國立臺灣大學土木工程學系場地借用申請書
                                                             日期：＿＿年＿＿月＿＿日

1.
借用日期：＿＿年＿＿月＿＿日（星期＿＿）至＿＿年＿＿月＿＿日（星期＿＿）
2.
活動名稱：＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿
3.
借用單位：＿＿＿＿＿＿＿＿＿＿＿＿＿＿負責人：＿＿＿＿＿＿＿＿＿＿＿＿

聯 絡 人：＿＿＿＿＿＿＿＿電話：＿＿＿＿＿＿＿＿FAX：＿＿＿＿＿＿＿＿
4. 收據抬頭：＿＿＿＿＿＿＿＿＿＿＿                 


5.借用時段及費用：
	場地名稱
	地點
	席位
	費用

	
	
	
	□全日
	半日 

□上午 □下午
	□夜間

	會議室
	□土203
	60
	5,000
	3,000
	4,000

	
	□土研501
	42
	4,000
	2,500
	3,500

	教室
	□土220
	130
	8,000
	5,000
	6,000

	
	□土224
	60
	5,000
	3,000
	4,000

	
	□土研402
	60
	5,000
	3,000
	4 000


茲申請借用上述場地，已詳閱貴系「場地借用辦法」並願意遵守其所有規定，如有違反，願意負擔一切責任，請惠予辦理。
	借用流程

	場地審核
(管理人確認場地)
林家玉3366-4315
chiayulin@ntu.edu.tw
林悅彤3366-4290
lyt0977@ntu.edu.tw
	系主任

	繳費
由管理人開立繳費單，並由借用單位派人持繳費單至本校出納組進行繳費(需於借用前一周完成繳費)。

	□已登記場地
	□同意借用
□不同意借用
	□已開立繳費單
□已繳費


備註：1. 紙杯、咖啡、茶包等額外物品請自備、佈置會場器具、花籃亦請自行處理清運。
2. 因本場地除夜間時段外，採借用單位自助式管理，未提供專人及相關服務，故請指派專人負責借用期間之會場管理事宜。
3. 本系全面禁止吸煙，會議室、教室內請勿攜帶飲料、餐點進入。
NTUCE Venue Booking Form
                                                          

Date: ＿＿/＿＿/＿＿
1.
Date of Event:＿＿/＿＿/＿＿ (Day: ＿＿＿＿) to ＿＿/＿＿/＿＿ (Day: ＿＿＿＿)
2.
Name of Event: ＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿

3.
Booking Organization: ＿＿＿＿＿＿＿＿＿ Person in Charge: ＿＿＿＿＿＿＿＿


Contact Name: ＿＿＿＿＿＿＿ Phone Number: ＿＿＿＿＿＿ FAX：＿＿＿＿＿＿
4. Receipt Header: ＿＿＿＿＿＿＿＿＿＿＿                 


5. Booking Period and Price:
	Venue Option
	Room
	Seats
	Price

	
	
	
	□All Day
	Half Day 

□Morning □Afternoon
	□Nighttime

	Conference Room
	□CEB 203
	60
	5,000
	3,000
	4,000

	
	□CERB 501
	42
	4,000
	2,500
	3,500

	Classroom
	□CEB 220
	130
	8,000
	5,000
	6,000

	
	□CEB 224
	60
	5,000
	3,000
	4,000

	
	□CERB 402
	60
	5,000
	3,000
	4 000


Upon booking the above venue, I have perused the NTUCE Regulations for Venue Booking and am willing to follow all its rules. If the rules are violated, I am willing to take full responsibility. Please approve the application.
	Booking Procedure

	Venue Review
(Room managers checking the venues)
Chia-Yu Lin 3366-4315

chiayulin@ntu.edu.tw
Yue-Tong Lin 3366-4290

lyt0977@ntu.edu.tw
	Chairman

	Payment
Payment slips are generated by the room managers. Please pay with the payment slip at the Cashier Division of NTU. Payment shall be finished a week before the event.

	□Venue Registered
	□Approve
□Disapprove
	□Payment slip generated
□Paid


Note: 1. If you need paper cups, coffee, tea bags, etc., please prepare them by yourself. Please remove the venue decorations after use.
2. Except for nighttime, personnel and service are not provided. Please designate someone to manage the venue during use.
3. Smoking is forbidden in the department buildings. Please do not eat or drink in the conference rooms or classrooms.
