[image: ]National Taiwan University, College of Law (NTU Law) 
Visiting Professor Pre-arrival Information Form
   
 (Specialist)
	Personal Details

	Full name (as in passport)   

	Chinese Name (for appointment purpose)

	Date of birth                               Gender                Nationality                Passport number

	E-mail                                                                      Contact phone number

	Home University

	Position at Home University

	Period of Proposed Visit

	

	Appointment  Documents


Please provide soft copies of the following documents by email in order to proceed with the appointment procedure:
(1) English CV (including a list of representative works, e.g., books, journal articles and lectures)  
(2) Passport information page
(3) Diploma of the highest academic degree (only applicable for those who stay for a period longer than 6 months) 
(4) Employment certificate (requiring clear indication of your current position and date of employment)       
(5) One selected publication in the last 5 years

	Course Plan


	Course Name
	

	Time
	□Monday        □Tuesday        □Wednesday       □Thursday       □Friday  

1. Please select your preferred time slot(s). 
1. You can tick 2 or more continuous sections if you'd like to teach for more than 1 hour a day. For example, sections 1 and 2 make a two-hour block.
1. If you teach a short-term intensive course, it is highly recommended to tick Sessions 10, A & B, to avoid the possible time conflict with regular courses.

	
	Section
	Time
	
	Section
	Time
	
	Section
	Time

	□
	0
	07:10~08:00
	□
	5
	12:20~13:10
	□
	10
	17:30~18:20

	□
	1
	08:10~09:00
	□
	6
	13:20~14:10
	□
	A
	18:25~19:15

	□
	2
	09:10~10:00
	□
	7
	14:20~15:10
	□
	B
	19:20~20:10

	□
	3
	10:20~11:10
	□
	8
	15:30~16:20
	□
	C
	20:15~21:05

	□
	4
	11:20~12:10
	□
	9
	16:30~17:20
	□
	D
	21:10~22:00




	Credit 
	□ One (18 hours in total)  □ Two (36 hours in total)

	Start and End Dates
	

	Description
	*Detailed syllabus can be provided in a separate file and returned with this form.

	Objective
	

	Keyword
	

	Assigned Readings
	

	Reference Materials
	

	Office Hours
	*NTU Law provides a single office, wifi and library access.


.
	Accommodation 


Accommodation for short-term (no longer than 1 month) visiting professors is usually provided by NTU Hsiu Chi House (http://hsiuchi.prince.com.tw/eng/home.php). There is a weekly cleaning service with necessary toiletries provided. Long-term (longer than 1 month) visiting professors are recommended to live in NTU dorms, apartment rooms with furniture, kitchen and internet access. Please bring your personal toiletries and prepare enough local money to purchase daily necessities on your first day of arrival. Hsiu Chi House accommodates two persons only, but we can apply for NTU dorms on your behalf if you are traveling with more than two family members.

Please provide your accommodation requirements:
□ I don’t need accommodation   □ Single room    □ With families (please fill in the following fields) 

	Member (1)  Name                                                               Age                  Gender  

	Member (2)  Name                                                               Age                  Gender  

	Member (3)  Name                                                               Age                  Gender  

	

	Flight Arrangements


NTU will reimburse your flight tickets to and from Taiwan up to the limits set out in the table below. Please purchase business class round-trip air tickets from your nearest international airport to Taiwan Taoyuan International Airport or Taipei Songshan Airport. You would have to bear any extra cost above the limits listed below. Please note that airfare reimbursement does not include personal travel insurance, and any fees, charges or surcharges for flight delays, overweight baggage, entry taxes, visa or airport transportation, etc.

	NTU Standard Airfare Reimbursement Limit

	Economy Class

	North  America  Eastside
	NTD.   55,000

	North  America  Westside
	NTD.   45,000

	South America
	NTD.   70,000

	East Asia / South Asia / Southeast Asia
	NTD.   20,000

	West Asia / New Zealand /Australia
	NTD.   40,000

	Europe / Africa
	NTD.   55,000



We provide airport pickup and drop off services. After your arrival, please look for our driver who is there to pick you up from the airport. After booking your flight to Taiwan, please provide the following details at least a month prior to your arrival: (1) Airline (2) Flight number (3) Departure city (4) Arrival city (5) Arrival Date and Time (6) Arrival Terminal

	*For reimbursement: Please give us your (1) itinerary (2) receipt (3) boarding passes (all boarding passes are required) upon your arrival. After your departure from Taiwan, please scan the exit stamp with your departure date and email it back to Cindy LIU (ntulawintex@ntu.edu.tw), or send an hard copy of your boarding passes to NTU Law (No.1, Sec. 4, Roosevelt Road, Taipei City, 10617, Taiwan, R.O.C) as soon as possible. 


	Allowance 


The allowance varies with your designations and how many credits you teach. 

(1) Your per diem is NTD7,130. The total amount of the allowance would be calculated based on the number of days you stay in Taiwan. However, the total allowance would not exceed the specified maximums: NTD 80,000 (for 1 credit) and NTD 100,000 (for 2 credits).
(2) The allowance is subject to 18% tax (based on ROC Income Tax Act) and accommodation. The exact amount you receive would be the number minus any accommodation arranged by NTU and withholding tax. 
(3) [bookmark: _GoBack]We will purchase accident insurance for visiting professors who stay for a period no longer than 6 months. 
	Please email this form back to  Cindy LIU of NTU Law Int’l Office 
ntulawintex@ntu.edu.tw  +886-2-3366.8807
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