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Travel and Hospitality Standards
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Staff at the director level or above, and

Item Location Faculty (including visiting faculty) Other Employees Interns Notes
e REM HER (SFEHOHET) - HittfER & B
B (EF) RUETBAR
Domestic Economy
En 25
Flying duration is less than 4 hours Economy For international airfare Fﬁxﬂ%: N . .
XATRH AR B/ S I. DKU Funds - Staff at the director level or above and Faculty with a role equivalent to director
level or above may travel business class once per year if the flying duration1 exceeds 8 hours
Flying duration is 4 to 8 hours - Economy/Economy Comfort/Economy Plus for business related to corresponding units/programs. For business class air travel to Duke or
T¥iTE Ela B8/ B BRI ERT/ZRET the other destinations with similar distance, the round-trip airfare needs to be within
USD6,000.
MWLM EAZEERRA  RRENERANR TMEAEST R RR MU ERFIRAIH
. HRBEA—R VTN KBENNHNESRIT IR S0 - MRAHSRELTA
A;ﬁfie FREESAUNEME AN - ERNESTATE6,000ETUA -
-~ Int'l
Eix - Economy/Economy Comfort/Economy Plus P E::nomv/Economv Comfort/Economy |b| N'on-DKIU Funds - F?Icultbend staff may travel business class if the sponsor has confirmed
. o BB R T/ B R o usiness class as an allowable expense. . ~
Flying duration is 8 hours or up Business class according to 1 or I or Il i G/ BB N/A FEEUMFAYFERA : ERHSEROERT - RTARRTLERESRIKIT
X7 Els/ N I applicable - Business class according to Il or Il if RiEH .
- licable
7 EEBRAFIISN - TS Pl
PR MBEERRENN - T Ill. Exceptional cases approved by the Chancellor or the EVC.
Business ZRENESEARHUENFIRIER -
Travel
EHER
Train Up to first class Second class Second class
XE EE0—5E 5 —5E
. . - Up to RMB750 for Beijing, Shanghai, Shenzhen
- Up to RMB1,500 for Beijing, Shanghai, - Up to RMB1,100 for Beijing, Shanghai, = . LY YIRS —
ion® Mainland China Shenzhen Shenzhen —:uil?\to Riﬁéjgétgllizi;isezm/ﬁ
Accommodation EAR b5~ EEFURYIFA T 1,50070/8 b5 - EEFURYIRA T 1,10070/8 Jrorvales e Sl
(pe{rimﬁfht) - Up to RMB1,000 for other cities - Up to RMB750 for other cities ‘Share room’Ei]f possible
i = L i = = -
=) H Atk 5 A% T 10007T/8 LA Hit A& T 75070/8% REBETAGS &
Outside of Mainland China Up to USD200 N/A
PEARMIMIBRS K A& T 200570/ FiERA
Meal Mainland China Up to RMB300 The standard for meals(per day) is the sum of breakfast, lunch and dinner. Sometimes, not the
eals hEXK A&FARM3005T/K full amount of daily rate is reimbursable. Please refer to DKU Reimbursement Procedure for
(per day)
detail
( gi ) Outside of Mainland China Up to USD80 N/A BRNWABITARTE P& BRENSU - BLEERT - SROTETREZTRS -
PEARMIMIERN MK A& T80=EmT/ R FER FEELE LR AFRERE -
- Up to RMB300 per person for Beijing, Shanghai and Shenzhen
bR EBRRYIASIRERRE T ARM3007T Th ts include alcoholic b dall other b
~Up to RMB200 per person for other cities e amounts include alcoholic beverages and all other beverages.
. ; vy o = ABEREPEE SRR M -
DKU Hosted Business Meal PERBEMAT AR EANRS T AR 20070
RIRRIE A & - Up to USD6O per person outside of China (coholic b " nich include stud
PEARMINERIE AN RS T0ET %‘1‘; ;; ;gf]'j;;g ;’%’)g;;jge at events which include students.
- Up to RMB100 per person for meals with students. For field study, if offering meals to students is necessary, up to RMB100 per person per day. FEZIH SIERA
SZERENAIRERNTS T ARM1007T - ERINES P - WANBEZERHEER - AMIFEANFSTART 008X -
Business Gift Up to RMB500 per person N/A AEy gift over RMB500 requires pre-approval by supervisor who is at the director level or
[EER R FBFARMS007T/A & 2 - y s
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Notes:
B -

(1) The flying duration refers to scheduled flying time provided by the airlines.
HATRER IEME AR I R TS

(2) In principle,

possible,

BE - BN R AR ENERUTEE

should be in 4 star properties or below.

(3) The Chancellor and the Executive Vice Chancellor can employ appropriate standards based on the business situation.
BEMESARKIRBEEFWSERRIEBNRBITA -
(4) Except as otherwise specified within this procedure, employment contracts, award agreements or special approval, all the DKU staff and faculty should follow these standards.

BRATE - BADNARHRAE - KM PRFHMESERENERS - AR RARR THEIDMN 28T Ll st ARk -

(5) Year means Academic Year which is from July 1 to June 30 of the following year.

“BERETAIAFEERFAIAERNERE -
(6) University doesn't encourage intern to travel. If it's necessary, travel must stay within mainland China and the leaders of the offices which the intern work for need to make sure the appropriate travel insurances are purchased for the intern.

B FEARE ARSI ELE - MR EMAME - MERMIRPEAR - F BRI EM TENSHIEELARENZEIEMRE LR

(7) In the case when t:

dard expense is

MEEEABHENER  BASBTIRASED SHRRARHASATALET - EREETTHNARERATARA  URERSATANTESFIAE -

(8) The standards will be reviewed every academic year for inflation and revised when it's necessary.

SRENRBEREKERTEEMNE  HEBVENER FEHTEE -

tandard form need to be filled with the explanation and signed by the fund code owner. In the event that the fund code owner himself/herself needs to spend over-standard expense, approval of his/her supervisor is needed.




	Standards

