
雙和校區聯合行政中心
服務說明

Service introduction of 
Administration Center-Shuang Ho Campus



聯合行政中心
Administration Center
 地點(Location)：教學研究大樓四樓

4F, Teaching & Research Building

 服務時間(Service Hours)：自2023年2月20日起，周㇐~五 0800-1700

0800-1700, Mon. to Fri. from 20th Feb., 2023
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 各單位郵件收發櫃、郵件傳遞箱之位置如紅框所示
The receiving cabinets of each unit is shown in the red box
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進駐單位服務內容-1/2
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以桌機撥打為 #2+雙和校區分機號碼
以手機撥打為 62+雙和校區分機號碼



進駐單位服務內容-2/2
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Service content -1/2
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Service content -2/2



信義/雙和校區-文件傳遞須知
Xinyi-Shuang Ho Campus- Documents Delivery
 流程(Process)：

1. 將欲傳遞之文件包裝妥當，註明收件單位/收件人
Pack the documents well, and indicate the receiving unit/recipient   
clearly.

2. 至信義校區(後棟B1文書組)、雙和校區(教研大樓4F聯合行政中
心)，登記傳遞文件內容及收發人資訊
Go to the mail room, to register the information of documents.

3. 交由文書組同仁協助處理，置入郵件傳遞箱
Hand over the documents to the staff.

 傳遞文件之類別(Type)：公務使用之公文、用印資料、信件/資料等

Only the work relative documents, appeal application and mail

 時間(Time)：每日上午11時前(將視狀況滾動修正) 

Before 11a.m., Mon. to Fri. (depending on the situation.)



雙和校區-郵寄須知
Shuang Ho Campus- Mail/Package

 流程(Process)：
1. 郵件書寫完整收件單位/收件人資訊、寄件單位等資訊

Indicate the receiving unit/recipient, and sender information.
2. 交由教研大樓4F聯合行政中心文書組

Hand over to mail room.
 郵寄信件之類別(Type)：公務郵件(使用單位預算者)

Only the work relative documents.
 時間(Time)：每日上午11時前

Before 11a.m., Mon. to Fri.
 備註：若為急件，請自行寄出後，提供收據資料(含統編/抬頭資料)

至文書組(與信義校區相同程序)
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).



雙和校區-領取掛號郵件須知
Shuang Ho Campus- Registered Mail

 流程(Process)：

1. 收到mail後，立即至教研大樓4F聯合行政中心櫃台領取

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

2. 於系統登記確認，即可領取掛號郵件/包裹

Pick up the mail and confirm the receiving information on system.

 備註：因儲物空間有限，請於收到通知信件後，儘早前往領取

P.S. Due to the limitation of storage, please pick up mail/package ASAP 

after receiving the notification mail



敬請指導
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