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一、出差中国境内（中国大陆）Traveling within Mainland China
有关院内报批和报销所需的材料及具体要求，请见学院计财处提供的《汕头大学医学院外籍人员差旅费报销指南》（见附件）, 该指南最终解释权归计财处。由于规定时有变动，建议您出差前向给您分配任务的人/部门以及计财处确认细节。如有需要，由出访人所工作的教研室/实验室/部门协助完成以下手续。
With regards to requirements for internal approval and reimbursement, please refer to the Guidelines for Travel Expense Reimbursement of Foreign Personnel in Shantou University Medical College （attached）which is provided by the Department of Finance subject to change and shall be interpreted by the Financial Department only. As the regulations may change, you are advised to double check the details with the person / department that assigns the task and Department of Finance prior to departure. When necessary, your laboratory / department shall assist you in completing the following formalities.
二、出差中国境外（含港澳台）Traveling Outside Mainland China (Incl. HK, Macau & Taiwan)
所有材料提交至对外合作交流处，须同时提交纸质版以及电子版各一套。表格类材料电子版：WORD版和签字后的PDF扫描件；其他材料电子版：PDF扫描件。如有需要，由出访人所工作的教研室/实验室/部门协助完成以下手续。
All materials shall be submitted to SUMC International Office. Both hard copies and electronic copies are required. Requirements for electronic copies: both WORD files and scans of original copies in PDF for forms, and scanned copies in PDF for other electronic copies. When necessary, your laboratory / department shall assist you in completing the following formalities.
	（一）报批 Pre-Approval Application 
出访前至少3周完成院内报批手续，提交以下材料，网上公示5个工作日，公示期间无收到异议，申请人持私人证件出访。
By at least 3 weeks prior to departure, you shall complete the internal approval formalities and submit the following materials. The application will be publicized on the website for 5 working days. If there is no objection during the announcement, the applicant goes on the business trip with personal credentials.

	序号
No.
	所需提交文件
Documents need to be submitted
	具体要求
Specific Requirements

	1
	《汕头大学医学院因公出访人员申报表》（附件1）
SUMC Overseas Business Trip Application Form (Attachment 1)
	原件，正反面打印
Original copy with signatures. Double-sided printed.

	2
	《汕头大学医学院因公出访人员经费预算表》（附件2）
SUMC Business Trip Budget (Attachment 2)
	（1）原件Original copy with signatures.

（2）按计财处要求，需用中文或中英文填写 Required by the Dept. of Finance, the form should be completed in Chinese or Chinese & English.

（3）有关差旅补贴等标准和规定，详询计财处 Regarding travel allowances, please consult the Department of Finance.

	3
	邀请函
Invitation Letter
	须从出访目的地本土发出；须邀请人亲笔签名；使用邀请方公文纸（含联系方式、地址等信息）。
It must be sent from destination, personally signed by the inviter, and made with official letter of the inviter (including contact information, address, etc.).

	4
	日程安排
Schedule
	（1）须交亲笔签名纸质版 personally-signed hard copy
（2）中英文 made in both Chinese and English
（3）内容要求，见模板附件2《日程安排模板》See Attachment 2 Schedule Template for requirements.
（4）出访天数（含离、抵中国国境当日）: 按学院规定，非学术会议类的，所有教职工出访1国不得超过5天，出访2国不得超过8天，出访3国不超过10天。
Based on SUMC regulations for faculty and staff, except to attend academic meetings, duration of trip (including dates of exiting and re-entering the China border) should not exceed five days to visit one country, and should not be over eight days and ten days to two and three countries respectively in one trip.

	5
	背景材料
Other supporting materials
	包括会议简介、会议议程、论文摘要、合作协议等等。
Including meeting introduction, agenda, abstract, cooperation agreement, etc.

	6
	《汕头大学医学院员工因公出国（境）登记表》
（附件3）
SUMC Staff Business Trip Summary (Attachment 3)
	Excel电子版 
Excel Format

	（二）签证  Visa
出访人自行办理签证手续，汕医不参与外籍员工申办其他国家签证和港澳台签注的手续。
You shall arrange visa formalities on your own. SUMC will not participate in any formalities of application for visa of other countries and HK, Macau and Taiwan for foreign faculty and staff.

	(1)、出访人可向汕医人事处申请提供在职证明、向计财处申请提供工资单。
You may apply to the Department of Personnel and Department of Finance for the Certificate of Employment and Payroll respectively.
(2)、汕医不翻译、不背书、不盖章任何非本院出具的文件，如有需要，可找专业机构“汕头公证处”，请预留足够时间。
SUMC will not translate, endorse or stamp any document not issued by SUMC. If necessary, you may turn to a professional institution like “Shantou Notary Office”, and please reserve sufficient time. 
(3). 签证费、办理签证过程所产生的其他费用、公证费等是否可报销，须事先咨询经费负责人或上一级主管领导（如本人为经费负责人）及计财处。
With regards to whether the visa fee, other costs incurred in applying for visa and notarization costs can be reimbursed, you shall consult the budget holder or the manager of the budget holder (when you are the budget holder) and Department of Finance in advance.

	（三）回校登记 Return Report
出访回校1周内，须提交以下材料至对外合作交流处。
Within 1 week after you return, you shall submit the following materials to International Office.

	5
	《出访情况报告》(附件4)
SUMC Business Trip Report (Attachment 4)
	

	6
	出访活动照片
Visit photos
	数量不限，至少3张
3 photos or more.

	7
	护照主页、签证页及中国出入境记录页
Information page, visa page and exit & entry stamp page of passport
	

	8
	实际航班行程单
Actual flight itinerary
	

	9
	其他证明材料
Other proof materials
	因不可抗力原因滞留超期的，需提供有效的书面证明原件。
If you do not return as scheduled due to force majeure, an original certificate in writing shall be provided.

	（四）差旅费报销 Reimbursement Claim
出访归来后，持以下材料自行到计财处办理差旅费报销手续。请保存好登机牌及所有票据原件。报销天数，取批准天数和实际出访天数（以护照上中国边检出入境验讫章为准）两者之中最少者。
After return, you should contact the Department of Finance to process reimbursement formalities with the following documents. Please keep all boarding passes and original receipts. Reimbursed days depend on the less between approved days and actual days (subject to the exit and entry stamps by China in your passport).

	10
	《汕头大学医学院因公出国（境）费用报销单》（附件5）
SUMC Business Trip Expenses Claim Form

(Attachment 5)
	（1）原件Original copy with signatures.

（2）按计财处要求，需用中文填写 Required by the Dept. of Finance, the form should be completed in Chinese.

（3）有关差旅补贴等标准和规定，详询计财处 Regarding travel allowances, please consult the Department of Finance.

	11
	《汕头大学医学院因公出访人员申报表》（附件1）

SUMC Overseas Business Trip Application Form (Attachment 1)
	复印件Photocopies

	12
	《汕头大学医学院因公出访人员经费预算表》（附件2）
SUMC Business Trip Budget (Attachment 2)
	复印件Photocopies

	13
	护照主页、签证页及中国出入境记录页

Information page, visa page and exit & entry stamp page of passport
	复印件Photocopies

	14
	登机牌及所有票据原件

boarding passes and original receipts
	原件 Original copies

	15
	计财处要求的其他支撑材料

Other supporting materials required by the Department of Finance
	更多具体要求，请咨询学院计财处
Please consult the Department of Finance.

	备注：有关差旅费报批和报销所需的材料及具体要求，请见学院计财处提供的《汕头大学医学院外籍人员差旅费报销指南》（见附件）, 该报销指南最终解释权归计财处，由于规定时有变动，建议您出差前向给您分配任务的人/部门以及计财处确认细节。如有需要，由出访人所工作的教研室/实验室/部门协助完成以下手续。
With regards to requirements for internal approval and reimbursement, please refer to the Guidelines for Travel Expense Reimbursement of Foreign Personnel in Shantou University Medical College （attached）which is provided by the Department of Finance subject to change and shall be interpreted by the Financial Department only. As the regulations may change, you are advised to double check the details with the person / department that assigns the task and Department of Finance prior to departure. When necessary, your laboratory / department shall assist you in completing the following formalities.


注：所有附件可在该链接下载: http://www.med.stu.edu.cn/list-669.html。
Remark: All attachments are available for download at http://www.med.stu.edu.cn/list-669.html .
四、各相关部门地址、联系方式 Contact Information of Relevant Departments 

医学院各行政部门 Administrative Departments at SUMC

计财处：行政楼5楼，电话：88900412

Department of Finance: 5/F, Admin Building, Tel: 88900412

计财处处长室：行政楼6楼，电话：88900245

Office of Director, Department of Finance: 6/F, Admin Building, Tel: 88900245
教务处处长办公室： 行政楼6楼，电话：88900443

Office of Director, Teaching Department: 6/F, Admin Building, Tel: 88900443

科研处处长办公室：行政楼6楼，电话：88900313

Office of Director, Research Department: 6/F, Admin Building, Tel: 88900313

党政办公室：行政楼7楼，电话：88900211，88900410

Dean’s Office: 7/F, Admin Building, Tel: 88900211, 88900410

对外合作交流处：行政楼7楼，电话：88900469，邮箱：sumcinternational@stu.edu.cn
International Office: 7/F, Admin Building, Tel: 88900469, E-mail: sumcinternational@stu.edu.cn
汕头公证处 Shantou Notary Office
电话 Tel：(0754) 8846 0746

传真 Fax：(0754) 8817 9575

E-mail：gdstnpo@163.com

地址：汕头市龙湖区华山路16号1～3层 
Address: 1-3/F, No. 16 Huashan Road, Longhu District, Shantou.
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