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National Taiwan Ocean University Library Digital Studio Booking Application Form                                                           Application Date: ____ / ____ / ____
	Applicant Name
	
	Department / Office
	

	Campus Extension
	
	Mobile Phone
	

	E-Mail
	
	Estimated Number of Users (Max 6)
	

	Title of Recording Content
	

	Required Equipment (Please check one):
	☐ Requires full equipment (video switcher, cameras, LED panel lights, and backdrop)
☐ Only needs backdrop for shooting

	    Pref   Preferred Time Slots(Please list your preferred dates and select one time slot per date.

        The Library will assign based on availability.) ____ / ____ / ____
☐ Morning ☐ Afternoon

____ / ____ / ____

☐ Morning ☐ Afternoon

____ / ____ / ____
☐ Morning ☐ Afternoon


	 Reminders:

1. Reservation must be made at least one week in advance. Cancellations/changes must be made 3 days prior to the scheduled date. Two no-shows per semester will result in loss of booking privileges.

2. If multiple applications are received for the same slot, the earliest approved will take priority.

       Time slots: Morning: 9:00 AM – 12:00 PM  Afternoon: 1:30 PM – 4:30 PM
        Each use is limited to one time slot per session.

3. Location: Library 4th Floor. For questions, contact hueyru@mail.ntou.edu.tw or ext. 1181 / 1187–1189.

4. Avoid wearing blue or green clothing to prevent transparency issues on the blue/green screen.

5. Mandatory training is required before using the studio.

6. Surveillance cameras are installed for safety and equipment verification.

	Library Use Only
	       Department Head’s Signature / Seal:

	Scheduled / Not Approved (with remarks):

	Venue Manager:

	    


