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Instruction on Reimbursement Application

Rl H E 3R 44 8L B & LA & . Required documents and frequently asked questions
on reimbursement application: https://mp.weixin.qq.com/s/'UG67INL.G4fi39iB00gCuNg
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The approved applicant should apply for the reimbursement within one month (Excluding
holidays) after the conference, process as follows:
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Complete the Financial Support Application for Attending International Academic Conference:
Log in “My SJTU” http://my.sjtu.edu.cn >To-Do Tasks, find the original application, and
upload the required documents. Upon approval by the graduate school, a reimbursement sheet

will be prepared, which takes about 5 business days, and you will receive an auto email when
the reimbursement sheet is ready to pick up at RM 331, Chen Rui Qiu BLDG. (Contact:
International Affairs Office of Graduate School, 34207040)
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Complete “[K /2~ E (55 k&5 H1E: Log in “My SITU” http:/my.sjtu.edu.cn =>Service
Hall> Global Affairs> R A HE (5 A HIE (Contact: Service Center for Exit-Entry
Administration, 34207946)
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If the funding source needs to be changed, please apply via: Service Hall> Global Affairs—>
S HE )RR M S (Contact: Service Center for Exit-Entry Administration, 34207946)
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When the “[K A HE (55) #i44 HiE Reimbursement Application for Business international
Trip”, an email should be sent to your email box. Please follow the instructions therein and click
“Jf 2% T %) Accounting Appointment” to complete the reimbursement application at the
Financial & Planning Office website. (Contact: Financial & Planning Office website, 34206610)
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If the supervisor sponsors the remaining costs, please fill in the Account Numbers of both your
supervisor’s project and the Graduate School, making the appointment of total amount. Once
completed, print the Appointment Form, have it signed and stamped by your
Department/School, attach the reimbursement sheet issued by the Graduate School together
with other necessary invoices/documents and submit to the Financial & Planning Office.
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If the remaining costs is borne by the student, please fill in the Account Number
(WH630160303) of the Graduate School when making the appointment. Once completed,

print out the appointment form and have it signed, take the appointment form, all necessary



invoices/documents, and the reimbursement sheet issued by the graduate school to Room 331,
Chen Ruiqiu building to have the appointment form stamped (this might take about 1-2
working days). When it is done, please submit all the documents to the Financial & Planning
Office.



