Appendix 4
Overseas Trip Report Format for Executive Yuan and Its Subsidiaries
A. Paper Copies:
(1) Size: A4 (H 29.5cm, W 21cm), Portrait Orientation, Writing from left to right.
(2) Structure: Includes (in order) cover, title page (same format as cover), abstract (200 - 300 words), table of content, full text, (appendix), back cover. Must be marked with page numbers and bound into a booklet.
(3) Covers: Front and back cover should use 211gsm paper or more, cover should note the type of overseas trip, title of report, visitor organization, job title, name, country visited, visiting dates and duration, as well as date of report. Should there be several visitors and the cover may not list them in their entirety, only representatives shall be listed, and additional personnel list be attached to the report.  Back cover layout shall be as follows.
(4) Title of Report: Title of report shall reflect the objective of the overseas plan.
(5) Full Text: Thesis should include sections such as 'objectvie', 'description of events', 'outcome/learnings' and 'suggestions', as well as other relevant sections.
(6) Appendix: Relevant parts of important documentation brought back from overseas shall be copied or converted to an appendix and listed in the Table of Contents. Original documents that may serve as reference shall be submitted to the National Library based on the stipulation of Article 17.
B. Electronic Copies:
(1) Word format (*.doc) or plain text files (*.txt).
(2) Layout on A4 paper, portrait orientation, with page numbers.
(3) Each line shall not exceed 70 single byte characters (i.e. 35 Chinese characters), each page shall not exceed 30 lines.
(4) Structure should include title page, abstract (200 - 300 words), table of content, full text, appendix (if applicable), etc.
(5) If the appendix consists of documentation or copies brought back from abroad, no electronic files need to be produced.
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