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National Tsing Hua University Procedure for Equipment
Borrowing by Student Clubs (20200817)
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A student club or other unit should bring its Form £ 18
seal to the Division of Student Activities Guidelines
(DSA) and fill out an application for for
equipment rental one week before the date of Management
the event, or earlier if that day falls on a of
holiday. Equipment
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The student club or other unit should pick up Tsing Hua
the reserved equipment from the DSA University
equipment manager on the day of the event Division of
(or on the previous working day if on a Student
Activities

weekend or holiday), verify that the
equipment is functioning properly.
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The club or group uses the equipment only
during the period of the activity.
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The equipment should be returned the day
after the activity concludes (if on a weekend,
on the next weekday). The equipment
manager will verify the correct quantity and
condition of the equipment. If the equipment
is damaged or lost, the market price of the

equipment must to be paid for compensation.
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The reservation form (Form 1) is
filled out at the DSA office
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The equipment is used only
during the period of the activity.
Use equipment only during the
activity
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Pick up the reserved equipment.
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Yes
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The equipment is returned and
inspected.
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The equipment manager must make
sure whether there is any loss or
damage of the equipment.
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If any equipment is damaged or lost, the borrower No
should provide compensation for replacement or
for the repair of any damaged equipment.
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The process is completed.




