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Department of Mechanical and Electro-Mechanical Engineering, National Sun Yat-sen University

Guidelines for Borrowing/Using the Conference Rooms and Special Classrooms with Devices and Equipment
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Amended and approved at the 2" Department Council in 2008 academic year on 2008.10.22
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1. These Guidelines are established to help conserve energy and reduce carbon emission, as well as to
ensure efficient use of all space and equipment of the Department of Mechanical and Electro-
Mechanical Engineering.
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2. The Department’s conference rooms: Large (Gong 2021A), medium (Gong 2021B), small (2021C).
Special classrooms: Stairs (Dong 3021), large (Dong 4055A), medium (Dong 4055B). Devices and
equipment: Camera, notebook computer, projector screen, single-beam projector, and overhead
projector.
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3. Conference rooms are to be used only for meeting purpose. Usage priorities are (1) important
meetings (e.g., for Department-related affairs), (2) general meetings, (3) discussion on special topics.
Apart from the “important meetings” stated above, users have to register one week before the date of
use, and no long-term registration should be made. When there are overlapped registration requests,
decision will be made based on the usage priorities. In addition, users who have a special reason to
move up their booking or make impromptu use must seek permission from the Department head before

using the facilities.
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4. For using special classrooms throughout the whole semester, except for night-time or holiday classes,
the reason for use must be submitted and the teaching committee’s consent must be obtained before the
semester’s class scheduling. Besides, guidelines for borrowing/using special classrooms are the same as
the guidelines for borrowing/using conference rooms prescribed in Point 3 above.
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5. When borrowing keys or devices, users have to register with the teaching assistant at the Department
office in writing on the day of use and leave an identification document as security. Borrowed items shall
be returned on the same day before the administrative staff go off duty unless for a special reason.
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6. Please keep the rooms clean and tidy when using the special classrooms or conference rooms, and
smoking is prohibited. Restore the rooms (desks and chairs) to the original state after use, and switch off
the lights, air conditioners, and lock the doors and windows for security.
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7. Devices and equipment shall be used according to the instruction manual and kept clean. All parts and
accessories shall be kept intact.

A BERFRARE Z R Y BRI E o AR DAY X T RAE TR o I F&*Eﬁxﬁ o
8. When using a special classroom for night-time class, registration must be made on the day of use before
the administrative staff go off duty, and the room shall be returned the next day.
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9. For borrowing/using valuable devices overnight, the “Loan Form for Overnight Use of Valuable
Devices” must be completed.
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10. These Guidelines are put into effect after discussion and approval at the Teaching Committee and

forwarding to the Department Affairs Council for reference; the same applies to any amendments thereof.



