached. 

V. Only receipts issued within the period of the research project shall be applied for 

reimbursement. 

VI. The principal investigator of the research project shall specify the reason with his/her signature 

affixed on the photocopies of the receipts when the photocopies are submitted for 

reimbursement application. 

VII. Applicants shall apply for reimbursement that is approved as self purchase items in the 

research plan pursuant to the Regulations on Small-scale Self Procurement at I-Shou 

University, and they shall attach the list of approved research grants or budget table when 

applying for reimbursement.  

VIII. Applicants shall conduct reimbursement application according to the items and amount listed 

in the list of approved research grants. Please refer to the Handbook of Applying for the 

National Science and Technology Development Fund and the Guidelines on the Management 

of Research Project Funding Granted by the National Science Council of the Executive Yuan 

for relevant regulations. 

    

Personnel Expenses 

1. Full-time and part-time assistants shall attach the resumes and the photocopy of relevant 

certificates when applying for personnel expenses for the first time. 

2. Assistants shall receive remuneration on a monthly basis. The maximum amount for assistants 

who apply for remuneration of several months at the same time shall not exceed NT$ 30,000. 

Information including months of remuneration given and the approved number for the research 

project shall be specified on the receipt. 

3. The amount table of remuneration given shall be attached when applying wages for temporary 

workers. 

4. Applicants shall attach the list of all personnel expenses with the list of reimbursement applied 

when conducting research project termination. 

5. The remuneration recipients shall affix their own signature and personal seal on the receipt. 

6. The procedures of appointing contract assistants shall be conducted pursuant to the Guidelines 

on the Appointment of Assistants for the Research Projects Granted by the National Science 

Council and The Amount Table for Remuneration Given to Assistants for the Research Projects 
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Granted by the National Science Council, and relevant information of the appointees shall be 

filled in the list of contract assistants for research projects at I-Shou University. The 

remuneration shall be given in accordance with the aforesaid regulations. 

Equipment Expenses  

1. Please fill in the registration form of newly purchased property when purchasing equipments 

using the equipment expenses. Applicants shall apply for reimbursement with the registration 

form attached on the original copy of the claim voucher after the registration is approved. 

2. Applicants shall attach one photocopy of all relevant forms on the voucher and attach all the 

original receipts on the A4 size claim voucher (in duplicate) if the equipment is purchased by 

the University. 

3. The purchase and installation of items or equipments (including computer facilities, 

peripherals and package software) with a useful life of two years or more and a value of NT$ 

10,000 or more shall be listed in the equipment expenses. Applicants shall attach the quotation 

from three different suppliers and attach the original copy of the quotation proposed by the 

supplier who won the tender. 

4. All books shall be submitted to the Library for property registration after purchase. 

5. The registration form of newly purchased property shall be specified with date, specification, 

amount, value and the approved number of the research projects. 

6. The principal investigator of the research project may apply for budget adjustment according 

to administrative procedures when necessary if the amount inflow from other items granted is 

less than 20% of the budget approved previously, or the amount outflow to other items is less 

than 30% of the budget approved previously. The principal investigator shall apply for the 

budget adjustment on the NSC Research Personnel Database, and the adjustment shall be 

applied only once. 

Other expenses 

1. The domestic trip allowance shall be applied pursuant to regulations relevant to the application 

of domestic trip allowance stipulated by the government. 

2. The domestic trip shall be divided into long-distance business trip and short-distance business 

trip. 

Long-distance business trip: The destination of the business trip is at areas north of Chiayi and 

the eastern part of Taiwan. 

Short-distance business trip: The destination of the business trip is at areas including Tainan 

City, Kaohsiung City, Pingtung City and Pingtung County. 

The maximum amount of meal fee for short-distance business trip is NT$ 240 per day. 

3. Applicants shall especially specify on the application form of going on a business trip if they 

plan to go on a business trip by airplane, and they shall apply for the airfare of the discount 
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price upon the approval. Applicants shall apply for reimbursing the transportation fee as the 

full fee of taking Kuo-Kuang Bus if they arrive in the destination by driving their own cars. 

4. Research assistants who go on a business trip shall apply for reimbursing the transportation fee 

as the fare of Chu-Kuang Express train. 

5. The processing fee collected by the postal office shall not be included when applying for 

reimbursing transportation fee. 

6. Applicants who go on a business trip overseas or attend international conferences shall apply 

for reimbursement pursuant to the letter of approval, and they shall submit the report of 

overseas business trip when apply for reimbursement. 

7. The samples of printed materials shall be attached when applying for printing expense for the 

research project. 

8. Computer lab fee (Applicants shall submit receipts issued by relevant units, and the receipts 

shall specify information including the fee standard, the number of actual hours used and the 

use of consumables.) 

9. Registration fee (the annual fee of academic society or the admission fee shall not be applied) 

and the premium for the personal accident insurance. Applicants shall take out the insurance 

only when it is deemed dangerous to carry out affairs relevant to the research project, and the 

insured value granted shall not exceed NT$ 4 million. 

10. Applicants shall submit relevant certificates and offprint of the paper presented when applying 

for paper presentation fee. Information of receiving grants from the NSC and the approved 

number of the research project shall be specified on the offprint. 

11. For personnel who attend trainings or lectures including seminars, workshops, symposiums or 

conferences, and the meal fee and accommodation fee is not covered by the organizer, the 

agencies where the personnel currently working at shall grant transportation fee, 

accommodation fee and 50% of the meal fee depending on actual situation. 

12. Applicants shall not apply for reimbursement for fees spent on office supplies such as 

laminating machines, staplers, table lamps, cabinets, shelves or calculators. 

13. Applicants shall attach the receipts and the list of items purchased to apply for reimbursement 

when the items are purchased in wholesale stores. 

14. The principal investigator of the research project may apply for budget adjustment according 

to administrative procedures when necessary if the amount inflow from other items granted is 

less than 20% of the budget approved previously, or the amount outflow to other items is less 

than 30% of the budget approved previously. The principal investigator shall apply for the 

budget adjustment on the NSC Research Personnel Database, and the adjustment shall be 

applied only once. 
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Note: In the event of any dispute or misunderstanding as to the interpretation of the language or 
terms of the Guidelines, the Chinese language version shall prevail. 


