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First: In order to properly manage the various venues and equipment of the university, that can be 

rented, charged and managed, there are standards to be followed and the management rules 

for borrowing (rental) venues of Dayeh University (hereinafter referred to as “this rules”). 

Second: The rental venues should be handled in accordance with the following regulations: 

1. During the borrowing (renting) of the venue, borrowing (renting) unit (person) have the 

responsible for custody and maintenance. 

2. The faculty members and students of the university, due to official duties and no fees or 

transactions, may borrow the venue of the university. If there is fees, transaction, or 

activities handled with off-campus unit to use the school's venue, the principle of 

renting should be adopted. 

3. The borrowing (renting) venue should be returned on time, otherwise should be renewal 

or rent. 

4. The borrowing (renting) venue will be handled by the venue management unit. The 

venue management unit may depending on the characteristics of the spatial, additional 

management rules for borrowing (rental) (including fees) by reference this rule, and 

shall be implemented after approval by the principal. 

5. If borrowing (renting) the same venue at the same time, in addition to the order of 

application, the following should be used in the order of use: 

i. Used for regular school meetings. 

ii. Used for academic seminars organised or hosted by Dayeh University, or 

large-scale arts and cultural activities. 

iii. Fixed time for class use. 

iv. Temporary application for class use. 

v. Used for speech. 

vi. Used for meetings of the department or center. 

vii. Used of school club activities. 

viii. Rental of off-campus units. 

ix. Other. 

6. If there is a conflict in the use of the venue, the borrowing unit may inform the venue 

management unit after consultation. If it is impossible to negotiate, it shall be handled in 

the order of the purpose of use of the preceding paragraph; if the spatial is not borrowed 

(rented) in the order of use, the venue management unit has the right to stop the use of 

the borrowed unit, and the borrowing unit shall not have any objection. 



7. If there is continuous use of the venue, the subsequent use of unit should indeed 

inventory the venue equipment, inspection function is normal, if there is damage, 

liability should be clarified with the former use unit on the spot, and inform the venue 

management unit; otherwise by the continuous use of the unit is liable. 

8. After the used, it will be inspected by the venue management unit and filled in the 

"Venue Inspection Report", if there is a damaged or lost, the borrowing (renting) unit 

shall be responsible for the cost of recovery or restoration after the restoration, and shall 

stop the use of the relevant spatial for one to three months. 

Third: All units of the school should accord with the following regulations in the borrowing venues: 

1. Borrowing time: The borrowing unit should contact the venue management units to 

complete the borrowing venue application procedures two weeks before the activity. 

2. Borrowing procedures: 

i. The administrative units should fill out the "Application Form For Borrowing (Rental) 

Venues"; Student clubs should fill out the " Application Form For Student Club 

Activity Venues " to contact the venue management unit. 

ii. To borrowing a large-scale meeting place, should fill in the " Application form for 

borrowing (rental) of the Dayeh University meeting hall" and contact the General 

Affairs Office to handle, and pay the relevant fees. 

3. Using program: 

i. Before using: According to the checklist of property and equipment on the venue, if 

there is any discrepancy or damage, it should immediately inform the venue 

management units. if informed unreported after the accountability, the borrowing unit 

responsible for the cost of recovery. 

ii. In using: If the venue equipment fails or is damaged, it shall immediately inform the 

venue management unit for processing, and shall not private disassemble and repair it. 

iii. After using: The equipment should be returned, the internal equipment should be 

inspected, the garbage should be disposed of, the power supply should be turned off, 

the doors and windows should be closed, and the borrowed items should be returned 

immediately, in case of non-working hours, it should be returned to the guard room. 

4. Inspection: The venue management unit shall, within one day after the return of the venue 

by the borrowing unit, comply with the 8
th

 paragraph of Article 2
nd

 of these rules. 

5. Fees: The borrowing unit shall pay for the part-time work fees according to the actual 

borrowing time. 

Fourth: Renting venues on campus or off-campus units is subject to the following regulations: 

1. Rental time: The borrowing unit should contact the venue management units to complete 

the borrowing payment and other procedures two weeks before the activity. 

2. Rental procedures: Prepare the official letter and the activity plan, and complete the 

formalities in accordance with the preceding paragraph. The management units will 

receive the deposit according to the circumstances. 

3. Using program: Borrowing the using program of the 3
rd

 paragraph of Article 3
rd

 of these 

rules. 



4. Inspection: Upon expiration of the lease term, the venue management unit shall 

immediately check with the rented unit. If the inspection is correct, the application for the 

deposit shall be refunded to the school on the same day. If there is any damage or loss, 

the rented unit shall be responsible for the recovery. If the cost of recovery is not paid 

within three days, the guaranteed deposits paid by the school will be reinstated. 

5. Fees: (in one day) 

i. The venue management fee includes equipment maintenance fee, hydropower fee, 

cleaning fee, garbage disposal fee, equipment operation part-time work fee, and 

non-working hours are subject to additional holiday overtime fee. 

ii. The rental spatial is calculated for eight hours per day; for more than four hours will 

be cost as one day while less than four hours would be cost as half a day. 

6. After deducting the amount from hydropower fee, gas fee,cleaning fee, holiday overtime 

fee and part-time work fees, the remaining amount is allocated 70% as the overall 

application of school related expenses and the application of 30% amount to the 

management unit. The scope of application of the amount for the management unit is 

following: 

i. Replacement, repair and maintenance costs of venue equipment. 

ii. Cleaning fee and the overtime pay for venue administrator. 

iii. Supplies and consumables used in the venue. 

iv. Miscellaneous expenses for the venue. 

Fifth: The school units holding out-of-school activities with the name of the school and organizer 

by the school, the maintenance fee for the venue (equipment) is fee; if contractor by the 

school, the maintenance fee for the venue (equipment) is 50% off; if co-organizer by the 

school, the maintenance fee for the venue (equipment) is 30% off. hydropower fee, cleaning 

fee, garbage disposal fee, equipment operation part-time work fee and non-working hours 

over time fees will not be discounted. The application shall be attached to the proposal and the 

relevant documents for confirmation. 

Sixth: Parking management, the posting, suspension and distribution of promotional materials 

should be handled in accordance with the relevant regulations of the Office of General 

Affairs of the University. 

Seventh: This rule shall be implemented after the certified of the administrative meeting, and the 

same shall apply to the amendments. 

 

Form for Dayeh University Venue Management Fee 

 
Equipment-ma

intaining fee 

Hydropower 

fee 

Cleaning 

fee 

Holiday 

overtime 

pay 

Total 

M109 Auditorium 

(360 people) 
20,000 4,500 3,800 1,200 

28,300 

/ 

29,500 



M205 

Auditorium 

(220 people) 

12,500 4,500 2,200 1,200 

19,200 

/ 

20,400 

J#107 International 

conference hall 

(228 people) 

32,000 4,500 3,000 1,200 

39,500 

/ 

40,700 

H613 International 

conference hall 

(160 people) 

8,000 2,300 1,000 1,200 

11,300 

/ 

12,500 

G305 Ladder classroom 

(150 people) 
6,000 2,000 1,000 1,200 

9,000 

/ 

10,200 

J109、J111、J115 Ladder 

classroom 

(60 people) 

3,900 4,500 1,000 1,200 

9,400 

/ 

10,600 

A312、A505 meeting 

room 

(50 people) 

3,000 1,500 500 1,200 

5,000 

/ 

6,200 

Court 500 200 500 1,200 

1,200 

/ 

2,400 

Athletic field 

(3500 people) 
5,000 1,000 500 1,200 

6,500 

/ 

7,700 

General classroom 

(50 people) 
500 200 500 1,200 

1,200 

/ 

2,400 

Entrance hall, Square 700    700 

Remarks 

1. The venue fee is calculated in one day (8 hours), less than four hours 

would be cost as half a day. 

2. Venue deposit: NT 3,000. It will be returned without any loss after 

checking. 

3. The equipment maintenance fee includes the venue and equipment 

usage fee; the equipment operation fee is calculated on part-time 

work fee. 

4. Renting the school venue and ordering outside food will cost 

garbage-disposal fees. (Garbage disposal fee: The average amount of 

garbage produced one person per day in the last academic year* unit 

(NT/kg)* number of people). 

Unit: NT 


