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Administration Center NH

® ithEfi(Location) : HER AEE
4F, Teaching & Research Building
® [R#5A5E (Service Hours) : E12023F2H20H#E - & —~7 0800-1700
0800-1700, Mon. to Fri. from 20t Feb., 2023
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The receiving cabinets of each unit is shown in the red box
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Administrative | Stationed Personnel | Service .

Office of
Academic Affairs

Office of
Student Affairs

1. Curriculum Section:
Mr. Liu Yu-cheng
(10441)

2. Registration Section:
by shift (10442)

3. Printing Room:
Miss Chang Chia-mei
(10440)

1. Campus Security
Center: by shift
(10443)

2. Student Counseling
Center: by shift
(10480)

Daily
working
hours

Daily
working
hours

® On-site services: Provide consulting services related to registration and
curriculum sections. Students can obtain handouts or test papers, apply for
enrollment letters or suspend or end their studies, pick-up of items, borrow
and return teaching equipment, etc.

® Online applications: Educational and academic affairs system and system to
report lost student ID cards, where students can select courses, apply for
student status changes, register for enrollment in exams, etc.

® Matters that must be processed at the Xinyi campus: Paper-based applications
(e.g., course selection reports and interschool course selection application
forms), student ID card extensions, application forms for suspension or
ending of studies, etc.

® On-site services: Campus security maintenance, academic affairs-related
counseling services, and mail collection (school security personnel)

@ On-site services offered at designated time each semester: Receiving on-site
applications for student loans, tuition or other fee reductions or waivers, and
bursaries for underprivileged students

® Online applications: Educational and academic affairs system, where students
can apply for bursaries and scholarships, approval for internal or external
student club activities, funding related to student clubs, and reserving
equipment for student clubs; Student leave request system; Accommodation
application system; e-counseling system; Freshman registration affairs; UCAN
test; Industry professional mentoring; Internship matching platform; Off-
campus employment registration and announcements; Graduation-related
affairs, etc.

® Matters that must be processed at the Xinyi campus: Absence forms
submitted after the absence, midterm or final exam absence forms; original
copies of off-campus scholarship applications; original copies of student club
reimbursement receipts; applications to add, remove, or suspend service-
learning courses; receipts for career-related activities hosted by departments;
applications for visit and internship-related insurance; etc.
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Administrative | Stationed Personnel
Unit (Extension #)

Office of Research
and Development

Office of
Environmental
Protection and
Occupational

Safety

Secretariat

Office of Global
Engagement

Office of
Continuing and
Extension
Education

Research Promotion
Center: by shift

Mr. Li Wei-yi, Miss
Tseng Pei-xin
(10445)

1. Occupational safety

and health personnel:

by shift

2. Nursing staff: by
shift(10470)

Mail room:
Miss Hsiao Cheng-chun
(10446)

1. Global Partnerships
Section: by shift
(10485)

2. International Student

Section: by shift
(10485)

Daily working hours

1. From 09:00 to
12:00 on the Wed.,
other days from
13:30-17:00

2. Daily working
hours

Daily working hours

1. Daily working
hours on the 2nd
and 4th Fri. of
each month

2. From 11:00 to
15:00 every Tue.
and Thu.

According to the courses involved

@ On-site services: Office of Research and Development affairs—
related consulting services and receiving and sending related
documents

® Online applications: Various academic research application and
reward systems and research platforms and systems

® Matters that must be processed at the Xinyi campus: contractual
documents, project application materials, etc.

® On-site services: occupational safety and health management,
labor health services, toxic substances & chemicals management,
biomedical waste, and health center service

® Online applications: Application for gene recombination
experiments/pathogenic microorganisms above RG2

® Matters that must be processed at the Xinyi campus: Toxic
chemical purchase applications, Biosafety Department change
applications, and import/export matters application

® On-site services: Receiving and sorting of mail, paper-based official
documents, and applications for official seal
@ Online applications: Application system for official seal

® Matters that must be processed at the Xinyi campus: Letter and
package mailing

® On-site services: Provide consultation and services for matters
related to the Office of Global Engagement

® Matters that must be processed at the Xinyi campus: Application
documents for overseas studies and internship awards, subsidy
documents for international academic exchanges, etc.

® Provide relevant courses for the public and professionals/
individuals in the New Taipei City areas on the basis of market
demands
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Xinyi-Shuang Ho Campus- Documents Delivery
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® ii#Z(Process) :

1.

o &

RMBEZ X FBEXE - sERRUAEEAL/WHFA

Pack the documents well, and indicate the receiving unit/recipient
clearly.

Eé%#z E(@fﬁmi{a” ) ~ EFNRE (T ARBAFBE S TTELF
D) - BEEBEXFARS KWEEAE
Go to the mail room, to register the information of documents.

RHENEHE{CHIERE - EABEHEE

Hand over the documents to the staff.

EX 2 55R(Type) : ABERAZAX - BENER - 5H/ERF

Only the work relative documents, appeal application and mail

® [[E(Time) : & H 115 RI(FE AR ENELE)

Before 11a.m., Mon. to Fri. (depending on the situation.)
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Shuang Ho Campus- Mail/Package )

® i#E(Process) :
1. HEEBRCTBWEEN/WHEAERN - FHEEMNSFES
Indicate the receiving unit/recipient, and sender information.
2. REFMAEBAFE SITEP O EAE
Hand over to mail room.
o HFEHZ2EHR(Type) : AIBHH(EFREMNEER)
Only the work relative documents.
® [5[E(Time) : H LT 118581
Before 11a.m., Mon. to Fri.
o &Rt ERRN  FENTHFULRE  RHIWEBEER(ZHRE/IE0IRER)
ENEHEEEREEERER)
P.S. Please send the mail by yourself if urgent, then provide the invoice

with tax ID number and heading to mail room (same as Xinyi Campus).
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Shuang Ho Campus- Registered Malil )

&

® fi#E(Process) :
1. WEImail® - B2 ZIF XE4FIE S 1T /MBS R EY

Please to mail room to pick up mail/package after received the
notification mail.

2. MEMEHER - BIo]EEESREA/8R
Pick up the mail and confirm the receiving information on system.
o &5t KRV ZEREAIR - BRWNEIBEMEHR - EFERIERN
P.S. Due to the limitation of storage, please pick up mail/package ASAP

after receiving the notification mail
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