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Department of Special Education / Graduate Institute of
Rehabilitation Counseling and Gerontological Wellbeing
National Taiwan Normal University
Provisions on Venue Booking, Fees, and Management

Ratified at the 5th departmental meeting of Academic Year 2001/2002 on March 5, 2002

Ratified at the 2nd departmental meeting of Academic Year 2014/2015 on October 28, 2014

Ratified at the 2nd departmental meeting of Academic Year 2020/2021 on October 20, 2020

Amended and ratified at the 117th NTNU University Fund Management Committee on December 17, 2020
Ratified at the 7th departmental meeting of Academic Year 2023/2024 on May 7, 2024

Amended and ratified at the 138th NTNU University Fund Management Committee on June 12, 2024

1. These provisions have been established by the Department of Special Education and Graduate Institute of
Rehabilitation Counseling, National Taiwan Normal University (hereinafter referred to as the Department)
to enhance the management of teaching and research premises under its purview in accordance with

the National Taiwan Normal University Provisions for Venue Booking, Fees, and Management.

2. Venue booking priority and guidelines: Priority will be given to teaching activities under the Department,
meetings and events organized by the Department's faculty members, and bookings made by external
parties, in the order stated. Venues can be booked by external parties for purposes related to special
education, such as teaching activities, events, meetings, and assessments.

(1) NTNU units: 50% of published rates.
(2) External parties:

i. Program and research partners of the Department that have signed Memoranda of Understanding
(MOU), renewed every three years, are entitled to use the venues either at no cost, half price, or
full price.

ii. Parties with whom the Department did not sign MOUs with are to pay venue booking costs in full.

3. Venue booking rates:

Three time slots are available for venue bookings, specifically 8:00am to 12:00am, 12:00pm to 5:00pm,

and 5:00pm to 10:00pm. The respective venue booking fees are as follows:

(1) Classrooms: 103, 112, 113, 115, etc. (accommodates 30-50 people): NT$5,000/slot

(2) Conference rooms: 203, 204 (accommodates around 10 people): NT$5,000/slot; 116, 227, 230, etc.
(accommodates 30 people): NT$6,000/slot

(3) Audiovisual classroom with tiered seats: 114 (accommodates 100 people): NT$10,000/slot.
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(4) Entrance Hall/Lobby: From NT$5,000/slot
(5) For venue usage during non-working hours, extra administrative charges apply. Administrative
charges shall not be lower than the minimum wage stated in the Labor Standards Act.
4. Parties that make venue bookings are to pay the booking fees a week prior to the event to complete the
booking. Bookings shall be canceled for parties that fail to do so.

(1) Non-NTNU parties are to make the relevant payment at the NTNU Cashier Division with the Venue
Booking Form. After the payment has been completed, the booking party shall submit a copy of the
payment receipt to the Department for verification.

(2) NTNU parties are to make the relevant payment via internal transfer with the Venue Booking Form.

5. Incomes and expenditures generated from venue bookings shall be managed in accordance with the NTNU

University Fund Management Guidelines for Self-Raised Income and Expenditure and other relevant

regulations.

6. Venue booking will not be allowed in the event of any of the following conditions. If the booking has been
processed, the Department reserves the right to cancel it

(1) Mismatch between the actual event and the declared event.

(2) Possible damage to venue(s) and equipment during the event.

(3) Parties who have breached the terms of these provisions or transferred the booking to another party.

7. Other regulations:

(1) No unauthorized transfer of keys and venue bookings for all venues.

(2) Noise levels shall be kept low during venue usage so as not to disturb ongoing classes. Safety and
energy-saving regulations shall also be observed. The Department reserves the right to terminate
bookings immediately if users are found in violation of these guidelines.

(3) In case of loss or damage to the premises, equipment, or public facilities resulting from misuse, the
party in charge of the booking will be liable for compensation or repair, charged at market rates.

(4) Ensure that safety precautions are upheld in the use of electricity. It is forbidden for venue users to
change or connect power lines, or use live flames without authorization. All power sources should be
turned off when leaving the venue. The original state and cleanliness of the venue shall be upheld. No
posters or promotional materials shall be posted on the walls and floors without permission. All

materials are to be removed and the venue restored to its original state after the venue usage.
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(5) If there are meal boxes and food waste resulting from large events or seminars, the party in charge of
venue booking is to ensure that these items are collected and recycled on the day of the event itself.

(6) When using the venue(s), ensure that accessible facilities are not occupied and accessible routes are
not obstructed.

8. These provisions have been approved at an SPE departmental meeting, reviewed and ratified at an
NTNU University Fund Management Committee meeting, and approved by the NTNU President
prior to implementation. The same review process has been and will be observed when there are

amendments made to the content.
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SPE and GIRG Venue Booking Form and Rates

YH§EHp: & 7 p B A
Application Date: (date) (time)
& ¢ Event
G VIR
Department/ "E P f/C
Organization vent
Yo 4 PR T 34 e-mail
Applicant Contact no. and email
i * ¥+ % P Event participants: i * A g
Number of participants:

B R (SzpFg s ARE 18:00-12:00512:00-17: 005 17:00-22 : 00)
Required time slot: (3 time slots: 8:00am to 12:00am, 12:00pm to 5:00pm, and 5:00pm to 10:00pm)

! P(&4 ) P s g ! P(& 4 ) e hor
Date: ( day) to ( day) Time:
g * ¥ Venue: ER -
By Y R No
Type of Venue B Rate per | FFf<#ic  [Total discount
Location | time slot | Total number |booking fees| |[ 1T 37
of time slots Half price
# % Classrooms 5,000 ~ &
(103 ~ 112 ~ 113 ~ 115, etc) NT$5,000/slot £ NT:
5 s ¢ & % Conference rooms 5,000 ~ & Total:
,Z . ; (203 ~ 204, etc) NT$5,000/slot NT$
o ¢ & % Conference rooms 6,000 7~ &
Booking (116, 227, 230, etc) NT$6,000/slot
foos AELF F Audiovisual 10,000 =~ &=
Classroom(114) NT$10,000/slot
5,000 ~ 4=
' ¥ Entrance Hall/Lobby: From
NT$5,000/slot
# & % * Other costs :
L FIREE L TR LA @M F R AR 2 B R
Administrative charges (venue usage during non-working hours): Administrative charges
shall not be lower than the minimum wage stated in the Labor Standards Act.

e 2>L ¢
B sy

Total Charges Payable
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Note:

1. Products that threaten the information security of Taiwan (such as software, hardware, and
digital services from Mainland China) are not to be used in this venue. In the event that a
ny equipment has been hacked, please turn off the power immediately and notify NTNU ve

nue management staff for further action.

2. Venue bookers are to comply with checks ordered by NTNU on their digital communication
software and hardware as part of NTNU's effort to strengthen information security management. If
any equipment or products that threaten Taiwan's information security were found to have been in
use, NTNU will inform the user to rectify the situation within a given time period. The informed
user is to complete the security enhancement before the deadline given.

% 1%% 3 Approval Process:

Lk Bainss w e |2, k¥ 340

Check the venue availability Seek approval at the department office
at the SPE Library and obtain signature and seal

B AP i
Staff Librarian:

3.RI iRl R e
Submit the booking form to
the department library to co

mplete the venue booking

ki

R

Booking Date:

B A BELEL AME L R A

The order of booking is based on the date that the booking form is submitted to the depar

tment.

As venues are limited, please complete bookings ASAP.

The Chinese version shall prevail in case of any discrepancies between the English and Chinese version.
PR Adrd LB Y 2R ALE




