Specifications for Electronic Files of Report of Study Tour AbroadAttachment 1

1. File format
Use word (*.doc) or pdf files.

2. Layout settings
A4 size, straight direction and horizontal writing.

3. Cover format and settings (please refer to the example)
Item ①: PMingLiU, font size 20, bold, align left
Item ②: PMingLiU, font size 26, bold, align center 
Item ③: PMingLiU, font size 14, align center

4. Content settings
Use PMingLiU font size 12. Use PMingLiU in bold for each title, and there is no limit to the font size.

5. Photo processing
In order to prevent the upload speed of the content of report of study tour abroad from being affected by the large photo files, the photo shall be processed in low resolution in principle.

6. Attachment processing
For the relevant materials of important documents brought back from abroad, the non-copyright-related information can be photocopied and scanned into pdf files, which can be appended to the main text to become a complete electronic document.

7. Other matters needing attention
· The structure is in the order of cover, abstract (200-300 words), table of contents, main text, (appendix), and page numbers shall be added.
· The main text must contain "purpose", "process", "experience and suggestions".
· The title of the report of study tour abroad should be able to express the purpose of the plan of study tour abroad.

Example:

①
Report of Study Tour Abroad (Category of Study Tour Abroad: Inspection)




②
British Government Publications Management System and Development Trends







	Service Organization:

	Name and Professional Title:

	Countries Dispatched to:

	Period of Study Tour Abroad: 

	Report Date:


                     ③
Attachment 2
[bookmark: _GoBack]Review Form for Report of Study Tour Abroad
	Name of Report of Study Tour Abroad:　　　　　　　　　　　　　　　　　　　　　　　　　　　　

	Name of Person of Study Tour Abroad
	Status
	College, department and graduate institute studied

	　　　　　　　　　　　　　　
	　　　　　
	　　　　　　　　　　　　　　

	Category of Study Tour Abroad
	Inspection Continuing Studies Research Internship
Others                    (such as international conferences, international competitions, business contacts, etc.)

	Period of Study Tour Abroad:　　
From YYYY/MM/DD to YYYY/MM/DD
	Report Submission Date:  YYYY/MM/DD

	Self-examination by person of study tour abroad
	Review by the project sponsoring agency
	Review Items
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
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	
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
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



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







	1. Submit the report of study tour abroad within the time limit. 
2. The format is complete (The main text must have "purpose", "process", "experience and suggestions".)
3. No plagiarism from related information
4. The content is substantial and complete.
5. Suggestions have reference value.
6. Send to this agency for reference or research.
7. Send to superior authorities for reference.
8. Return for correction; the reason is:
(1) Failure to comply with the original approved plan of study tour abroad   
(2) The report is written in a foreign language or the content is based solely on collected foreign language materials.
(3) The content is vacuous and brief or does not cover the required essentials.  
(4) Plagiarizing all or part of relevant information.  
(5) Citing relevant information without indicating the source of the information.
(6) Electronic files are not processed according to the format.   
9. Other handling opinions and methods:

	Signature and seal of the person of study tour abroad
	Signature and seal of head of department or graduate institute
	Signature of dean

	

	
	



Explanation:	
1. You can add review items as needed. Please save this form after report of study tour abroad is reviewed.
2. This report will be announced on the official website of the Office of International Affairs.
4


 


1


 


Specifications for Electronic Files of Report of Study 


Tour Abroad


 


1.


 


File format


 


Use word (*.doc) or pdf files.


 


 


2.


 


Layout settings


 


A4 size, straight direction and horizontal


 


writing.


 


 


3. Cover format and settings 


(please refer to the example)


 


Item 


?


: PMingLiU, font size 20, bold, align left


 


Item 


?


: PMingLiU, font size 26, 


bold,


 


align center 


 


Item 


?


: PMingLiU, font size 14, align center


 


 


4. Content settings


 


Use PMingLiU


 


font size 12. Use PMingLiU 


in


 


bold for each title, and there is no limit to the 


font size.


 


 


5. Photo processing


 


In order to prevent the upload speed of the content of report of study tour abroad from being 


affected by the large photo files, the photo 


shal


l be


 


processed in low resolution


 


i


n principle


.


 


 


6. Attachment processing


 


For the relevant materials of important documents brought back from abroad, the non


-


copyright


-


related information can be photocopied and scanned into pdf files, which can be 


appended 


to the main text to become a complete electronic document.


 


 


7. Other matters needing attention


 


?


 


The structure is in the order of cover, abstract (200


-


300 words), table of contents, main text, 


(appendix)


, 


and page numbers shall be added.


 


?


 


The main text must c


ontain "purpose", "process", "experience and suggestions".


 


?


 


The title of the report of study tour abroad should be able to express the purpose of the plan 


of study tour abroad.


 


 


Attachment 1


 




 

1 

Specifications for Electronic Files of Report of Study  Tour Abroad   1.   File format   Use word (*.doc) or pdf files.     2.   Layout settings   A4 size, straight direction and horizontal   writing.     3. Cover format and settings  (please refer to the example)   Item  ? : PMingLiU, font size 20, bold, align left   Item  ? : PMingLiU, font size 26,  bold,   align center    Item  ? : PMingLiU, font size 14, align center     4. Content settings   Use PMingLiU   font size 12. Use PMingLiU  in   bold for each title, and there is no limit to the  font size.     5. Photo processing   In order to prevent the upload speed of the content of report of study tour abroad from being  affected by the large photo files, the photo  shal l be   processed in low resolution   i n principle .     6. Attachment processing   For the relevant materials of important documents brought back from abroad, the non - copyright - related information can be photocopied and scanned into pdf files, which can be  appended  to the main text to become a complete electronic document.     7. Other matters needing attention   ?   The structure is in the order of cover, abstract (200 - 300 words), table of contents, main text,  (appendix) ,  and page numbers shall be added.   ?   The main text must c ontain "purpose", "process", "experience and suggestions".   ?   The title of the report of study tour abroad should be able to express the purpose of the plan  of study tour abroad.    

Attachment 1  

