Wenzao Ursuline College of Languages
NOTIFICATION FOR TRAVELING ABROAD
                                              Date of Application:                                              
	Name of Applicant
	
	Department
	
	Position
	

	Purpose of Travel
	□ Business/Official Visit    □ Workshop/Conference   □ Pleasure
□ Private Visit             □ Return                □ Others：                     

	Period of Travel
	from ______/______/_______ (yy / mm / dd)
to   ______/______/_______ (yy / mm / dd)   for _____ days
	Substitute in Wenzao
	

	Destination
	

	Class Shift/ Arrangement
	(For leave during an academic session only. Description on separate sheets may be attached.)

	Host Institution
	
	Expenses subsidized by

	(For business/official visit & workshop /conference only)


	Name of
Contact Person

	
	Contact No. & Address
	

	Section Chief (Signature)

	
	Dept. Chair/ Chief (Signature)
	

	Personnel Office (Signature)

	

	President (Signature)
	


File Circulation: ApplicantSection ChiefDept. Chair/ChiefPersonnel OfficePresidentPersonnel Office
Notes:
1. Except for top administrators who will also obtain approval from the President, all notification forms should be complete with signatures by related chiefs and delivered to the Personnel Office one week before departure.
2. For an applicant going abroad during an academic session, leave of any kind should be approved of prior to this notification.
3. The applicant will receive a photocopy for his/her own record after the original is filed.
