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Users who plan to borrow audio-visual equipment shall make a reservation
on the “Audio-Visual Equipment Reservation System” three school days
before the scheduled date (excluding holidays). The system is open for
reservation from 8:30 to 17:00 every school day.
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Two-year students at undergraduate level or lower can borrow
consumer-grade video cameras, digital SLR cameras, microphone sets, lamps
and auxiliary equipment. Third-year or senior students can borrow any
audio-visual equipment (except for valuable audio-visual equipment).
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Upon reservation, users shall pay attention to the time of borrowing and
returning, and indicate the name of the course at the same time.
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Only one piece of audio-visual equipment can be reserved on one day by
each group of users.
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Cancellation: Groups of users who decide not to borrow the reserved
equipment shall notify the management staff of cancellation one day before
the scheduled date. Those group having canceled the reservation for three
times shall be suspended from reservation during the current semester.
FRLER BH G AR SRR PRE B FEFREHEES KA
LS L S LR B A D g
AR HBed R FARBERY o

Users shall check the quantity and condition of the rental photography
equipment upon application to ensure their rights and interests. Any
problem found shall be responded to the management staff immediately.
Otherwise, the group of users shall be responsible for repairs and
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compensation if the equipment has been found to be lost or damaged.
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Borrow the reserved equipment during the foIIowmg time at the Equipment
Room. Any delay will be deemed as cancellation on that day.
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Those users in need of borrowing the audio-visual equipment but not
students, faculty members, or administrative staff of the Department of
Information Communication shall be subject to the Regulations for the
Management of Rental of Studio and Photography Equipment, Department
of Information and Communication, Yuan Ze University.

\Monday to Thursday\: Reserve the rental equipment three days
before(excluding holidays)

Lending time: 12:30 ~ 13:00

Return time: 12:00 ~ 12:30 on the next day

: Reserve the rental equipment on Thursday

Lending time: 12:30~13:00 on Friday
Return time: 12:00~12:30 next Monday

‘National hoIidays‘: Reserve the rental equipment two days before the
national holidays.
Lending time: 12:30~13:00 noon on the day before the holidays.
Return time: 12:00~12:30 on the first school day after the holidays
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Users shall return the rental equipment on time in consideration of the
rights of other users.
Penalty for late return:

(1)

(2)

(3)
(4)

(5)

Users who return the rental equipment late within half an hour upon the
given time shall be fined TWD 500, which is accumulated for each late
return.

Users who fail to return the rental equipment within the given return
time shall return it on time during the next return time and be fined
TWD 1,000, which will be reported to the teacher of that course.

Those groups of users who have not paid off the fines will be suspended
to borrow any equipment.

The management staff of equipment will provide the Department Office
with the information of late return and suspension. Students having late
return shall pay the fine at the Department Office, and receive a receipt
of proof. Only after all fines are paid off can the right of borrowing be
restored.

All the fines collected will be used to maintain the relevant equipment,
which will be subject to public announcement.
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Long-term rental:

(1)

(2)

(3)

Eligible courses: Students who take the courses of “Principles of Digital
Audio and Video”, “Fundamentals of Digital Audiovisual Design”,
“Principles of Animation”, “Advanced Film and Video Production
Workshop”, “Cross-Media Integration”, “Field Study I” and “Field Study
1.

Purposes of use: activities and exhibitions, seminars, project plans, and
academic presentations in associated with the Department, and any
other reasons designated by the course instructors.

The maximum period of rental is seven days, not subject to Article 8 of
these Regulations. The time of return shall be within three days of the
duty hours of the management staff (and shall not be across any
holidays), and the rental equipment shall be returned in the given
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(4)

te

(1)

(2)

return time, except that alternative return time is needed due to the
time and place of the activity and has been applied for an approval with
the supporting documents.
Procedure: In addition to making a reservation on the system in
accordance with Article 1 of these Regulations, users in need of the
long-term rental shall also fill out the Equipment Long-term loan Form,
which shall be approved and signed by the instructors, advisors or
project leaders, and further present it when taking the rental
equipment from the management staff. If any extension of rental period
is needed, the Form is required to be reviewed and signed by the
instructors, advisors or project leaders again.
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Rental of valuable audio-visual equipment:

(1)

(2)

Some audio-visual equipment is for professional use and is valuable. To
avoid any damage to equipment arising from unpracticed or improper
operation to affect course teaching and the rights of faculty and
students, users in need of the equipment rental on the Valuable
Audio-Visual Equipment List shall only be allowed to make a rental
application when they have taken relevant courses, training or
workshops as well as had relevant experience.

After submission of rental application, the uses can take the rental
equipment only when the application is approved and signed by both
the equipment custodian and the advisors.



