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B
Regulation

- Applicant: only school employee can apply.
- Please make application 3 days in advance before class begin.
- Large Classroom(86-140 persons) Booking is for users more than 70 people.

- If you need to cancel the Classroom Booking, please delete your application in
the Information System 5 days in advance before class begin.

- If your application include several days of use and you only need to cancel

some specific days, cancel the booking will delete all data. Please come to the
Curriculum Section for revision.

- If you need to book the Multimedia and Language Learning Lab, Amphitheatre
Lab, Science & Technology Building 3701 and 3801, please fill in “Form for
Classroom Booking” and bring it to the General Affairs Section.
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Notice

- You can see the Course name and Number of Attendees right after you type in

the Course Code (include Chinese Students).

- Classroom No.: you can see the classroom capacity after you select the

classroom No..
- Class Session: the same Class Session can not be selected twice.
- Class Session: if you select 1~9, the Aprroval unit will be the Curriculum Section.

- Class Session: if you select A~D, the Aprroval unit will be the Curriculum Section

of division of Continuing.

- Purpose: if you select Student Club Activities, the Aprroval unit will be the

Student Activity Section.

- Purpose: if you select Exam, there will be no limitation on the number of

attendees.
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[ Step 2] Classroom Booking Application
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