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明志科技大學
Ming Chi University of Technology
[bookmark: _Hlk89346558]職員在職進修與研習辦法
Guidelines for In-Service Degree Programs and Seminars for Administrative Staff
93.06.08校務會議制定
Established by the University Council Meeting on 2004.06.08.
110.12.21行政會議修訂
Amended by the University Administrative Meeting on 2021.12.21.
第一章　總則
Chapter I: General Provisions
第一條　目的
Article 1: Purpose
為鼓勵本校編制內職員在職進修學位與研習，以提升行政能力與品質，訂定「職員在職進修與研習辦法」（以下簡稱本辦法）。
To encourage the academic and administrative staff within MCUT to participate in in-service degree programs and seminars, thereby enhancing administrative capabilities and quality, the "Guidelines for In-Service Degree Programs and Seminars for Administrative Staff" (hereinafter referred to as these Guidelines) are established.
第二條　經費來源
Article 2: Sources of Funding
補助經費來源優先使用外部資源，如政府獎補助款項、高教深耕計畫，若經費不足時由本校編列預算支應。
Priority shall be given to external resources, such as government grants and Higher Education Sprout Project, for funding subsidies. Should these funds be insufficient, the school will allocate the necessary budget.
第三條　進修與研習時機
Article 3: Timing of Degree Programs and Seminars
職員在職申請進修學位、學分或研習應與行政業務相關且對於工作職能提升有幫助，進修應限於夜間、假日等公餘時間，且不影響行政業務為原則。
[bookmark: _Hlk50123932]When administrative staff apply for in-service degree programs, credit courses, or seminars, these should be relevant to their administrative duties and beneficial for enhancing their job performance. Such educational pursuits should be undertaken during non-working hours, such as evenings or holidays, without affecting the staff’s administrative responsibilities.
第二章　在職進修學位
Chapter II: In-Service Degree Programs
第四條　進修學位申請資格
Article 4: Eligibility for Degree Program Enrollment
一、進修學士、碩士者須連續在本校任職滿三年以上（至進修日計），且近三年考績均為甲等以上。
1.	For bachelor’s and master's degree programs, the applicant must have been employed continuously at the school for over three years (up to the date of starting the program) and must have received a grade of A or higher in the performance evaluations for the past three years.
二、進修博士者須連續在本校任職滿六年以上（至進修日計），且近三年考績均為甲等以上。
2.	For doctoral degree programs, the applicant must have been employed continuously at the school for over six years (up to the date of starting the program) and must have received a grade of A or higher in the performance evaluations for the past three years.
三、申請進修學位經費補助者，近三年考績中，至少須有一年為良等以上，且無不良紀錄。
3.	Applicants seeking financial subsidies for degree programs must have received at least a B grade in one of the performance evaluations over the past three years and must not have any adverse records.
四、具申請進修學校（須教育部認可）入學資格者。
4.	The applicant must be eligible for admission to the educational institution offering the program (which must be recognized by the Ministry of Education).
[bookmark: _Hlk50123853][bookmark: _Hlk50124977]第五條　進修學位申請流程
Article 5: Application Procedure for Degree Programs
於每年七月底前，填寫「職員在職進修申請表」（表號： A220130115）及進修計畫，教學單位職員須經系、院會議審議，行政單位職員須經處室會議審議，再送行政會議審查通過後，陳校長核准。
[bookmark: _Hlk149650489]By the end of July each year, staff should complete the "In-Service Degree Program Application Form" (Form: A220130115) and submit a study plan. Academic staff must have their applications reviewed and approved by department and college meetings, while administrative staff must have their applications reviewed and approved by office meetings. After administrative meetings review and approve the applications, they are submitted to the President for final approval.
第六條　進修學位經費補助
Article 6: Subsidies for Degree Programs
一、經核准進修之人員，應於進修前填寫「職員進修學位合約書」（表號：A220130215）陳核後送人事室存查。
1.	Approved applicants must fill out the "In-Service Degree Program Contract" (Form: A220130215) for review before submitting it to the Personnel Office for filing.
二、進修補助期間以三學年為限，於每年四月及十月底前，憑繳費收據、成績單及進修報告表（表號：A220130315）、職員在職進修補助單據黏貼單（表號：A220130415）申請補助註冊費（不含保險費），但學業平均成績應及格，即博士80分以上、碩士70分以上、學士60分以上，經行政會議審查通過後予以補助，每學期補助上限學士25,000元、博碩士30,000元。
2.	The subsidy period for educational programs is limited to three academic years. By the end of April and October each year, applicants must submit payment receipts, transcripts, the "In-Service Degree Program Report Form" (Form: A020130315), and the "In-Service Degree Program Subsidy Documentation Attachment Form" (Form: A020130415) to apply for subsidies covering registration fees (excluding insurance fees). However, the applicant must pass with an average grade of 80 or above for doctoral programs, 70 or above for master's programs, and 60 or above for bachelor's programs. After review and approval by the administrative meeting, subsidies will be provided with a maximum limit of NT$25,000 per semester for bachelor's programs and NT$30,000 for master’s and doctoral programs.
第七條　進修學位之義務
Article 7: Obligations Associated with Degree Programs
一、職員進修同級學位，以一次為限。
1.	Staff may only participate in in-service degree programs of the same level once.
二、於進修期間，應遵守相關規定，對所指派之任務，不得以進修為由有所延宕。
2.	During the period of degree programs, staff must comply with relevant regulations and must not delay assigned tasks on the grounds of their studies.
三、完成或結束進修後，至少應留校服務時間為補助一年需服務一年，未接受補助一年需服務半年。
3.	After completing or terminating their degree programs, staff are required to serve at the school for a period equal to the duration of the subsidy received (one year of service for each year of subsidy received). For those who did not receive a subsidy, half a year of service is required for each year of study.
四、未遵守服務義務規定者，本校得永不錄用，並依進修合約書規定要求賠償，但以學校自有經費（不含教育部獎補助款或配合款）支應者為限。 
4.	Those who fail to fulfill their service obligations may be permanently disqualified from employment at the school, and may be required to compensate the school according to the terms of the study contract. However, this applies only to cases where the school has provided funding from its own resources (excluding grants or matching funds from the Ministry of Education).
第八條　取得學位規定
[bookmark: _Hlk50125249]Article 8: Degree Completion Requirements
職員完成進修取得學位後，應將畢業證書影本送人事室存查，不得以取得學位為由，要求調整職務或調薪。有關升等、調任應依本校「職員工職級晉升及調任辦法」辦理。
Upon completion of the degree program, staff must submit a copy of their diploma to the Personnel Office for filing. The acquisition of a degree should not be used as grounds for requesting a change in job duties or salary adjustment. Matters related to promotion or transfer should be handled in accordance with the school's "Guidelines for the Promotion and Transfer of Administrative Staff".
第三章　在職進修學分班
Chapter III: Credit Courses for In-Service Degree Programs
第九條　進修學分班申請資格
Article 9: Eligibility for Enrollment in Credit Courses
一、編制內職員連續在本校任職滿一年（至進修日計），且該學期未接受在職進修學位補助者。
1.	Administrative staff within the organization who have been continuously employed at this school for at least one year (calculated until the day of the in-service program), and who have not received subsidies for in-service degree programs in the same semester.
二、進修學分班應與業務或未來規劃進修學位之學校系（所）相關課程，同一期間以修二門課程為上限。
[bookmark: _Hlk50125621]2.	Enrollment in credit courses should be related to the staff’s current duties or future academic plans, and the number of courses taken during the same period should be limited to a maximum of two.
第十條　進修學分班申請流程
Article 10: Application Procedure for Credit Courses
於學分班報名前一個月，填寫「職員在職進修申請表」（表號：A220130115），並檢附進修學校提供之課表或相關證明，經所屬主管同意，送行政會議審查通過後，陳校長核准。
One month prior to enrolling in the credit course, fill out the “In-Service Degree Program Application Form” (Form No.: A220130115), and attach the timetable or related proof provided by the educational institution. After obtaining approval from the Dean and passing the review of the administrative meeting, submit it to the President for final approval.
第十一條　進修學分班經費補助
Article 11: Subsidies for Credit Courses
職員於完成學分班進修後，於每年四月及十月底前，憑繳費收據、成績單及進修報告表（表號：A220130315）申請補助學分費，但學業平均成績應達及格，即碩士70分以上、學士60分以上，經行政會議審查通過後予以補助，每學期補助上限學士12,500元、碩士15,000元。
[bookmark: _Hlk50125681]After completing the credit courses, staff can apply for subsidies for the course fees by the end of April and October each year. To apply, submit the payment receipt, transcript, and In-Service Degree Program Report Form (Form No.: A220130315). However, the average academic score must be a passing grade, namely 70 and above for master’s degree courses, and 60 and above for bachelor’s degree courses. After review and approval by the administrative meeting, subsidies will be granted, with a maximum subsidy per semester of NT$12,500 for bachelor's degree courses and NT$15,000 for master's degree courses.
第四章　在職研習
Chapter IV: In-Service Seminars
第十二條　研習申請
Article 12: Application for Seminars
本校編制內職員為提升行政專業能力，得申請與業務相關之研習，申請程序如下：
To enhance the professional administrative skills of administrative staff within the organization, they may apply to attend seminars relevant to their duties. The application process is as follows:
[bookmark: _Hlk88557151][bookmark: _Hlk88557291]一、申請人應於研習日前三天填妥「明志核簽流程系統」之「國際會議暨校外研習申請表」，送所屬一、二級主管審核（校內免費之講座成長研習活動免填）。如因主辦單位活動報名公告時程延宕，以致於無法三天前申請，請於研習日前檢具原因簽辦報備，事後申請概不立案補助。電子簽核之申請表經人事室會簽後，陳校長核准。主管應針對研習計畫、研習項目與業務相關性、預期效果、預算運用等因素簽註意見。
1.	Three days prior to the seminar, the applicant should complete the “International Conference and External Seminar Application Form” via the Ming Chi Approval Process System, and submit it for review by the Dean and Chair (free on-campus lectures and seminars are exempted from this requirement). If the event organizer delays the announcement of the registration timeline, making it impossible to apply three days in advance, please provide a written explanation for the delay and submit it for approval before the seminar. Late applications will not be accepted for subsidies. The application form, once co-signed by the Personnel Office and approved by the President, is then valid. Supervisors should provide comments on the relevance of the seminar plan and duties, expected outcomes, and budget utilization.
二、申請支用高教深耕計畫費用補助研習者，應預先填寫「高等教育深耕計畫活動申請書」簽核獲准後，始依上述程序辦理。
2.	For those applying for subsidies from the Higher Education Sprout Project, complete the “Higher Education Sprout Project Activity Application Form” and obtain approval before proceeding with the above application process.
三、主管應針對研習計畫、研習項目與業務相關性、預期效果、預算運用等因素簽註意見。
3.	Supervisors should provide comments on the relevance of the seminar plan and duties, expected outcomes, and budget utilization.
四、校外研習期間應事先辦理公出或出差手續。
4.	Proper procedures for official travel or business trips should be completed in advance for seminars held outside the school.
第十三條　研習費用補助
Article 13: Subsidies for Seminars
[bookmark: _Hlk61275351]一、支用教育部獎補助款每人每一年度補助2次，支用高教深耕計畫經費者次數不限；研習費用補助每次以二萬元為限。若對提高專業技能有特殊需求或配合學校發展所需者，經陳校長核准後，不受此限。費用一萬元以上者，應先送行政會議審議（配合行政會議召開時間得於進修後審議，但應事先簽辦敘明理由陳核）。支用獎補助款者依「教育部獎勵補助私立技專校院整體發展經費核配及申請要點」標準檢據核銷。支用高教深耕計畫經費者依「教育部補（捐）助及委辦經費核撥結報作業要點」標準檢據核銷。
1.	Subsidies from the Ministry of Education’s reward and subsidy funds are provided twice per person per academic year. For those utilizing funds from the Higher Education Sprout Project, there is no limit on the number of times they can receive subsidies; however, the subsidy for seminar fees is capped at NT$20,000 per instance. If there is a special need to enhance professional skills or meet the developmental needs of the school, exceptions can be made with the approval of President. For expenses exceeding NT$10,000, prior review by the administrative meeting is required (if the administrative meeting is not scheduled until after the seminar, prior approval with a detailed explanation is needed). Expenses from reward and subsidy funds should be reimbursed based on the standards and criteria set in “MOE Subsidy Directions for the Development of Private Universities and Colleges of Technology”. Expenses from the Higher Education Sprout Project funds should be reimbursed based on the standards and criteria set in “Operational Guidelines for the Allocation, Settlement, and Reporting of Subsidies and Commissioned Funds by the Ministry of Education”.
二、補助項目：
2.	Items eligible for subsidies:
　　（一）註冊費：憑收據報銷，以大會期間所需之註冊費用為限。
(1)	Registration fees: Reimbursement based on receipts, limited to the registration fees required for the duration of the event.
　　（二）交通費：以長程交通為限，憑高鐵、台鐵或公路客運憑證報銷，搭乘計程車之費用，不得報支。
(2)	Transportation fees: Limited to long-distance transportation. Reimbursement based on High-Speed Rail, Taiwan Railways, or intercity bus receipts. Taxi fares are not eligible for reimbursement.
　　（三）住宿費：出差地點距離本校所在地六十公里以上，且有住宿事實者得以報支，費用上限比照中央機關公務員工國內出差旅費報支數額表標準辦理。
(3)	Accommodation fees: Eligible for reimbursement when the seminar location is more than 60 kilometers away from the school and overnight accommodation is required. The reimbursement cap is in accordance with the standard reimbursement rates for domestic travel of civil servants in central government agencies.
三、不得報支雜費、膳費及私車公用，若主辦單位已提供住宿者（免費供應或已含在報名費內），則不得再報支。實際支出經費高於原預估經費時，應依照核定預算核銷，或簽辦說明增列預算獲准，始得以核銷。
3.	Miscellaneous expenses, meal costs, and private vehicle use for official business are not eligible for reimbursement. If accommodation is provided by the organizer (either free of charge or included in the registration fee), it cannot be claimed again. If the actual expenses exceed the original budget estimate, the expenses should be settled based on the approved budget, or additional budget approval must be obtained before reimbursement.
第十四條　研習報告與經費核銷
Article 14: Reporting and Expense Reimbursement for Seminars
[bookmark: _Hlk88557535]職員應於研習後四週內（遇假日得順延）列印電子簽核完成之「國際會議暨校外研習結案撤案申請表」，併同「職員研習成果報告」（表號：A220130615）與經費核銷一併陳核，逾期不予補助。
配合會計室獎補助款、高教深耕計畫關帳作業，應依學期/年度於7月底及12月底提早核銷，未於關帳日前辦理完成亦不補助。
Staff should print the “International Conference and External Seminar Case Closing and Withdrawal Application Form” completed via electronic signature within four weeks after the seminar (extensions allowed for holidays), and submit it along with the “Administrative Staff Seminar Outcome Report” (Form No.: A020130615) and expense reimbursement documents for review. Late submissions will not be eligible for subsidies.
To align with the Accounting Office’s closure of accounts for rewards, subsidies, and the Higher Education Sprout Project, settlements should be completed by the end of July and December of each semester/academic year. Applications not completed before the account closure date will not be eligible for subsidies.
第五章　附則
Chapter V: Addendum
第十五條　實施與修訂
Article 15: Implementation and Amendments
本辦法經行政會議通過，陳校長核定後公布實施，修訂時亦同。
[bookmark: _Hlk491159296]These Guidelines shall be implemented after approval by the administrative meeting and approval by President. The same applies to any amendments.



明志科技大學　　學年度職員在職進修申請表
	單   位
	
	姓   名
	

	職   級
	
	到職日期
	年    月    日

	最高學歷
	□專科　　□大學　　□研究所畢業

	進修方式
請勾選一種
	□進修學位1.□學士2.□碩士（在職班）3.□博士（在職班）
□修讀學分班

	進修學校
	

	進修系所
	

	進修期間
	自    年   月   日至    年   月   日（計　年　月）

	二級或系級主管
	
	申請人
	

	一級或院級主管
	

	人 事 室
資格審查
	1.在本校服務年資：      年      月（計至進修日止）
2.最近三年考績（依時間先後為）：____、    、____等
3.其他：_______________________________________
　　　　　　　　　　　　　　人事主任：

	行政會議
審    查
	審查意見：□通過
　　　　　□不通過，原因：　　　　　　　　　　　　　　　　
　　　　　　　　　　　　　　　　　　　　　　　
　　　　　　　　　　　　　　人事主任：
（檢附系、院、處室會議紀錄）

	校    長
	


表號：A220130115


Ming Chi University of Technology
______ Academic Year Administrative Staff In-Service Degree Program Application Form
	Department/ Unit
	
	Name
	

	Position/Title
	
	Date of Employment
	

	Education
	□Junior College □Bachelor's Degree □Master's Degree

	Select One Degree Program
	□Pursuing a degree: 1. □Bachelor's 2. □Master's (part-time program) 3. □PhD (part-time program)
□Credit courses

	Institution for the Program
	

	Department
	

	Period
	From _____________ to _____________ (a total of ____ years ____ months)

	Chair or Division Chief
	
	Applicant
	

	Dean or Director
	

	Review by Personnel Office
	1. Years of Service at MCUT: _____ years _____ months (calculated up to the date of start date of degree program).
2. Performance Evaluations for the Last Three Years (in chronological order): ____, ____, ____.
3. Other: _____________________________________
Personnel Office Director:

	Review by University Administrative Meeting
	Review Comments: □Approved.
□Not Approved, Reason: _________________________.
　　　　　　　　　　　　　　　　　　　　　　　
Personnel Office Director:
(Attached: Minutes of Department/College/Office Meeting)

	President
	


Form: A220130115


明志科技大學職員進修學位合約書
立合約書人            （以下簡稱乙方），經明志科技大學（以下簡稱甲方）核准進修。並同意簽訂本合約書，遵守下列規定。
第一條　乙方進修期間，願遵守甲方及進修機構之有關規定，依照進修項目，虛心學習。
第二條  進修機構名稱：
第三條  進修項目及學位：
第四條  預定進修期限：自    年    月    日至    年    月    日
（計　年  月，補助以3年為限）
第五條　乙方應於進修期滿，每補助一年需服務一年，未接受補助一年需服務半年。
第六條　乙方如在取得進修學位之前，或服務未滿第五條所訂期限主動辭職、離職或被解聘者，應同意繳回進修期間接受之補助金額，其金額按服務未滿之月數比例計算，一次繳付甲方，絕無異議，但以學校自有經費(不含教育部獎補助款或配合款)支應者為限，未遵守服務義務規定者，本校得永不錄用。
第七條　進修人員完成進修，取得學位後，不得以取得學位為由，要求調整職務或調薪。有關升等、調任應依本校「職員工晉升及調任辦法」辦理。
第八條　本合約書一式二份，由甲、乙雙方各收執乙份為憑，並自簽訂之日起生效。
第九條　如因本合約書爭訟，雙方同意以台北地方法院為第一審管轄法院。


    甲方：明志科技大學
          校    長：
          統一編號：35701534
          地    址：新北市泰山區工專路84號

    乙方：                       （簽名及蓋章）
          身分證編號：
          住      址：
          電      話：

中華民國年月日

表號：A220130215


Ming Chi University of Technology
In-Service Degree Program Contract
This contract is entered into by and between the undersigned party ____________ (hereinafter referred to as Party B), who has been approved for further study by Ming Chi University of Technology (hereinafter referred to as Party A), and agrees to sign this contract and comply with the following terms and conditions.
Article 1	During the period of further study, Party B agrees to comply with the regulations of both Party A and the educational institution, and to study diligently in accordance with the degree program.
Article 2	Name of Educational Institution:
Article 3	Program of Study and Degree:
Article 4	Planned Period of Study: From ____________ to ____________
(Totaling ___ years and ___ months, with a subsidy limit of 3 years)
Article 5	Upon completion of the study program, Party B is required to serve one year for every year of subsidy received, and half a year for every unsubsidized year.
Article 6	If Party B resigns, leaves the job, or is dismissed before obtaining the degree, or before fulfilling the service period stipulated in Article 5, Party B agrees to repay the full amount of subsidies received during the study period. The amount to be repaid will be calculated proportionally based on the number of months of unfulfilled service, and is to be paid to Party A in one lump sum, without any objection. This clause is applicable only to subsidies provided from the school’s own funds (excluding subsidies or matching funds from the Ministry of Education). Failure to comply with the service obligation will result in permanent ineligibility for employment at the school.
Article 7	Upon completion of the study program and obtaining a degree, Party B may not request a change of position or a salary adjustment on the basis of having obtained the degree. Any promotion or reassignment shall be conducted in accordance with the school’s "Guidelines for the Promotion and Transfer of Administrative Staff."
Article 8	This contract is made in two copies, with Party A and Party B each retaining one copy as evidence. The contract shall become effective as of the date of signing.
Article 9	In the event of any dispute arising out of this contract, both parties agree to submit to the jurisdiction of the Taipei District Court as the court of first instance.


    Party A: Ming Chi University of Technology
          President:
          Business ID number: 35701534
          Address: No. 84, Gongzhuan Rd., Taishan Dist., New Taipei City

    Party B: ______________________ (Signature and Stamp)
          National ID Number:
          Address:
          Telephone:

Date: ________________

Form: A220130215


明志科技大學　　學年度職員在職進修報告表
	姓   名
	
	職   級
	

	單   位
	

	進修學校
系所
	

	進修期間
	自    年    月    日至    年    月    日

	進修方式
(請勾選一種)
	□ 進修學位       1.□學士 2.□碩士3.□博士
□ 進修學分班     1.□學士 2.□碩士

	進修報告
	檢附：1.□成績單 2.□學分證明 3.□其他_______
扼要敘述：




報告人簽名：

	二級或系級
主管
	

	一級或院級
主管
	

	人事主任
	

	校　長
	



本表存於人事室備查
表號：A220130315


Ming Chi University of Technology
______ Academic Year Administrative Staff In-Service Degree Program Report Form
	Name
	
	Position/Title
	

	Unit
	

	Field of Study at Educational Institution
	

	Period
	From ____________ to ____________

	Method of Study (Please select one):
	□Degree program       1. □Bachelor's 2. □Master's 3. □PhD
□Credit course         1. □Bachelor's 2. □Master's

	Study Report
	Attachments:
1. □Transcript 2. □Credit Certification 3. □Other_______
Brief Description:




Reporter's Signature:

	Chair/Division Chief
	

	Dean/Director
	

	Personnel Office Director
	

	President
	



This form is kept in the Personnel Office for future reference.
Form: A220130315


明志科技大學職員在職進修補助   單據黏貼單
學年       學期           □進修學位  □進修學分班
	單位
	
	姓        名
	

	學雜費合計
	
	申請補助金額
	

	學雜費繳款單收據正面黏貼處

	

	學生證正反面及成績單影本黏貼處

	


進修補助經費來源：□教育部整體發展獎補助款□本校編列預算(由人事室勾選)表號：A220130415
Ming Chi University of Technology
In-Service Degree Program Subsidy Documentation Attachment Form
Academic year ________ Semester ________ □Degree program □Credit course
	Unit
	
	Name
	

	Total Tuition and Fees
	
	Applied Subsidy Amount
	

	Area to Attach Copy of Tuition Fee Payment Receipt

	

	Area to Attach Copy of Both Sides of Student ID and Transcript

	


Source of Subsidy Funds for Study: □Ministry of Education Overall Development Grant □Budget Allocated by MCUT (to be checked by the Personnel Office)
Form: A220130415


明志科技大學職員研習申請 (執行) 表※一式一聯：（結案）申請人→二級或系級主管→一級或院級主管→會計室→人事室→校長→會計室→人事室（影印存查）→申請人。
※一式一聯：（申請）申請人→二級或系級主管→一級或院級主管→人事室→校長→申請人。（超過一萬元者請主管提報行政會議審議）

	姓 名
	
	單 位
	
	職 稱
	

	任職事項
	


	研習名稱
	 


	主辦單位
	

	進修期間
	自    年    月     日    至    年    月     日（共    日）

	上課地點
	                                                           （註明縣、市）

	申      請      欄
	執      行      欄

	研
習
計
畫
摘
要
	
	研
習
內
容
摘
要
	

	
	
	
	

	
	
	
	

	預計費用
	項目
	金額
	經費來源
	實際費用
	項目
	金額
	經費來源

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	合計
	
	
	
	合計
	
	

	二級或系級主管
	費用超過10,000元，經  年  月  日行政會議審查通過。
	二級或系級主管
	

	一級或院級主管
	
	一級或院級主管
	

	人事主任
	核銷期限： 　 年 　 月  　日
□年度支用獎勵補助款第  次申請
□年度支用高教深耕經費第  次申請
	人事主任
	

	校長
	
	校長
	


註：逾核銷期限者不予補助，每年7月及12月配合會計結帳，應依通知時間提早核銷。
表號：A220130515


Ming Chi University of Technology
Administrative Staff Seminars Application (Implementation) Form※One copy for: (For closing) Applicant → Chair/Division Chief → Dean/Director → Accounting Office → Personnel Office → President → Accounting Office → Personnel Office (for photocopying and future reference) → Applicant.
※One copy for: (For application) Applicant → Chair/Division Chief → Dean/Director → Personnel Office → President → Applicant. (For amounts exceeding NT$10,000, please have the supervisor submit for administrative meeting review.)

	Name
	
	Unit
	
	Position/Title
	

	Position Duty
	


	Seminar
	 


	Organizing Entity
	

	Period
	From ____________ to ____________ (a total of ____ days)

	Location
	___________________________________________ (specify county or city)

	Application Section
	Implementation Section

	Summary of Seminar Plan
	
	Summary of Seminar Content
	

	
	
	
	

	
	
	
	

	Estimated Expenses
	Item
	Amount
	Source of Funds
	Actual Expenses
	Item
	Amount
	Source of Funds

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Total
	
	
	
	Total
	
	

	Chair/ Division Chief
	The expenses are more than NT$10,000, and has been reviewed and approved at the administrative meeting held on _________.
	Chair/ Division Chief
	

	Dean/ Director
	
	Dean/ Director
	

	Personnel Office Director
	Deadline for Expense Reimbursement: ________________
□Application for the _____ time for the use of annual incentive grant.
□Application for the _____ time for the use of Higher Education Sprout Project funds for the year.
	Personnel Office Director
	

	President
	
	President
	


Note: Subsidies will not be provided for applications submitted after the reimbursement deadline. Accounting closings are held in July and December each year, so reimbursements should be submitted early according to notification times.
Form: A220130515
明志科技大學職員研習成果報告
	主    題：

	報 告 人：                                     年   月   日
單    位：

	


表號：A220130615


Ming Chi University of Technology
Administrative Staff Seminar Outcome Report
	Topic:

	Reporter:                              Date: _____________
Unit:

	


Form: A220130615
職員在職進修與研習辦法23

Guidelines for In-Service Degree Programs and Seminars for Administrative Staff
0

職員在職進修與研習辦法23
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