Guidelines for NUK LIC Seminar Rooms
1. The Seminar rooms only open for faculty and students with five people or more.
2. Make a reservation at the service desk on the second floor with your NUK ID card during seven days before the day you reserve.
3. Each period is only for two hours. To extend the period time, please inform the service desk in advance.
4. The applicant should come to the service desk in the fifteen minutes after the reservation time and receive the key by depositing all people’s ID cards.
5. Smoking and food is not allowed in the Seminar Room. The LIC keep the right to stop the usage of people who break the rules.
6. Before leaving the Seminar Room, please clean all your stuff and lock the door. Hand the key to the service desk to get back your ID cards.
7. If damaging the facilities or losing the key, the applicant agrees to be liable for the responsibility over the fees arising from the repairing or making a new key.
8. The LIC keeps the right to adjust this guidelines when it is needed.
----------------------------------------------------------------------------------------------------------------------

The Application Form for the NUK LIC Seminar Room
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	Application Date
	
	No. of Seminar Room
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	Using Date
	
	LIC staff
	

	Department
	
	Time begins
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	Participants(ID card no./Name):


	Note
	□Whiteboard pens       □Plate rub
Signature by whom takes the key                    Signature by LIC who receives the key  
                                                                          


