Nanhua University Library

Books and Arts Gallery Reservation Form

Date of Application: _____(mm)____(dd)_______(yyyy)

Please reserve the Gallery 15 days in advance.
	Name of Exhibition:

	Name of Institution:
	Name of Applicant:

	Contact No./Mobile No.:

	E-mail:

	Description of the Exhibition:



	No. of Attendees:
	No. of Exhibition Items:

	Exhibition Set Up Date/time:
	Exhibition Date:

	Exhibition Closing Date:
	Dismantling of Exhibition Date:

	*Please take note of the following: 
1. Please fill in an application form at the Circulation Desk.
2. The Gallery is located at the entrance on the first floor. If marketing materials will be put up on the wall (dimensions: 2930 (w)*320 (h) cm), please obtain consent from the Library beforehand. 
3. You are responsible for all personal belongings, equipment, and brochures/pamphlets that you bring to the exhibition. At the end of the exhibition, please ensure that all library properties are put back to their original places. Please clean up after yourselves, and ensure items not belonging to the Library are removed.
4. Please do not move Library properties or set up personal equipment without prior consent from the Library. Any Library properties that are damaged or lost will be handled according to regulations governing the Library Spaces and Equipment Act.
5. No eating or drinking is allowed in the Library. Please keep noise levels down. Opening ceremonies, ribbon cutting ceremonies or other events must be held outside the Library entrance. Please inform Library staff beforehand.
6. All exhibition items should be framed, packaged, and insured. 
7. Please inform and coordinate with the Library prior to the assembly and dismantling of display items. After the closing of the exhibition, Library staff will check all Library properties on site. Exhibitors are responsible for any damage or loss of Library properties.
8. Please send any marketing materials, posters, invitation cards, or exhibition websites to the Library for approval. Announcements related to the exhibition will be made 7 days before the opening of the exhibition.
9. The Library provides the following: exhibition space, electronic board, adjustable picture hanging hooks and rail track spotlight fixtures. 
[bookmark: _GoBack]Please contact: Reader Services Division, Miss Lan, Tel. (05) 2721001 ext. 1463


· I have read this agreement and agree to the terms and conditions.

Applicant (signature)                            Head of Institution (signature)                          

……………………………………………………………………………………………..…………………

Library Admin. Assistant               Division Head              Library Director                    
