	            沪江国际文化园各文化中心使用申请表
         Application Form of Using International Culture Center

	申请表填写日期
Date of Application


	
	使用起止时间
Date of Using
	

	使用单位
Department


	
	参加总人数
Number of People
	

	负责人及联系方式  Person in Charge with His Contact Information
	

	使用地点
Using Place
	 □ 美国文化交流中心             □ 德国文化交流中心
American Culture Center          German Culture Center
· 英国文化交流中心             □ 日本文化交流中心 
British Culture Center             Japanese Culture Center

 □ 北欧文化交流中心             □ 法国文化交流中心
Nordic Baltic Culture Center          French Culture Center


	活动内容描述Activity Description


	活动日程Schedule 


	使用楼层Using Floor


	使用设备Using Equipment

	        投影仪(Projector)


	        音响设备(Audio)

	        家具（furniture）
	        空调设备(Air Condition)

	        
	       

	        其他
	

	注意事项Remarks:
1，   借用各中心场地所举办的活动应为涉外活动或与该中心文化相符。
The activities held in each centers should be foreign-related or consistent with the culture of center.
      2，各中心场地原则上由中心自己使用。借用须事先申请，至少提前5个工作日预定，以确保场地可用。

	In principle, each center uses the site themselves. Borrowing must be applied in advance, at least five working days in advance reservation, to ensure that the site is available.

	      3，凡需使用投影及音响设备的，请至少提前1小时派专人至现场调试。使用过程中请爱护设备。
Anyone needs to use the projector and audio equipment, please at least 1 hour in advance to send someone to commission in the site. Please take good care of the device during the use.

	      4，本中心原则上不提供茶水和咖啡等饮料， 如活动需要，请自备，并在指定区域使用。
      In principle, our center does not provide drinks such as tea and coffee, if you need in the activity,      please bring by your own and use in designated areas.

	

	      5，场地设备如有损坏或丢失，费用由使用方直接承担。
If any field equipment damaged or lost, expenses must be undertaken by the user directly.
      6，借用场地必须由专人负责跟进活动，活动结束时请负责打扫并还原场地布置。

	Activities must be followed up by responsible specialist for borrowed fields, please be responsible for the cleaning and restoring the layout at the end of activities.

	      7，因场地限制， 各中心每次活动可接纳人数不超过50人。
    Due to space limitations, the number of the centers of each activity can accept no more than 50 people.


	部门领导签字：
Person in Charge
	中心主任签字：
Director in Charge

	国际交流处审核
International Affairs Office

	

	


