Flowcharts for Venue and Equipment Reservation

Appendix 1

Items Available for
Borrowing

longtable,  teadispensers
folding chairs, university flags
poster stands, national flags
trash cabs,

Tablecloths,

beach tables,

beach chairs,

beach tablecloths

A

Venue Booking

Auditorium in Building 1,
Yan-Shi Hall in Building 5,
Yu-Ziang Hall in Building 6,
Exhibition Hall 60103,
Lecture Hall in Building 7 (74304)
public plazas, platforms,
other campus public spaces‘

Online Form Submission
-personal Portal-
Equipment and Items
Booking

Online Form Submission
-personal Portal-
Venue Booking

v
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Print
General Affairs Office Equipment
Borrowing Application Form

Print
General Affairs Office Venue
Booking Form

fees are applicable
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Supervisor Approval

Choose the
desired venue fo
booking

General
classrooms
including Lecture
Hall 60312)

X

Online Form Submission
-personal Portal-
Venue Booking
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Print
Classroom Borrowing
Application Form

The Business Management
ection of the General Affairs

According to the university's regulations
for venue usage, student club activities
must be approved by the Extracurricular
Activities Section

X

Pay fees at the counter of

General Affairs Office or
process budget transfer

Office determines whether fees
should be charged and decides
the method of electricity

pply for the venue

fees are notlapplicable

According to YZU Regulations for
Space/Venue Renting Managed
by General Affair Office

Section of General
Affairs Office

Apply for
power settings
Approval by the .
Business Management""ﬂn't'emﬁl"’ Power settings by the

process of the
Leneral Affairs
Office)

Construction
Maintenance Section

Power settings
completed

A
The applicant retrieves
the approved
application form

(The application form specifies whether
power is supplied by the system or
requires pre-paid power card activation)

The applicant submits the second copy of
the application form to the manager of the
respective building to complete the
borrowing process
(Open the classroom door / Retrieve items)

« [tems are for on-campus use only and
may not be taken off-campus.

« The building managers accept
applications until 16:00 daily. For evening
or holiday events, please assess and submit
applications accordingly.



