National Taipei University of Technology
- Application Form for Borrowing General Classroom
Date of Application:
 NO: 
	Class
	
	Number of Individual to Use the Classroom
	

	Purpose
	□ Mid-term (final) examination (subject title:           instructor:         )
□ Make-up class (subject title:           instructor:           )
□ Class meeting (please discuss with the department to locate a fix classroom for the class meeting.)
□ Others; reason:                          

	Frequency of Classroom Borrowing
	Date /Week Number
(From week 5 to 18)
	Day of the week
	Class Session

	□ single time
	
	
	

	□ periodical (each week)
	
	
	

	□   time
	
	
	

	Classroom
	Classroom Application:

	Classroom Confirmation
(to be filled out by Curriculum Division)
	□ Register through classroom borrowing chart.  (Curriculum Division will verify Meeting Class application,Tue,3. 4. 
□ Register through online system.

	Applicant
	
	Contact Number (Mobile Phone)
	

	E-mail
	

	Signature from Department Office or Instructor
	(Those who change a new classroom due to insufficient
 accommodation are exempted from this column.)


Note:
1. Please fill out this form and send it to the Office of Academic Affairs 2 days in advance (since it generally takes 2 working days for the Computer and Network Center to set the electric surrounding). If there is an emergency condition, please contact the Office of Academic Affairs to notice the Computer and Network Center for immediate handling.
2. Classroom is only borrowed for the purpose of class and examination. External Units should always apply to the Office of General Affairs for classroom borrowing.
3. To borrow a classroom for the 3rd and 4th sessions of Tuesday, please discuss with the department over a fixed classroom. The classroom may not be borrowed during the Comprehensive Assessment Program and we are sorry for all the inconvenience thus arises.
4. Since there is currently an access control and a power control for each classroom, please fill out an application form if you want to change classrooms.
5. Authority Unit for Classroom Borrowing:
	Day
	Time
	Authority Unit
	Extra Note

	Mon ~ Fri
	08:00~18:00
	Curriculum Division, Office of Academic Affairs
(or Joint Service Center Counter)
	External Units should always apply to the Office of General Affairs for classroom borrowing.

	Mon ~ Fri
	18:00~22:00
	Office of Academic Affairs, Department of Continuing Education
	

	Sat / Sun
	08:00~22:00
	
	


