FAFEFEIAMEH Y EH IR
National Tsing Hua University Procedure for Venue
Reservation by Student Clubs (20190725)
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The student club should use its password to 1) National Tsing
log in to the home page of the Division of Hua
Student Activities (DSA) website and enter University
the venue reservation system, then choose Guidelines
the desired venue and check the times for
when it is available (the status will be Management
displayed as "for reservation"). of Venues
Controlled
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If several clubs need to reserve a venue for Student
the same time period, they must participate Activities

in the monthly meeting of all clubs to
negotiate use of the venue.
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After negotiations, when one club has
obtained the right to use the venue, the
DSA will review and approve that
decision. After its approval, the status will
be displayed as "reserved."
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Clubs will obtain the right of use for any
remaining venues based on the order of
their reservations.
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The club may then proceed to reservation
system on the home page of reservation
system on the DSA website and print out a
Venue Reservation Form.

6. AL g * TR :}%%‘Fiﬁ—f‘ g E;j—njr_lﬁ]ﬁ
g o Lo PR G




L (e Bp $ewn - X PHE) o
On the day for which the venue is reserved
(or on the previous day if the venue is
reserved for a holiday), the club should
have a DSA staff member place his or her
seal on the Venue Reservation Form and
then use the form to obtain the keys from
the venue managers.
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The club should restore the venue to its
initial condition after use, and return the
venue keys by 10 a.m. on the following
day, or on the next weekday if on a
weekend.
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reservations through the DSA
online system
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Attend the monthly meeting of

clubs
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75 533 Negotiate
for reservations if necessary
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¥+ %+ Review and
verification of reservation by DSA
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the Venue Reservation Form
(Form 1) for the venue manager
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2% % * 4% Have the Venue
Reservation Form signed and
receive the venue keys
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Restore the venue and return the
keys
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open venues after conclusion of
negotiations




