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National Tsing Hua University Procedure for Expense Reimbursement of
Student Clubs (20200817)
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Reimbursement documents include: ENEIE S S
(1) Form for Attachment of Invoices ¥ .
and Receipts _ Travel request
(2) _Vallt_j recelpts_(mcll_Jdmg form for 1
invoices, receipts, tickets, students
purchase receipts...etc.)
(3) An achievement report for the
activity
(4) Forms (including sign-up sheets
for the activity and participants
lists...etc.)
(5) Receipts for payees (for
lecture/speaker fees)
(6) Travel expense reports, travel
request form (for travel expenses)
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To confirm whether a receipt or an
invoice is valid, please go on to the
Facebook fanpage of DSA discussion
forum for the guidelines of expense
reimbursement.
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A subsidized club submits
reimbursement documents.
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The reimbursement documents
are returned for correction
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The DSA examines whether the
form for attachment of invoices
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The reimbursement documents
are returned for correction
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and receipts and receipts are
valid.
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All invoice information has been
keyed into the NTHU accounting
system and all reimbursement
documents have been submitted to
the Office of Accounting.
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The Office of Accounting examines
whether the form for attachment of
invoices and receipts and receipts
are valid.
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The reimbursement has been made
by the Office of Accounting and the
Office of Cashier.




