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The ensuing English translation has been facilitated by Al assistance. There may

be instances of semantic deviation or grammatical inaccuracies. Please priori-

tize the original text and exercise caution in reference.

National Yunlin University of Science and Technology Operational

Procedure Description Form

Item Number | ACX001

[tem Name Budget Drafting Operations

R ibl ) . ) )
?SDOHS1 ¢ Accounting Office, First Section
Unit
Progedgre — ~ From November of the preceding year to February of the
Description current year, complete the internal drafting and review of

the next fiscal year’s preliminary budget:
(=) Notify all relevant internal units to complete the
budget forms and submit them to the respective consolidation
units for review.
(=) Compile the annual budget based on data provided by
authorized consolidation units and by referencing the
previous year s final accounts.

= ~Draft the budget in accordance with the Ministry of
Education’ s notification titled Precautions for the
Initial Drafting of the XXX Fiscal Year National University
Institutional Fund Budget. |

= ~Temporarily prepare the budget tables for affiliated units
of the institutional fund based on the current year’ s
allocation. Upon approval, submit to the Institutional Fund
Management Committee for deliberation, report to the
Ministry within the stipulated deadline, and forward to
relevant agencies. Additionally, upload the self-prepared
budget to the Institutional Fund Budget Compilation System
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and the Special Fund Accounting Information Management
System (SBA). (Approximately early March to late April)

7 ~ Within the Ministry of Education’ s approved allocation,
revise the affiliated units’ budget according to the
Directorate General of Budget, Accounting and Statistics,
Executive Yuan's review results and the Precautions for
the XXX Fiscal Year Budget Preparation of National
University Institutional Funds under the Ministry of
Education. ; Upload the revised budget proposals to the
aforementioned two systems. (From July to early August)

~ According to the Ministry of Education’ s notification, print

%]

the institutional fund budget proposal and submit it to the
Ministry and Legislative Yuan within the prescribed
timeframe. (Approximately mid to late August)

= ~ From September to December, prepare relevant materials for
attendance and inquiries in response to the Legislative
Yuan’ s budget review.

= ~Following the Legislative Yuan' s review, upon notification
from the Ministry of Education, consolidate the budget into
the statutory budget and submit it to the relevant agencies.

Control
Points

- ~ In accordance with the Budget Act and Executive Yuan
regulations, the preparation and review of non-operating
fund budgets are subject to strict deadlines; therefore,
meticulous control of the entire process is imperative, with
proactive planning and execution encouraged.

= ~ Given the extensive scope of preparation and review, which

relies heavily on the cooperation of various internal units,
emphasis must be placed on coordination and communication
throughout the process.

~  Upon completion, all non-operating fund budget proposals

I

must be submitted to the Legislative Yuan for examination
and serve as the foundation for subsequent budget execution;
hence, the quality and accuracy of the content must be
rigorously ensured to avoid errors or omissions.

7 ~ Due to the tight schedule, constant vigilance is required
regarding the Ministry of Education’ s notifications on the
next fiscal year’ s expenditure allocations to facilitate
timely budget preparation and submission.

~  For matters such as official overseas assignments or

%]

travel to Mainland China (Personnel Office, Office of
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International Affairs), requests for budget adjustments in
personnel (Personnel Office), information and communication
expenses (Office of Library and Information Services),
scientific instruments exceeding NT$10 million not related
to major technological development projects (Office of
Research and Development), significant administrative and
policy-related commissioned research projects (Office of
Research and Development), procurement and replacement of
official vehicles (Office of General Affairs), and public
works exceeding NT$100 million (Office of General Affairs),
it is essential to ensure that all relevant units submit
materials according to the schedules mandated by supervisory
authorities and notify the Accounting Office accordingly.

Legal Basis

- ~ Budget Act

~ General Budget Preparation Manual

~ General Budget Affiliated ©Units Budget Preparation
Manual (including the Central Government General Budget
Affiliated Units Budget Preparation Regulations and Common
[tem Compilation Specifications for Affiliated Units Budget)

Iy

W

Forms Used

Budget-related Forms




National Yunlin University of Science and Technology Operational

Procedure Description Form

Item Number | ACX002
Item Name Budget Allocation Procedure
R ibl ) ) ) )
gspons1 ¢ Accounting Office, First Section
Unit
Procedure | =  Prior to the commencement of the fiscal year, the available
Description

Il

X1

budget allocation quota shall be verified based on the
budget proposal (or statutory budget) encompassing both
recurrent and capital expenditures.

’

Calculate the recurrent expenditure requirements (including
special funds and departmental operational expenses) and
capital expenditure demands according to each unit’ s
special projects and university-wide expenses.

(- ) Recurrent expenditure needs: Retain personnel costs
and special funds, and establish baseline amounts based on
the number of personnel provided by the Personnel Office for
each unit. Additionally, consider the previous year s
allocations and any newly submitted demands for the current
year, consolidating these into the university-wide recurrent
expenditure requirements.

(= ) Capital expenditure needs: Except for multi-year
projects, other special fund demands shall be prioritized
and allocated within the capital expenditure budget by the
Office of General Affairs and the Office of Research and
Development, according to the urgency and importance of
university development plans.
~ When necessary, report, explain, and deliberate on budget

allocation matters with the institution’ s leadership.
~ After consolidating the aforementioned data, convene a

budget allocation meeting before the start of the fiscal
year for review and approval.
~ Following the meeting’ s resolutions, notify primary units
to proceed with allocations; secondary units’ allocations
shall be determined by their respective primary units and
recorded in the accounting system by the Accounting Office.
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= ~Each unit shall manage and execute their budget in
accordance with the allocated amounts.

antrol — ~ Approval through the budget allocation meeting.

Points —_~ Budget allocations shall remain within the available or
designated budget limits.

— ~ Compliance with the Regulations Governing the Management
and Supervision of University Funds for National
Universities and Colleges.

7 -~ (Consistency between accounting system records and meeting

minutes.

Legal Basis | — . Guidelines for Budget Execution of Affiliated Units
— ~Regulations Governing the Management and Supervision of
University Funds for National Universities and Colleges

Forms Used |Relevant Budget Allocation Forms




National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX003

[tem Name

Final Account Preparation Procedures

Responsible
Unit

Accounting Office, Third Section

Procedure
Description

Il

X1

» Prior to the close of the fiscal year, issue notifications

to all units regarding the deadline for account closure and
the requisite cooperative measures.

~ Upon receipt of the Final Account Preparation Manual for

subordinate units, review its contents and any revisions to
related forms and formats.

The 'Detailed Statement of Surplus or Excess of Operating
Fund Final Accounts; shall be submitted to the Ministry of
Education by January 15th of the following year.

For the acquisition of fixed assets, increase (or disposal)
of investments, borrowing (or repayment) of long-term debts,
asset sales, or fund augmentations (or reductions) that were
not executed within the fiscal year but require
continuation, a "Budget Retention Amount Form" must be
completed and submitted to the Ministry of Education for
approval by January 20th of the following year. Budget
retention involving fixed asset acquisitions should be
applied for by each unit and submitted to the Office of
General Affairs for consolidation. After consolidation, the
Office of General Affairs shall attach the "Budget Retention
Amount Form" and forward it to the Accounting Office for
subsequent approval procedures.

Prepare the annual final accounts in accordance with the
Final Account Preparation Manual for subordinate units,
ensuring that all forms, formats, accounts, and figures are
accurate and reasonable. Submit the prescribed number of
copies by February 20th of the following year to the
Ministry of Education, the Audit Department’ s Education and
Agriculture Audit Office, the Ministry of Finance, and the
Directorate General of Budget, Accounting and Statistics,
Executive Yuan. Additionally, upload the files to the
Ministry of Education’s compilation system and the
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Directorate General of Budget, Accounting and Statistics’
Special Fund Budget and Accounting Information Management
System (SBA).

= ~ According to the Directorate General of Budget, Accounting
and Statistics, Executive Yuan's 'Principles for Online
Disclosure of Operating and Non-operating Special Fund
Budgets (Final Accounts), ; prior to the announcement of the
audited final accounts, the preliminary final accounts
prepared by the Executive Yuan shall be disclosed online.
Upon announcement of the audited final accounts, these shall
supersede the preliminary versions.

Control — ~  Ensure thorough organization and account closure at the

Points end of the fiscal year.

— ~ Review the TDetailed Statement of Surplus or Excess of
Operating Fund Final Accounts; and submit it to the
Ministry of Education by January 15th of the following year.

— ~ Items not budgeted or inadequately budgeted, whose final
accounts exceed the budget, must be handled in accordance
with the relevant procedures stipulated in the Subordinate
Unit Budget Execution Guidelines.

g~ Verify that the accounting subjects in the final account
forms correspond with the latest revisions by the
Directorate General of Budget, Accounting and Statistics,
Executive Yuan; reclassify the current year’ s budget figures
and the previous year’s final account figures accordingly.

+. ~ Ensure consistency among related items and figures across
the final account forms, and provide comprehensive
explanations.

Legal Basis | — . Final Account Act

—~ ~ Budget Act

~ Accounting Act

»Audit Act

~ Subordinate Unit Budget Execution Manual

P E [

S~ Final Account Preparation Manual for Subordinate Units

N

1= - Directorate General of Budget, Accounting and Statistics,
Executive Yuan's TPrinciples for Online Disclosure of
Operating and Non-operating Special Fund Budgets (Final
Accounts) |

All forms contained within the Final Account Preparation Manual

Forms Used for Subordinate Units




National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX004

Item Name Fund Review Operations
R ibl ) ) ) ) )
Un?ipons1 © Accounting Office, First, Second and Third Section
Procedure According to the requisition and reimbursement processes, the
Description

operations are categorized into the following two types:

- ~Post-approval cases: Applicable to procurement exceeding
NT$10, 000.
(- )After securing funding, the applying unit shall create
and print a requisition form via the Accounting Network
Requisition Service System, submitting it along with
official documents, vendor quotations, and other requisition
materials for countersignature by relevant units.
(= )Countersigning units during the requisition phase:
1. For procurements exceeding NT$150, 000 requiring tendering,
depending on the nature of the project, engineering cases
are submitted to the Office of General Affairs’
Construction and Maintenance Division, while goods and labor
service cases are submitted to the General Service Division
for preparation of tender documents.
2.For goods procurement or maintenance cases, the Asset
Management Division of the Office of General Affairs
countersigns to determine the asset category.
3. For information technology procurements, the Office of
Library and Information Services countersigns to ensure
compliance with information security standards.
4.0thers: Depending on the nature of the business, submitted
to respective business supervisory units for
countersignature.
(= )Key review points by the Accounting Office during the
requisition phase include verifying budget availability,
ensuring the requisition amount is within budget limits and
consistent with the budget’ s designated purpose, and
confirming that financial matters related to bidding
instructions and contract drafts comply with procurement
regulations.




(= )Upon approval by the Accounting Office and authorization
by the President or authorized signatory, procurement and
acceptance shall be conducted in accordance with the
Government Procurement Act and related regulations.

(7 )After acceptance, the applying unit shall input
reimbursement data into the Accounting Network Requisition
Service System and print the original voucher retention
slip, submitting it along with invoices, receipts,

contracts, acceptance records, or other supporting documents
to the relevant units (refer to countersigning units for
direct reimbursement cases) and the Accounting Office.

(= )Key review points by the Accounting Office during the
reimbursement phase include verifying whether fund
disbursement has been approved, whether the responsible
units have countersigned, completeness of documents, and
whether payments conform to contract stipulations.

(= )Upon approval by the Accounting Office and authorization
by the President or authorized signatory, the reimbursement
vouchers are returned to the Accounting Office for voucher
1ssuance, with payment processed by the Cashier Division.
Direct reimbursement cases: Applicable to petty procurements
below NT$10, 000 or expenses reimbursed via printed receipt
lists or domestic and international travel expense reports.
(- )Upon completion of procurement or fund execution, input
purchase data into the Accounting Network Service System,
print the original voucher retention slip, receipt lists, or
travel expense reports, and submit them along with invoices,
receipts, or other supporting documents for countersignature
by relevant units.

(= )Countersigning units:

1. The Asset Management Division of the Office of General
Affairs countersigns for goods procurement to record and
register assets.

2. Personnel-related expenses (e.g., salaries, part-time
fees, overtime pay, travel expenses, etc.) are submitted to
the Personnel Office for verification of the legality and
accuracy of appointments, remuneration, insurance premiums,
overtime hours, leave types, and other personnel data.

3. Income withholding matters are countersigned by the
Cashier Division to confirm income categories and calculate
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withholding tax amounts.

4.0thers: Depending on the nature of the business, submitted
to respective business supervisory units for
countersignature.

(= )When the Accounting Office countersigns direct
reimbursement cases, 1t simultaneously reviews compliance
with requisition and reimbursement requirements.

(= )Upon approval by the Accounting Office and authorization
by the President or authorized signatory, reimbursement
vouchers are returned to the Accounting Office for voucher
1ssuance, with payment processed by the Cashier Division.

Control
Points

’

Continuously monitor changes in laws and regulations,
implementing timely and iterative revisions as necessary.

’

During fund review, meticulously verify that all
expenditure procedures are complete in accordance with
internal audit operation standards, ensuring compliance with
relevant laws and financial regulations.

’

Promptly remind business unit personnel to uphold
principles of lawful administration, pragmatic execution,
and integrity, taking responsibility for the authenticity of
submitted expenditure vouchers; any falsification shall
incur corresponding legal liabilities.

’

When countersigning requisition or reimbursement cases, 1if
discrepancies, procedural irregularities, or non-compliance
are identified, communicate and coordinate with the business
unit to assist in corrections. If annotations are necessary,
ensure they are specific, clear, and timely; simultaneously,
assist the business unit in exploring alternative feasible
solutions to facilitate smooth policy or business
implementation.

Legal Basis

[y
al
7N
T
AN
Ju

~ Budget Act

— ~ Accounting Act

»Audit Act

~ Internal Audit Handling Regulations

~ Subsidiary Unit Budget Execution Manual

~ Government Expenditure Voucher Handling Guidelines

~ Expenditure Standards and Review Operation Manual

~ Government Procurement Act and Related Regulations

» Regulations on Joint Supervision of Procurement by Principal
Accountants and Relevant Units

10




—+ ~ Supervision Regulations for Procurement Below Announcement
Thresholds by Central Agencies

Forms Used

Procurement Application Form, Original Voucher Retention Slip,
Receipt List, Travel Expense Report, etc.
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National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX005

Procedures for Venue and Equipment Purchase Request and

[tem Name
Reimbursement
Rgsp0n51ble Accounting Office, Second Section
Unit
Procedure | - « The business unit shall submit a procurement application by
Description

Il

X1

’

registering it in the accounting purchase and reimbursement
system, clearly stating the source of funds and purpose,
attaching relevant project proposals, detailed budget
sheets, and quotations for approval, and printing the
procurement application form accordingly.

[f the procurement application requires cost-sharing with
other units, prior consent from the relevant units must be
obtained. When necessary, the Asset Management Division of
the Office of General Affairs should be consulted for
classification of assets before submission to the Accounting
Office.

The Accounting Office shall verify the availability of
budget and ensure the content aligns with the designated
budgetary purpose and scope. If discrepancies arise, the
original applicant shall be requested to amend; if immediate
correction is not feasible, the application shall be
returned with comments.

Upon approval by the Accounting Office, the procurement
application shall be submitted through administrative
procedures for the President’ s ratification or authorized
supervisors’ approval according to delegated authority,
thereby authorizing fund disbursement.

After completing procurement procedures, the business unit
shall proceed with reimbursement in the accounting purchase
and reimbursement system, print the expenditure voucher
attachment form to affix invoices and related documents, and
obtain endorsements from the responsible and receiving
(inspection) units. For items classified as assets or

12




/

/

property, the documents shall first be forwarded to the
Asset Management Division for recording before submission to
the Accounting Office for review.

The Accounting Office shall examine the original expenditure
vouchers and execution procedures for compliance with
relevant regulations. If inconsistencies are found, the
original applicant shall be requested to rectify; if
immediate correction is not possible, the application shall
be returned with annotations.

Upon approval of the reimbursement case by the Accounting
Office, the case shall be submitted through administrative
procedures for the President’ s ratification or authorized
supervisors  approval. For amounts exceeding NT$10, 000,
fund transfer procedures shall be executed; for amounts
below NT$10, 000, petty cash payment procedures shall be

fol lowed.

Control
Points

1]

’

’

’

’

The responsible personnel shall conduct internal audits of
fund disbursement applications, reviews, fund allocations,
reimbursements, and advances in accordance with various
relevant laws, regulations, directions, regulations, and
acts governing government agencies.

Business unit personnel are reminded to uphold a lawful,
pragmatic, and honest approach in handling reimbursement
procedures and bear responsibility for the authenticity of
submitted expenditure vouchers (receipts, uniform invoices,
or related documents). Any falsification shall incur
corresponding liabilities.

When handling fund disbursement cases, responsible
personnel shall promptly identify any irregularities (such
as miscalculated amounts, inconsistencies with the intended
budgetary purpose, exhausted budget balances, or violations
of budget execution laws and regulations), and request
necessary supplements or corrections from the business unit.
[f opinions must be raised, they should be concrete and
clear, with attention to timeliness. Additionally,
alternative feasible solutions may be suggested to
facilitate policy or business advancement.

Responsible personnel shall remain vigilant regarding any
newly enacted or amended laws, administrative directions,
and interpretative circulars.
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Legal Basis

Guidelines for the Management of Venue and Equipment Income and
Expenditure

Forms Used

Procurement Application Form, Expenditure Voucher Attachment
Form
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National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX006

[tem Name

Continuing Education Expense Reimbursement Procedure

Responsible
Unit

Accounting Office, Second Section

Procedure
Description

— ~Each unit shall prepare the class plan and budget proposal
and submit them to the Continuing Education Center for
review.

= ~If the enrollment fails to meet the minimum required number,
the class shall be canceled and refunds processed; if the
minimum enrollment is met, the class plan and budget
proposal shall be submitted to the Accounting Office for
verification based on the registration income. The
Continuing Education Center will then establish the basic
data file to generate an internal project number, which will
be transferred from the university affairs system to the
accounting system for the President’ s approval.

= ~Each class unit shall disburse funds in accordance with the
approved budget and relevant regulations.

7 ~ The Accounting Office shall prepare the expenditure vouchers
based on the verified legitimate original receipts.

Control
Points

— ~ The accuracy of all totals on the original receipts must be
verified.

.~ Personnel responsible for the business units must uphold a
conscientious and pragmatic attitude as well as the
principle of integrity when handling expense reimbursements,
and bear responsibility for the authenticity of the
submitted payment documents (receipts, uniform invoices, or
related documents). Any falsification shall incur
corresponding liabilities.

— ~ Responsible personnel should remain vigilant regarding any
additions or amendments to relevant laws, Directions, and

interpretative circulars.

Legal Basis

Yuntech Continuing Education Income and Expenditure Management

Guidelines
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National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX007

[tem Name Admissions Business Expense Reimbursement Procedure
UE?iDOHSIble Accounting Office, First Section
Progedgre — ~Annually, the Office of Academic Affairs convenes the
Description Admissions Committee to plan admissions operations,
concurrently preparing the admissions examination budget for
the committee’ s deliberation to ensure compliance with the
established standards.
=~ ~Based on the approved budget, the personnel unit reviews
whether remuneration exceeds the prescribed standards and
executes accounting procedures accordingly.
= ~Upon completion of each admissions task, a budget execution
report 1s compiled.
PCQHthI — ~ The admissions examination budget must be approved by the
olnts

Admissions Committee.

"~ Applications for remuneration must be consolidated and
1temized to comprehensively present the full scope of
personnel expense claims.

= ~ All remuneration disbursements must conform to Yuntech’ s
prescribed standards for external admissions examination
expenses.

Vg ~ This case involves both income and expenditure items and
must not exceed the allocated budget.

Legal Basis

— ~ Guidelines for Remuneration Payments for Various
Examination Tasks in Public Universities and Colleges

—~ Yuntech’ s Guidelines for Income and Remuneration Payments
for Self-Administered Admissions Examinations and
Remuneration Standards

Forms Used
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National Yunlin University of Science and Technology Operational

Procedure Description Form

[tem Number

ACX008

[tem Name

Procedures for Reimbursement of Subsidized and Commissioned

Research Project Funds (Including subsidies and commissions from

the

Ministry of Education, National Science and Technology

Council, and Industry-Academia Cooperation Projects)

Responsible
Unit

Accounting Office, First, Second and Third Section

Procedure
Description

—_ N

~

>t
’

The project executing unit shall apply for fund disbursement
based on the approved budget form and register it in the
Budget Control System online.

According to Yuntech' s procurement procedures, purchase
requests below one-tenth of the announced amount shall be
handled independently by the project executing unit; those
exceeding one-tenth shall be processed by the Office of
General Affairs in accordance with procurement regulations.
All purchases must be approved through the proper signing
procedures before procurement.

All capital expenditure procurement cases must first be
reviewed by the Custodian Division for asset classification.
The Accounting Office shall verify whether the purchase
cases conform to the originally approved fund purposes,
standards, limits, and whether the original documents meet
the required format, and shall record the budget items in
the accounting purchase request system.

Approved reimbursement documents under NT$10, 000 shall be
disbursed by the Cashier Division as petty cash; cases
exceeding NT$10, 000 shall be processed by the Accounting
Office to prepare vouchers, and the Cashier Division shall
remit funds to the payee.

Upon project completion, the Accounting Office shall prepare
a financial statement and submit 1t to the principal
investigator or project unit for endorsement, after which
the project unit shall proceed with closure procedures with
the funding or commissioning agency.

17




t

~ Management fees for commissioned research projects shall be
reimbursed by Yuntech issuing receipts; the allocated
management fees shall be distributed according to Yuntech' s
regulations and disbursed by the Office of Research and
Development or the Office of Industry-Academia Cooperation
in accordance with relevant provisions.

Control
Points

a

~ The responsible unit shall disburse project funds in
accordance with the approved budget form, fund handling
instructions, and standards set by the funding or
commissioning agency.

~ For any changes to the approved project budget, including
purpose, 1tems, budget amounts, or inter-account transfers,
approval must be obtained following the procedures
stipulated by the respective funding or commissioning agency
before implementation.

~ When the purchase request requires consultation with
related units, prior notification must be given to those
units before submission to the Accounting Office for review.

~ For procurement cases exceeding NT$10, 000, except when
advance payments are necessary for operational needs, funds
should be paid directly to the payee.

Legal Basis

a

i

» Ministry of Education Guidelines for the Allocation and
Settlement of Subsidies and Commissioned Funds

— ~Ministry of Education Instructions for Handling Commissioned

Research Project Funds

~ National Science and Technology Council Operational
Guidelines for Subsidized Research Projects

~ National Science and Technology Council Principles for
Handling Subsidized Research Project Funds

~ National Science and Technology Council Guidelines for
Hiring Assistants in Subsidized Research Projects

75 ~ National Yunlin University of Science and Technology

Management Guidelines for Industry-Academia Cooperation
Income and Expenditure

18
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