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明志科技大學
Ming Chi University of Technology
[bookmark: _Hlk82591975]婚喪賀奠辦法
Guidelines for Wedding and Funeral Subsidies
93.08.01行政會議制定
Established by the University Administrative Meeting on 2004.08.01.
115.03.10行政會議修訂
Amended by the University Administrative Meeting on 2026.03.10.
第一條　目的
Article 1: Purpose
為使教職員工及其眷屬於發生婚喪時，申請本校賀奠品、賀奠金有所遵循，並減輕直屬主管賀奠金負擔，訂定「婚喪賀奠辦法」（以下簡稱本辦法）。
To provide a reference for academic and administrative staff and their dependents when applying for wedding and funeral sympathy gifts or subsidies from the school, and to alleviate the financial burden on the first-level supervisors for wedding and funeral expenses, these "Guidelines for Wedding and Funeral Subsidies" are established (hereinafter referred to as "these Guidelines").
第二條　適用對象
Article 2: Scope of Application
本校教職員工、定期契約（聘約）人員本人及其父母（教職員工結婚或入贅後，仍以親生父母為限，受收養者則為養父母）、配偶與未婚子女。
The Guidelines apply to the school's academic and administrative staff, contract personnel, their parents (limited to biological parents after the staff's marriage, adoptive parents for adopted individuals), spouses, and unmarried children.
第三條　學校賀奠項目及標準
Article 3: Wedding and Funeral Sympathy Gift Items and Standards
一、賀奠品：包括花籃、毛毯、棉被、涼被（組）、床罩（組）等五項，每項金額標準為新台幣2,000元。教職員工發生婚喪時，擇一申請。
1.	Wedding and sympathy gifts include five items: flower basket, blanket, quilt, cool quilt (set), and bed cover (set), with a standard amount of NT$2,000 for each item. Academic and administrative staff may choose one when experiencing a wedding or funeral.
二、賀奠金：以董事長名義統一致贈，賀金為新台幣3,200元，奠金為新台幣3,100元。
2.	Wedding and funeral subsidy will be uniformly presented in the name of the Chairman, with wedding subsidy being NT$3,200 and funeral subsidy NT$3,100.
第四條　補助各級直屬主管賀奠金標準
Article 4: Standards for Wedding and Funeral Subsidies to Direct Supervisors at All Levels
一、編制內教職員工（含佔編制約聘人員）發生婚喪賀奠時，依實際直屬主管人數申請補助至校長。補助各級直屬主管賀奠金額如下：（單位：元）
1.	When academic staff within the organizational structure (including contract personnel) experience a wedding or funeral, they may apply for subsidies for their actual number of direct supervisors up to the President. The subsidy amounts for wedding and funeral expenses for direct supervisors at all levels are as follows: (Unit: NT$)
	直屬主管

賀奠別
	組長
	系(所)、室、研究中心主任
	院（處）長、
副院(處)長、通識中心主任
	校長
副校長

	本人或子女
結婚
	1,600
	1,800
	2,000
	2,600

	本人喪葬
	1,500
	1,700
	1,900
	2,500

	父母、配偶
或子女喪葬
	1,300
	1,500
	1,700
	2,300



	Direct Supervisor

Wedding and Funeral Type
	Division Chief
	Department, Office, Research Center Director
	Dean, Associate Dean, General Education Center Director
	President, Vice President

	Personal or Child's Marriage
	1,600
	1,800
	2,000
	2,600

	Personal Funeral
	1,500
	1,700
	1,900
	2,500

	Parent, Spouse, or Child's Funeral
	1,300
	1,500
	1,700
	2,300


二、各級直屬主管（含代理）係指按行政組織系統直接督導或指揮當事人工作者。
2.	Direct supervisors at all levels (including acting supervisors) refer to those who directly supervise or command the concerned personnel according to the administrative organizational system.
三、定期契約（聘約）人員婚喪賀奠統由所屬主管代表致贈賀奠金（由單位自行決定補助之主管），其補助金額，賀金為新台幣2,200元，奠金為新台幣2,100元。
3.	Contract personnel's wedding and funeral subsidies will be presented by their respective supervisors on their behalf (the subsidizing supervisor to be decided by the unit itself), with the subsidy amount being NT$2,200 for weddings and NT$2,100 for funerals.
第五條　特殊適用對象及標準
Article 5: Special Applicable Subjects and Standards
一、因病或懷孕停薪留職者得比照在職人員申請。
1.	Those on leave without pay due to illness or pregnancy may apply in the same manner as active personnel.
二、本校教職員工或聘約人員二人以上發生同一喪葬事故或子女結婚時，本校僅賀奠其一，其共同之直屬主管則致送一份賀奠金（但非共同之直屬主管得分別賀奠），並由本校補助。
2.	If two or more academic or administrative staff or contract personnel experience the same funeral event or their children get married, the school will only offer wedding and funeral subsidy to one party, and their common direct supervisor will provide a subsidy (however, separate direct supervisors may offer subsidies separately), which will be subsidized by the school.
三、本校男女教職員工結婚時，可分別申請一份賀品及賀金，其共同之直屬主管可分別致送一份賀金，並由本校補助。
3.	When male and female academic and administrative staff get married, they may each apply for a set of wedding gifts and subsidy. Their common direct supervisor may provide a set of wedding subsidy separately, which will also be subsidized by the school.
四、教職員工及聘約人員之未滿18歲子女喪葬，僅得申請奠金 2,500元。
4.	For the funeral of children under 18 years of age of the academic or administrative staff and contract personnel, only an application for funeral subsidy of NT$2,500 is applicable.
五、教職員工及聘約人員之祖父母、曾祖父母或配偶之父母喪亡時，得申請一項奠品。
5.	When grandparents, great-grandparents, or the parents of a spouse of academic or administrative staff and contract personnel pass away, one may apply for a sympathy gift.
[bookmark: _Hlk491159296]第六條　申領手續
Article 6: Claim Procedures
由賀奠發生人或代理人填具「賀奠金申請單」（表號：A220270114），連同證明文件交所屬單位所指派之經辦人填妥補助各級直屬主管賀奠金額並由主管簽名，陳校長核簽並送人事室影印存檔後，正本送會計室辦理賀奠金，影本交總務處辦理賀奠品。總務處將所申領之補助金額交單位經辦人分別送各級主管親自簽收後，由總務處辦理核銷。經辦人領取賀奠金後，轉交給直屬主管，董事長致贈金額則轉交給申請人。
The individual experiencing the wedding or funeral event or their proxy must complete a "Wedding and Funeral Subsidies Application Form" (Form number: A220270114), along with proof documents submitted to the designated handling personnel of the respective department. The handling personnel will fill in the subsidy amount for direct supervisors at all levels and obtain the supervisor's signature. After the President's approval and photocopying for the Personnel Office's records, the original will be sent to the Accounting Office for processing the subsidies, and a copy to the Office of General Affairs for handling the gifts. The Office of General Affairs will pass the subsidy amount to the handling personnel of the respective department to be personally signed for by supervisors at each level, after which the Office of General Affairs will carry out the reimbursement. Once the handling personnel receives the subsidy, it is to be handed over to the direct supervisors, and the amount presented by the Chairman will be handed over to the applicant.
第七條　申請期限
Article 7: Claim Deadline
一、賀金（品）之申請應於結（訂）婚宴客日10天前提出，未宴客者應於結婚登記日起算一個月內提出，結婚或訂婚僅擇一次補助。
1.	Applications for wedding subsidy (gifts) should be submitted 10 days before the wedding (engagement) banquet. For those who do not hold a banquet, applications should be submitted within one month from the date of marriage registration. Only one wedding or engagement is subsidized.
二、奠金（品）之申請應於出殯日前提出。
2.	Applications for funeral subsidy (sympathy gifts) should be submitted before the funeral.
第八條　醫療優待之變更與取消
Article 8: Changes and Cancellation of Medical Privileges
一、女性正式人員婚後醫療優待眷屬得由父母變更為翁姑（公婆），除特殊狀況外不得再變更。
1.	Female official personnel may change their medical privilege dependents from parents to parents-in-law after marriage, and except under special circumstances, no further changes are permitted.
二、員工之子女結（訂）婚提出賀金申請陳核後，由人事室取消該子女長庚醫院醫療優待（以結婚日為生效日）。
2.	After the application for wedding subsidy has been submitted and approved for the employee's children's marriage (engagement), the Personnel Office will cancel the medical discounts at Chang Gung Memorial Hospital for that child (effective from the date of marriage).
第九條　實施與修訂
Article 9: Addendum
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。
These Guidelines shall be implemented after approval by the University Administrative Meeting and the President. The same process applies to any amendments.


明志科技大學賀(奠)金申請單
	申請人姓名
	
	職別
	
	編制屬性
	□正職     □聘約

	服務部門
	學院、處、室、中心             
	系、組

	類別
	當事人
	與申請人關係
	證明文件
	致贈項目
	致送日期
	送達地址

	□婚事宴客
結婚日：
(訂婚日：    )
	
	(為申請人之)
	□喜帖
	□花籃
□毛毯
□棉被
□涼被(組)
□床罩(組)
	
	校內致送領取

	□喪事
公祭日：
	
	
	□訃文、或
□死亡證明
	
	
	

	董事長致贈金額
	       元（1）
	申請人簽收
	

	補助直屬主管金額（2）正職人員
	職  稱
	姓  名
	金  額
	主管簽收

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	聘約人員（2）
	
	
	
	

	合 計 金 額
	（1）+（2）

	校長
	人事部門
	申請部門

	
	主  管
	
	經  辦
	
	院(處)長、室中心主任
	
	系主任
組長
	
	申請人
	
	經  辦
	

	備註：
1. 子女結婚或眷屬亡故者，人事室應註銷有關眷屬之就醫優待。註銷日期：
2. 依公保、勞保條例規定：被保險人之父母、配偶或子女死亡時，可請領「喪葬津貼」。有關申請應檢具之資料，申請人請洽人事室辦理。
3. 賀金(品)之申請應於結(訂)婚宴客日10天前提出，未宴客者應於結婚登記日起算一個月內提出，奠金(品)之申請應於出殯日前提出。
4. 補助直屬主管金額，請主管先行簽收，以便請款作業，領款後將補助款項交給相關主管。
5. 本表一式一聯，遞送程序：申請人→主管→人事室→校長→人事室→(影本)總務處→(正本)會計室。


表號：A220270114

Ming Chi University of Technology
Wedding and Funeral Subsidies Application Form
	Applicant
	
	Position
	
	Employment Status
	□Full-time □Contracted

	Department
	College, Division, Office, Center             
	Department, Division

	Category
	Person Concerned
	Relationship to Applicant
	Documentation
	Gift Item
	Delivery Date
	Delivery Address

	□Wedding Banquet
Wedding Date:
(Engagement Date:       )
	
	
	□Wedding Invitation
	□Flower Basket
□Blanket
□Quilt
□Cool Quilt (set)
□Bed Cover (set)
	
	On-campus

	□Funeral
Public Memorial Date:
	
	
	□Funeral Notice, or
□Death Certificate
	
	
	

	Chairman’s Gift Amount
	NT$         (1)
	Applicant's Signature
	

	Subsidy Amount for Direct Supervisors (2)
Full-time Staff
	Title
	Name
	Amount
	Supervisor’s Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Contract Staff (2)
	
	
	
	

	Total amount
	(1)+(2)

	President
	Personnel Office
	Application Department

	
	Supervisor
	
	Handling Personnel
	
	Dean, Office Director
	
	Chair, Division Chief
	
	Applicant
	
	Handling Personnel
	

	Notes:
1. For employees whose children get married or who lose family members, the Personnel Office should cancel the medical privileges of the related dependents. Cancellation Date:  ____________.
2. According to Public Insurance and Labor Insurance regulations: When the insured person’s parents, spouse, or children pass away, one may claim a “Funeral Grant”. For relevant application materials, please contact the Personnel Office.
3. Applications for wedding subsidy (gifts) should be submitted 10 days before the wedding (engagement) banquet. For those who do not hold a banquet, applications should be submitted within one month from the date of marriage registration. Applications for funeral subsidy (sympathy gifts) should be submitted before the funeral.
4. For the subsidy amount for direct supervisors, the supervisor should sign first for the disbursement process; after receiving the funds, the subsidy should be handed over to the related supervisor.
5. This form is in one copy, submission procedure: Applicant → Supervisor → Personnel Office → President → Personnel Office → (Copy) Office of General Affairs→ (Original) Accounting Office.
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