淡江大學覺生紀念圖書館
教師代購圖書資料支出明細表
Expense Statement of Book Purchased by faculty
	編號
(No.)
	書      名 (Title)
	冊數(Quantity)
	金額
(Amount)
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	合  計(Total)
	
	

	單位(Department)：
	

	教師 (Faculty)：
	

	單位主管 (Department Chair)：
	

	一級單位主管(Dean)：
	


注意事項：
1. 老師出國開會或參訪時，可代購會議論文或當年度出版之本館未典藏之新書，攜回報帳。每系所每年以美金一千元為原則。
2. 金額欄上，請註明購書之幣別。
3. 限當月報帳，逾期概不受理。支出明細表經主管簽核後，與圖書及收據或發票一併寄至圖書館採編組。
4. 聯絡電話：(02)2621-5656分機2294。
Attention
1. Faculty can purchase proceedings or publications issued on the same year during their oversea visiting or attending conference abroad. Those publications should be not hold by TKU library. The reimbursement is limited to US$1,000 for each department/school.
2. Please note the currency on the field of amount.
3. Reimbursement has to be applied during the current month, due date requests are not available for processing. As the expenditure detail list signed by the department chair and dean of the college, please send the list with books and receipt (or invoice) to the Collections and Technical Services Section.
4. Phone: (02)2621-5656 ext. 2294.
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