Student Activity Center Rental Application Form for Campus Staff
Date:__________________
	 Staff Unit
	
	Contact #
	

	Purpose
	
	Number of Participants
	           

	Duration
	From:______________   To:________________

	Applicant
	
	Sectional Supervisor
	
	Divisional Hear
	

	1. Please check the availability on Extracurricular Activities Guidance Section website before filing your application. 
2. Please check the following items if you need any: 
□ VIP room, stage, curtain, desks and chairs: You need signature from General Services Support Section, and attach Equipment Rental Applicaiton with this form.

□Air conditioner: You need a signature from Energy Conservation and Space Section, and attach Air Conditioner Application Form with this form.
□Adding a power plugs：You need a signature from Energy Conservation and Space Section, and note the power use on the below column.
□ Stereo equipment: You need a signature from Distance Education Development Section, and borrow the media box key from DEDS.

□ Sports equipment：You need a signature from Office of Physical Education, and note all equipment borrowed on the below column.
3. You must submit your application two weeks before the event date to Extracurricular Activities Guidance Section.

4. After the application is approved, please send one copy to application unit and another one for activity center office. 
5. Recover activities center after usage.

	Unit in Charge

	Extracurricular Activities Guidance Section
	
	Unit Supervisor
	

	
	Unit
	Comment

	
	
	General Services Support Section
	

	
	
	Energy Conservation and Space Section
	

	
	
	Distance Education Development Section
	

	
	
	Office of Physical Education
	

	Remark
	Please send this form to Extracurricular Activities Guidance Section after all columns are signed and filled.


※Person in Charge：Office of Student Affair Extracurricular Activities Guidance Section, Chen Yan Ming  Shao-mo Memorial Gymnasium SG315   Ext. 2220、2224

□ I hereby have read Announcement on Collecting, Processing, and Utilization of Personal Data, issued by Extracurricular Activities Guidance Section.
Document Preservation Limit：________ years       Doc. No.：ASBX-Q03-002-FM24-03











