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明志科技大學
Ming Chi University of Technology
[bookmark: _Hlk70869794]教師國內短期進修實施辦法
Guidelines for Short-Term Domestic Further Education of Academic Staff
95.06.30校務會議制定
Established by the University Council Meeting on 2006.06.30
111.01.19校務會議修訂
Amended by the University Council Meeting on 2022.01.19
第一條　目的
[bookmark: _Toc115214428]Article 1	Objective/Purpose
為增進教師專業知識及實務技能，提昇教學、研究與輔導績效，訂定「教師國內短期進修實施辦法」（以下簡稱本辦法）。
The “Guidelines for Short-Term Domestic Further Education of Academic Staff” (hereinafter called these “Guidelines”) is established to improve the professional knowledge and practical skills of academic staff so as to improve their teaching, research, and student advising performance.
第二條　進修申請範圍
[bookmark: _Toc115214429]Article 2	Scope of Application for Further Education
凡專任教師為加強教學、研究與輔導之需要，不影響正常教學與行政為原則，均得申請參加國內與課程或專長有關之訓練、研習或學術活動。
All full-time academic staff may apply for participation in domestic training, study, or academic activities in relation to the courses they offer or their areas of specialization without affecting normal teaching and administrative activities for the need to improve teaching, research, and student advising capabilities.
第三條　進修申請程序
[bookmark: _Toc115214430]Article 3	Procedures for Application
教師短期進修申請程序如下：
The procedures for applying for short-term further education of academic staff are as follows:
一、申請人應於進修日三天前填妥「明志核簽流程系統」之「國際會議暨校外研習申請表」送各系主任（通識教育中心各組召集人，以下簡稱系級主管）、院長（通識教育中心中心主任，以下簡稱院級主管）同意。如因主辦單位活動報名公告時程延宕，以致於無法三天前為院長同意，請檢具原因簽辦報備。電子簽核之申請表經送人事室立案、教務處會簽後，陳校長核准，事後申請概不立案補助。
1.	Applicants shall fill in the “Application for Attending International Conferences and Off-Campus Training” over the “MCUT Request for Approval System” to deliver the application to the department chairs (conveners of all sections of the General Education Center, hereinafter called the “Department-Level Director”) and the college dean (Director of General Education Center, hereinafter called the “College-Level Director”) to apply for approval three days weeks before the further education. For failure to obtain the approval of the college-level director three days in advance for the organizer’s delay in announcing the registration notice, applicants shall state the reasons to apply for subsidization. After the preliminary evaluation and file opening of the Personnel Office and the countersigning of the Office of Academic Affairs, the e-application shall be submitted to the president for approval. No applications after the deadline will be considered.
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.	When applying for funding through the Higher Education Sprout Project, applicants shall fill in the “Application for Higher Education Sprout Project Activities” in advance. After obtaining approval, applicants may proceed with the above application procedures.
[bookmark: _Hlk67146496]三、各系級主管、院級主管應針對進修計畫、進修項目與教學相關性、預期效果、預算運用及課程調動因素審查簽核。
3.	Department-level directors and college-level directors shall evaluate the relevance of the further education plans and further education items with teaching, the projected effect, budget utilization, and course rescheduling before approval.
四、進修期間教師自行辦理公出或出差手續，有課之教師應於進修前完成調補課申請。
4.	During the further education, academic staff shall complete the procedures for duty-related leave or business trips independently. After completion, teaching staff shall arrange make-up classes for the classes skipped during further education.
第四條　進修費用補助
[bookmark: _Toc115214431]Article 4	Subsidization for Further Education
[bookmark: _Hlk61275351]一、支用教育部獎補助款每人每一年度補助3次，支用高教深耕計畫經費補助者次數不限；費用補助每次以二萬元為限，但為配合學校發展，經陳校長核准者，不在此限。費用一萬元以上者，應先送校教評會議審議（配合校教評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.	Application for MOE funding (subsidization) shall be limited to three times each person in each academic year, and there is no limit on times for application for funding under the Higher Education Sprout Project. The budget limit shall be NT$20,000 each time, except for further education coordinating with school development and with the president’s approval. Budgets over NT$10,000 shall be evaluated by the university FEC meeting (in coordination with the holding time of the university FEC meeting, the evaluation may be conducted after the further education, provided, that the reasons shall be stated in a request for approval in advance). Application for MOE funding shall be written off with valid receipts in accordance with the standards stated in the “Directions for Approval, Allocation, and Application for MOE Funding for Overall Development of Private Colleges of Technology.” Application for funding under the Higher Education Sprout Project shall be written off with valid receipts in accordance with the standards stated in the “Directions for Approval, Disbursement, Settlement, and Reporting of MOE Funding (Donation) and Project Funds.”
二、補助項目：
2.	Funding items
　　（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 fee: Written off with the official receipts, limited to the registration fee required by the organizer.
　　（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)	Travel expenses: Limited to long-distance transportation only. Written off with the receipts of Taiwan High Speed Rail, Taiwan Railway Administration, or highway coaches. Claiming for taxi fare shall not be considered.
　　（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)	Accommodations: Applicants may apply for accommodations when the target location is over 60km away from MCUT. The maximum amount shall be subject to the Travel Expense Claiming Amounts and Standards for Domestic Business Trips of Civil Services of 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.	Claiming or miscellaneous expenses and meal expenses or using private cars for duty-related mission shall be considered. If accommodations (either free or included in the registration fee) are arranged by the organizer, claiming for accommodations shall not be considered. When the actual expense is higher than the budget, applicants shall write off with the approved budget or state the reasons with a request for approval before writing off with approval.
四、進修費用補助以獎補助款及高教深耕計畫優先支用，其次為教師產學合作計畫及國科會計畫等外部經費，前述經費無法支應始得支用教師個人研究基金。
4.	Priority for funding continuing education expenses should be given to award subsidies and Higher Education Sprout Project, followed by external funds such as academic staff's industry-academia cooperation projects and NSTC projects. Only when these funds are insufficient can the personal research funds of academic staff be utilized.
第五條　進修成效檢討
[bookmark: _Toc115214432]Article 5	Efficacy Review of Further Education
一、教師應於進修後四周內（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申請表」，併同短期進修成果報告、單據黏貼單（檢附單據正本），依本校經費核銷程序辦理陳核，逾期不予補助。
1.	Academic staff shall print the approved “Application for Closure of International Conferences and Off-Campus Training” and submit it with Short-Term Further Education Achievement Report and Receipt Attachment Form (use the original copy of all receipts) within four weeks after further education to apply for write-off according to the relevant procedures. Late applications for write-off shall not be considered.
二、配合會計室獎補助款、高教深耕計畫會計關帳作業，應依學期/年度於7月底及12月底之時間核銷，未於關帳日前辦理完成亦不補助。
2.	In response to the account closing of the MOE funding and Higher Education Sprout Project funds of the Accounting Office, write-off shall be applied for by the end of July and the end of December by semester or by accounting year. Applications made after the account closing date shall not be considered.
三、各系級主管視需要安排進修教師於系、組相關會議提出報告分享交流。
3.	All department-level directors may arrange academic staff present reports for sharing and exchange at the relevant department, section meetings.
第六條　進修證明存查
[bookmark: _Toc115214433]Article 6	Archival of Certification of Further Education
短期進修結束後應將進修申請表、進修報告及進修證明文件影本送各系、組存檔備查。
After the completion of short-term further education, academic staff shall deliver the photocopy of the application form, further education report, and certification of further education to all departments and sections for archival.
第七條　實施與修訂
[bookmark: _Toc115214434]Article 7	Implementation and Amendment
[bookmark: _Hlk491159296]本辦法經校務會議通過，陳校長核定後公布實施，修訂時亦同。
These Guidelines shall be promulgated and implemented after the passage of the University Council Meeting and the approval of the president. This shall apply to the amendments hereto. 


明志科技大學教師國內短期進修申請 (執行) 表※進修後：申請人→系級主管→院級主管→會計室→人事主任→教務長→校長→會計室→申請人。
※一式一聯：申請人→系級主管→院級主管→人事主任→教務長→校長→申請人。

	姓 名
	
	單 位
	
	職 級
	

	任教課程
	


	進修名稱
	 


	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

	進
修
計
畫
摘
要
	
	進
修
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
	
	

	系級主管
	費用超過10,000元，經  年  月  日系教評會審查通過。
	系級主管
	

	院級主管
	費用超過10,000元，經  年  月  日院教評會審查通過。
	院級主管
	

	人事主任
	核銷期限： 　 年 　 月  　日
□年度支用獎助補款第  次申請
□年度支用高教深耕經費第  次申請
費用超過10,000元，經  年  月  日校教評會審查通過。
	人事主任
	

	教務長
	
	教務長
	

	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。
每年限申請3次、每次上限二萬元。
表號：A220140117

Ming Chi University of Technology Application for (Implementation of) Domestic Short-Term Further Education of Academic Staff※After completion: Applicant → Department-level Director → College-level Director → Accounting Office → Personnel Director → Provost → President → Accounting Office → Applicant.
※One Copy: Applicant → Department-level Director → College-level Director → Personnel Director → Provost → President → Applicant.

	Name
	
	Unit
	
	Rank
	

	Couse(es) Taught
	


	Name of Further Education
	 


	Organizer
	

	Duration of Further Education
	From _________________ to _________________, ______ days in total.

	Place of Further Education
	(please state the country and city)

	Application Section
	Implementation Section

	Summary of Further Education Plan
	
	Summary of Further Education Contents 
	

	
	
	
	

	
	
	
	

	Budget
	Item
	Amount
	Fund Sources
	Actual Expenses
	Item
	Amount
	Fund Sources

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Total
	
	
	
	Total
	
	

	Department-Level Director
	Expenses over NT$10,000 evaluated and approved by the department FEC on _________________________.
	Department-Level Director
	

	College-Level Director
	Expenses over NT$10,000 evaluated and approved by the college FEC on _________________________.
	College-Level Director
	

	Director of Personnel Office
	Write-off Deadline: 
□____ time of application for MOE funding in the year.
□____ time of application for funding under the Higher Education Sprout Project in the year.
Expenses over NT$10,000 evaluated and approved by the university FEC on _____
	Director of Personnel Office
	

	Provost
	
	Provost
	

	President:
	
	President:
	


Note: No application for funding after the write-off deadline shall be considered. Early application for write-off is advised in coordination with account closing in July and December of each year.
Limited to 3 times a year, and the maximum of NT$20,000 each time.
Form: A220140117

明志科技大學教師國內短期進修成果報告
	主    題：

	報 告 人：                                     年   月   日
單    位：

	


表號：A220140217
Ming Chi University of Technology Short-Term Further Education Achievement Report 
	Topic: 

	Presenter:  	Date: 
Unit
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