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Meeting Room User Guide
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The Graduate Institute of Metabolism and Obesity Sciences,
hereinafter referred to as the Institute, adopts the “Meeting

Room User Guide” to effectively manage the meeting room
in the Institute, hereinafter referred to as the User Guide.
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The booking of the Institute’s meeting room is to be done
through advance registration. The unit of time for which you
want to schedule is in hours, and registration opens two
weeks prior to the reservation date. Please proceed to the
Institute’s administrative office for registration.
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Article 3.

Article 4.

Article 5.
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Priority for booking:
1. Classes, meetings, or teacher lab meetings of the
Institute.
2. Classes or meetings of the College of Nutrition.
3. Teacher lab meetings of the College of Nutrition.
4. Nutrition student meetings or activities.
5. Other TMU department meetings.
In case of any emergency or necessary affair of the
Institute, please proceed to change location or booking time
if the purpose of your meeting is a private matter.
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The use or the class representative, should come to the
Institute’s administrative office during office hours to make
sure proper operation of the meeting room’s projection
devices.
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After meeting, please pay attention to the following:
1. Return chairs to their original position.
2. Wipe the marks written on whiteboard.
3. Shut down projection devices (including the projector and
screen), lights, and air conditioning.
4. Return remote controls and transmission wires to their
original position.
Completion of the above items is to be verified by the
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Institute’s personnel.
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The meeting room is open for lunch and dinner
(12:00~13:30, 18:00~19:00) on business days. After the end

of the meal, users are required to clean the table, restore the
room to its original state and take away the trash.
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If the user fails to follow the above rules and not correct their
mistakes after advice, their permission to use the room will
be suspended for a month. If any item is lost or broken
during meeting time, there will be a fine equivalent to the
item’s price or fixing cost.
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These regulations were enacted by the Institute Affairs
Council. All revisions will follow the same procedures.

=%
’\j—;ﬂ’



