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Department of Information Communication,
Yuan Ze University
Regulations for the Management of Rental of
Spaces and Equipment
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May 22, 2018 Passed by the 13th Department Affairs Meeting, Academic Year 2017-13
May 13, 2014 Passed by the 13th Department Affairs Meeting, Academic Year 2013-13
November 26, 2013 Passed by the 5th Department Affairs Meeting, Academic Year 2013-05
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Article 1 These Regulations are formulated to properly manage all kinds of spaces
and equipment of the Department and give full play to their functions.
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Article 2 Eligible Borrower.
Students, faculty members, and administrative staff of the Department of
Information Communication. Those not affiliated with the Department
will be subject to the applicable rental regulations.
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Article 3 Priority:
I. Activities of the Department, such as courses, seminars, speeches or
conferences.
II. Mid-term and final exhibition activities of the Department.
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Article4 Time:
Subject to the time announced in the current semester.
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Article 5 Restrictions:
I. Classrooms shall be reserved within 12 days upon the scheduled date.
Il. Classroom keys shall be returned on the date of borrowing.
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Short-term rental period of equipment is 3 days.

IV. Long-term rental period of equipment is 1 week. Those in need of

*

~

long-term period shall fill out the Equipment Long-term Loan Form. If
the demand is for long-term courses, it will not be subject to the
1-week restriction.
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Upon rental registration, users shall submit an application with their
student ID cards or other valid identification documents to complete
the procedure.

One user can only borrow one piece of equipment with one
identification document. It is not allowed to borrow multiple pieces
with only one identification document.

If the given time of return is on a holiday, the rental equipment shall
be returned on the first school day.
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Article 7 Obligations and Responsibilities:

Users shall check the quantity and condition of the rental equipment
upon application to ensure their rights and interests.

Any problem found shall be responded to the management staff
immediately. Otherwise, the users shall be responsible for repairs and
compensation if the equipment has been found to be lost or
damaged.

Users shall be responsible for the safekeeping of the public properties
during the rental period. They are not allowed to further lend out the
rental equipment to any third party without authorization. If any users
are found to have any such unauthorized lending, their right of rental
will be suspended during the current semester.



lll. Users shall return the rental equipment on time in consideration of
the rights of other students. Those who fail to return the equipment
within the given time will not be allowed to further borrow any
equipment during the current semester.

IV. After using a classroom, users shall turn off all the lights, air
conditioners and equipment and lock all the doors and windows
before leaving. In the event of any property loss due to users’
negligence of access security, the case of liability will be discussed at
the Department Affairs Meeting.

V. Users shall take care of the spaces and equipment borrowed from the
Department. Without authorization, users shall not have any of the
following: to remove the hardware or accessories, or to dismantle,
improperly connect or change power lines, or to attach a nail, hang,
glue or stick to walls or glasses. It is also prohibited to smoke or bring
food or drinks in any space. Users shall also comply with any special
regulations for each space of the Department. If equipment is
damaged due to improper use, the users shall be responsible for
compensation or repairs.
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Article 8 If there are regulations specifically formulated for each space, those
regulations shall prevail. Rental of audio-visual equipment shall be subject
to the Regulations for Rental of Audio-Visual Equipment.
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Article 9 These Regulations shall be implemented upon approval by the

Department Affairs Meeting. Any amendments shall be processed

accordingly.



