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Chapter 1 Arts Council and its Administrative

Department

Artide 1 Purpose HH#j
In order to better serve the art clubs and improve the administrative
capacity of the art committee, the administration department of Art
Committee was established with the support of XJTLU Arts Center. The
purpose of this department is to serve the instructors of various art
clubs, assist the instructors to manage related clubs, improve the
efficiency of the administrative approval process, strengthen the
management of the data of the art clubs, and close the relationship
between the various art clubs. It cooperates with related clubs and
provides necessary assistance for activities organized by them. What's
more, the department undertakes regular committee meetings held
every month, and plans thematic activities to enrich the campus life of
the majority of students. > 7 HIFHIIR S T 2 AR KR, RFZARZE R
SHATERE ST, ERCEAR PO SR N AL EAR T RSATEER . Z%HRIT]
IR B RS T RN EARRALHE, thBhE 2 E M AL
PEEATBCR LR, ISR ZAR A LA SRS R
YIS EARBHLH P Z KR, @Eé‘#?ﬁ*ﬁ?@ﬁlﬂﬁﬁﬁiﬁﬂ&%ﬁﬁ
R, ARBEABITHNER RIS, KU FEEESRF R KF
HIAR bl A2 355 o

Artide 2 Principle JE |
This department abides by the university’s relevant methods and
regulations on the management of clubs, safeguards the interests of

the university and all art clubs, and accepts the supervision of the
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university and students. A< T S 24 R 41 B R B AH & IR R & 4]
BEFERERIT A 2R AL BRI RS . B2 A2 A i Bt
Artide 3 Function Bl fE

Through the implementation of the arts council performance
evaluation regulations, the comprehensive performance of the art
clubs in a academic year is evaluated, and the allocation of funds to the
relevant clubs will be adjusted accordingly. i H#UTERTE RS GEL
PGSR TIREARRA LA, fE—AEN I ZRE R IRE , IFE
SHE PP A SR A T A 7 % 4 43 o

R FEMAMEERINE SR
Chapter 2 Financial Support for Student Clubs and

Student Activities

In order to regulate the activities fund application and use and train the

students to have rigorous thinking for making and carrying out the plan, this
policy is hereby made. JyHlyuiEahBe G HIE LM A, #5522 R BA T RIHE .
THRIBA TR ™R, Rl E ARG S & HiE LI .

Artide 1 Application and Approval Process E2i% & Bt R T2
After the plan is approved by the directors, the budget and event plan
should be reported to the directors within 10 working days before the
event. Please refer to the Appendix 13 for the Budget Request Form for
Student Activities. &3t RIGBIHE FLIWIAAT )5, TERESHT 10 4~ TAE
H &2 TGS P K G s R4 s 38 o BUAAR S BN % 13 CRAE
BPAHIEERY .

Artide 2 Approval Process & #t 37 72
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Section 1 Making Budget T35 45 il

(1) The budget can include the necessities required during
the activities, such as: “propaganda material”, “prints",
and other necessary approved expenditures i I35 7E
BT IR SISO B A T IAPRE
S B B 5B S B Y S H

(2) The budget should be made by the activity organizer. A
printed version is needed. The budget needs to be
approved and signed by the financial manager and
chairman of the organization or club, and then sent to
the responsible Arts Centre teacher. #i HiGEsNE L H
. B ATEIR, AL 45 5158 N HIARAE L
R LR R EER)E  ZEARPOE S

(3) All of the necessities are to be bought after the budget is
approved by the student club support center:
stationery, sports supplies, posters, roll ups and so on
can be purchased in the approved location i fy2¢4=
RS RO RS, T AT YA R A
SCARR AL R BRLES . HARRRERY) & A A
1R ;

(4) It must strictly follow the budget when purchasing, and
obtain formal invoices, lists, receipts. Transaction
records should be offered when purchasing online. %t
I, UM RPUAST T, HFRPIEMASE . HH.

B BRI, St Hid s

Section 2 Notes ZE#E
Invoiced information % ZE35LAH K15 B.:
Type of letterhead: unit;

4
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Head up: Xi'an Jiaotong-Liverpool University;

sk PSSR R

Tax Number: 52320000509200566U;

Fi5: 52320000509200566U ;

Address: No. 111 Ren'ai Road, Suzhou Industrial Park;
FANLHIRE TR ol e XA 2 % 111 5

Bank of Accounts: Suzhou Branch of Agricultural Bank of
China;

TP ERAT s ARWARTTIRMRIIE A7

Bank Accounts: 10550701040006923

AT P 10550701040006923

The Budget Request Form should be submitted to the program

director at least ten business days before the activity is held %

JRAETE BIHT 10 A TAF H 524k

Artide 3 Reimbursement and Approval Process i i 5 S HL 72

Section 1 The process to apply for reimbursement is as follows

b A LA
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Prepare XJTLU Budget Request Form for
Student Activity and Activity Plan g #il753h 5
pUEIS G-

Audit by the Advisor
P T A%

SE website creation activities, one-stop
classroom application form

SEMuh A . — s HEEE AR

Activity
FREE S

Prepare XJTLU Actual Cost Form for
Student Activity

AR (AR

Section 2 Pay more attention to fill in the detail about each payment;
Informal invoices (invoices without a seal or with a
non-approved seal) will not be reimbursed; Quota invoices
must have related list or handwritten receipt to explain your
cost in detail; no expenses will be reimbursed without
invoice {EZEHE, ARSI Wi, JRIEMA
F AR EEHESRNEANSHBIZENTRE: B
A% ZHRA I R AR BN . B0 A& ZER I H A TR

Section 3 The actual cost will be reimbursed after the approval of the
Student club support center 5% 4L F 35 S Mt .
73] 3 N 55 R
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Artide 4 Notes

Section 1

Section 2

Section 3

The actual cost will not be reimbursed without an activity
summary FoRIRASIEREL, SEATHH:

Any activity invoice should be applied for reimbursement
in the same semester it is issued. T4 1% 8l & ZZ W AEAS 511
PR 5 B

Within 10 working days after the event, the club shall
submit the Actual Cost Form for Student Activities and

activity’s summary, newsletter and photos and video of the
event to the advisor. After the advisor receives the above
documents, the organization and implementation process
of club’s activities is completed. &zh45H )5 10 4~ TAEH
W, R TR AL R TEhHT S A K S I AU =
e FEIAL. 7Ed8 2] bk s, BTG E
S AR E A 4 TR

H=F AR FER

Chapter 3 Financial Management of Society

Artide 1 Financial Management I/ &-&18

Section 1 The club finance must be managed by two or more students.

Students need to clearly record the time, spender, unit price,
quantity and so on. The financial work of clubs needs to
achieve the separation of personnel and accounting. 7 it
S5 R P A4 B 4 DL LR SR SRR R L S AR T O A T ok
B SCHAINE] FER N B B SRS A 55 AR
s WNARS] S P
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Section 2

Section 3

Section 4

Section 5

The club needs to process its accounts every month and

disclose them internally. #2344 H ALFE K 55 34 K 55
TENERIEAT AR

If a financial summary of the activity is not submitted, the

costs will not be reimbursed. K238 G s 45 M 45 AT
AL bR H

Any activity invoice should be applied for reimbursement in
the semester it is issued. {FAi] i3l & ZZ W FEAS AP B3R 58
o
Within 10 working days after the event ,the club should
submit the event settlement statement, news briefing, event
photos and videos to the supervising teacher. After the
supervising teacher receives the above documents, the
organization and implementation process of club's event
is completed. iEBN45AEHT 10 AN TAEH N, AbH B 45 5
IR AR TE B AL AR BRI ISR A 5 S il
B LaRSCHRE A T Bl R 2 2R S AR B 4 52 R
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Artide 2 Club Fees Collection %1 #I$EX

Section 1 The club will discuss the rules for collecting club fees
on its own. The club fees will be charged 1-2 times per
academic year, with a maximum of 100 yuan each
time. If there are special reasons for exceeding the
prescribed amount, special approval can be applied to
the supervising teacher, and can only be implemented
after the supervising teacher approves it.#1:# H 171+
WAL SRR, B A AR B OREE 1-2 PRz ), BRI
AN 100 7T, WA RRR R A AL E . T Rl
ZIMEERR AL, Rede S8 It 5 7 AT T

Section 2 The club needs to hold internal meetings to discuss
the reasonableness of the method, amount, time,
and frequency of submitting club fees. After
obtaining approval from internal club members, it is
necessary to clearly specify the collection method of
club fees in the club rules. 7 F5 22817 N 321
MHEAE TR T SR AR B S AR
TEARAFA RS BN AT ), 7B BB TEAT A TR
L E A SR BT
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Chapter 4 Regulations on Club Activities

Article 1 All student activities should comply with the rules and regulations of
the University. Student activities should not interfere with the regular
learning and teaching of the University as well as with everyday
campus life. g kE A R AR YERUIUE TGN TGS, IR ALY
GUFFE B o £ HE A P 28 I R 28 TS B AN M 2 A I B B B
A TERR R o

Article 2 The activity application procedure is shown as following. Before the
student activities, activities, clubs should apply for application and fill

in Event Request Form (Appendix 6). After approved by adviser,

resources such as facilities, funds and promotion incentives could be
supported. A4t PIT SR IESNET . W RS2 G, HE _«F
AEIERNH Y (R 6) WARRIEG . BMESE. s I 3 L2
Fo
Details & Documents to be submitted F4238 04 KB
Section 1 For routine activities H 1% 3l
Step 1 XJTLU Activity Plan of Student Club/Organization
(Appendix 6) JZz) 7 415 (R 6)

Step 2 Event Request Form (Appendix 7) 15 Hi5 7% (H1-R 7)

Step 3 XUTLU Activity Budget Request Form of Student Activity
(Appendix 8) HiEZ (HE 8)

Step 4 XJTLU Student Activity Newsletter (Appendix 9) j%z)55
ZL ([’ 9)

10
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Step 5 XJTLU Actual Cost Form for Student Activity (Appendix
10) ZEH7F# (B7 10)

Article 3 If an activity is held out of the University, in principle an accompanying

teacher is required during the activity, and need to complete the
following process: “#A4: 4t {ERAMIT e F A2 B, R AN
SOTHEI L I SE AL o

Step 1 The Activity Plan (Appendix 6) , Event Request Form

(Appendix 7), and Budget Request Form for Student

Activities (Appendix 8) Registration Form for Off-campus

Activities of Student Organizations (Appendix 11), Notice to

Participants in Off-campus Activities of Risk and Waiver of

Responsibilities (Appendix 12)shall be sent to adviser for
approval. 7EWGSI AT _<GIaImGIEY  (HR 6) «  <GF
FIHER> (MR 7) <HEHFE>  (HERE) . <fEShiEA)
LB IS  (BR 11) <RI IEF B FTE15>  (H7
12) ZF e S

Step 2 After the approval of relevant form, the information of
the activity should be registered in the student club support
center and the club program office. ¥YEAH & - FHtE S G
TR G S A SRAF BT 2 AR AL B S 0 B AL B R E
FITEEIAH R AR B

Step 3 Before the activity begins, participants of the activity

should sign the Notice to Participants in Off-campus Activities

of Risk and Waiver of Responsibilities (Appendix 12) and keep

one copy of the Waiver of Responsibilities in duplicate to the
student club support center and one copy to the individual.
And the student club(s) is required to conduct training on

issues related to the safety of off-campus activities. 7&i&3sh7T
11
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UEHT . RSN S 5 N A REE I TN 7

R12) , ¥ <CRETHERY —Rfr, —HRE 244
ARl — A NRE . B2 E AR T SR R TAL S
EilibErot Y EPS LIty 8

Note: Student clubs are not allowed to conduct any
off-campus activities without completing this procedure
correctly or without the approval of the application for
off-campus activities. If a student club does not properly
complete this procedure or carries out any off-campus
activities without the approval of the application for
off-campus activities, the student association will be
penalized as follows: For the first time, the club will be
warned, for the second time, the right of the club to book a
classroom will be cancelled for one semester, for the third
time, the right of the club to book a classroom will be
cancelled for one academic year and the financial support of
the club will be cancelled as well, and for more than three
times, the club will be cancelled. % 4= # [ 1576 5K 1F 1 52 1%
ESHEIRAE . BUEREAME Bl H R IR A Bt A1 0L ¥
FRAEMTAEAMNE B WA A B YER IERA S8 R . BAEAL A
&S BB AR AT S BTS00 T TR RALATASNE S, RS
AR DA T AR : SO ZAL R B L SR
WO AL A 2 A B A — A2 5 = BG4
B AL — A 4R ORI AL I 55 3Ry, DL B IR G
B . REHHETE B HFRAHETES, &R R,
1850 2T NN B A RN 515 384T .

Article 4 If a student participates in a student activity outside the University, the

12
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student shall inform his/her club adviser and send feedback to the

organizer of the activity. The activity organizer shall send feedback on
the participants to the Student club support center or to the service
departments. If the adviser does not agree a student to participate in
the activity or the student does not inform the adviser, the activity
organizer shall refuse the student’s participation; otherwise, the
activity organizer shall bear the consequences. iZHZ34% M i sh B 4L
A 54 T S IS MR SR 2 AR I 24 55 B R B A, #
P BAE AR L R A S G S, R AR A R AT R
—YJa Rl prAt A B 17K,

FHE HEAN

Chapter 5 Transition Rules

In order to ensure the orderly progress of clubs, promote the sustainable
development of art clubs, and improve the transparency of clubs, the Art
Committee has formulated the foIIowing regulations to regulate the transition
of art clubs. g T {RBEAL A A P AT . (RBEZARBALBM ek R, 15
PR EAE R, ZARZ R DL T BERR I Z AR LA B s .

Article 1 Principle &N
The transition of clubs must first abide by the principle of "fairness,
justice, and openness", fully carry forward the spirit of democracy, and
extensively listen to the opinions of the members of the club. The
former president needs to comprehensively consider the various
qualities of the candidates, strictly follow the relevant procedures and
regulations, make prudent decisions, and complete the transition
process. [ # JH 1 Jo iR S AT A1E. AFFREN, AR
TG, TG R R R TR KRR A BRI A
TAZ T, TASHE A AR FIALE , R g . S8 Jn T 45 A o

13
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Step 1 Candidate Nomination & A3

Voluntary Registration: Any club member can
voluntarily register as a candidate. g J& %] 1 51 40
H JEE I LN -

Nomination Recommendation: Club members can also
nominate or recommend other members as candidates,

but the consent of the nominee must be obtained.

S AHERE AL B AT AR 44 B At AL B3 AR D i N
ELAZBTHRAT B4R 44 A B [l B

Step 2 Election Process 1253 FEi% 3 B

Candidates must submit an application to the Election
Commission within a specified time, including a personal
biography, election manifesto and other relevant
materials. 1 N WA Z5TEFS R I ] P 1) 2 28 25 B 433852 F
. AN AN FEIEEF S A KA

Candidate Debates: During the election period,
candidate debates or other forms of presentations can
be organized to allow candidates to showcase their
ideas and plans. i ABFE7EGL 28], 7T DL 23Uk
NBRECHA A B R, LR N R s )1 A8 10
1B UE

Step 3 Voting Process #Ei#s

Voting Procedure: Before voting, it must be ensured

that all candidate information has been adequately

14
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Article 2 #JE 52 %

publicized, and the voting process is transparent and
fair B E R P AEREE T, AR T A R N A1 B
HAFR R W E A, B R E BT

Announcement of Results: After the voting, the
Election Committee will promptly announce the
election results, including the names of the elected
candidates and the number of votes received. k2545 5
NATIEREERG , BT AW L A2 4R, 4
5 24 e ek N\ 44 BRI 24

The above processes aim to ensure fairness, justice,
and transparency in the club's election, ensuring that
the participation right and suffrage of every club
member are fully respected and protected. iR 75
TERRIRAF ALE, BRIREEALALE A B 2 5L 2%
BAFE 785> B AR

All presidents must strictly implement the rules for transition and

complete the transition process. The definition of the completion of the

transition of the club means that the submitted materials of the club

are complete and correct, and the new president’s training is

completed and approved by the instructor before the transition can
take effect. it K A4 MR 46 J RN A AT, SR iRt fE o A A
i 58 U SE SO IR BRHR R e TR, Bt KBS e B R 248 =
ZIHEHESS . e fE AT AR AL

Article 3 Punishment

0

For clubs that do not abide by the rules of transition, do not implement

the transition process, and hand over by the president without

15
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authorization, the Arts Center reserves the right to temporarily
suspend the operation of the club. After the club completes the
transition procedure in accordance with the transition process
specifications, it can resume normal operation. %} A~ & S74 Jg FE )
APATHERR, HE BRI 2RO R B R ki

AT EIRUR o 242 P 2 A SRR LG 58 B e AR P . AT LA
WEIEH BT

SRR
Complete submission
of academic year
information

Y
Art Council{TEER &%
7t
The Administration
Department of Art
Council reviews
materials

Y
i KR 2 Tl

Handover of university Fail to pass
regulations training for new
and former presidents

Y
HERER
(B PRfER1. 2)
Fill in the transition
form(Appendix: the
Transition Form1,2)

y

HESEMFEHEF
Instructor's approval
and signature

I
PASS

SERtiRE
Transition is
completed

16
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Chapter 6 Promotion of Student Clubs & Activities on

Article 1

Campus

Student Clubs Publications Management 2~4: tt B B il i 5 B
Section 1 Content should be positive and contribute to a healthy
campus life. E[Vi &N 20/ RE , BRI b, REAES] 40
AL AR 1 b fa A R AR T o
Section 2 All propaganda material should be approved by adviser,

regardless of whether the promotion items are reimbursed
by school or not. Jiif B % M 7EHI/E S kWA FE A f5 5
IR, TR E A 75 T 2 B AR A o

Section 3 Each circulation ought to be submitted to SCS to be filed in
the database. 4 E[ I b 50 ol A 2 34 B b 3% 28 2 AR A A
SCRPHO AR RS

Section 4 The XUTLU Request Form of Publicity Materials (Appendix 14)
shall be submitted to the adviser. E7£.4 #i57# (MR 14)
WAETAREZEL S, & RiEFEmET.

Section 5 Club Program Office have the right to examine and

supervise the publicity materials of the club/organization on
campus. I HRE < A UM A AR 6 N B AL I A% L 3T
% S B -

Section 6 Each club should take good care of the posters. If there's
any damage, or if it falls off, the club should fix it as soon as
possible. “fA: 4t P W% H AT 4Ed AR . WA IR .32
I SR A 4E T

17
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Article 2 Regulations on Posters and Roll-up Screen on Campus at XJTLU &4
BREGRENRE
Section 1 Posters can only be posted at available locations on campus
VR AT YR 2 AR S B b S B TR M, AT i b A
(1) Foundation Building Display Broad ZLatt% @k ;
(2) Central Building Display Broad .03 @M ;

(3) South Campus Teaching Building Display Broad E#%[X.
B R

Section 2 Roll-up Screen can only be put at available locations on
campus Gy hi FAL AT FE SRS RE MR BEA TR, T B A
(1) Foundation Building First Floor Public Area & aififs— 1%

PN FEXIE
(2) Activity Site 153F115.

Section 3 All posters and roll-up screen should be carefully proofed and
approved by the club adviser before they can be printed and
posted/put. F7 A iR} 5 i K THAEATFHE 52 iR B AT S
77 ] EVRIAN SR

Section 4 The posters and roll-up screen should be clear and healthy in
contents, while beautiful to the eyes. Any poster that contains
illegal, obscene or religious information will be removed
without notice. R b i EHiIVE N IZ WM, AFoKIE &
ik, YW, FEERL, WLEGSE SR EINNANER
Ao

Section 5 All posters and roll-up screen should specify the date and
place for the event. The organizer’s name should also be clear.
R S 2 B TR T B TS S I ) A, LR Y 44

Section 6 All posters and roll-up screen should be written in English or

in both Chinese and English. The English and Chinese text

18
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should be equivalent and consistent. The English text should
not be shorter than the Chinese text. &R % ZH EA X
S Y E e G NG L ] Y- <7, (£ U

Section 7 All posters and roll-up screen could be put up within one
week before the event and be removed within two days after
the event. The event'’s organizer is responsible to remove the
posters and roll-up screen after the event. If not, the later
users will have right to remove the out-of-date posters
without notice. JiT A g4k &5 hi 5 FI e 75 Bl i — J4 P4 ok il i 432
W, RGBS RGP RN i ER. THEIAHLE ATTTEIR B4 R
RIS hLE . WRBCH . )R sk & R B Frid
R S b, HAal AR T8

Section 8 The size of the poster should not bigger than A2 and the size
of the roll-up screen should not bigger than 800*2000mm. &
R AT AR A2 Zphi s RoF ARt 800*2000mm,

Section 9 Do not cover the legal posters of other club/organization A~

o 25 LAt A A ) S DM AR

Section 10 Do not place QR codes and any other information other than
sponsor names and logo 5 E %K —4E5 DL Br B Bl
#5F logo DIAMIAEMIE B -

Section 11 If any student club/organization breaks the above rules, that
club/organization will be punished as following:

AR/ AR d s EIRHLE , AL/ AL AL DL T AR5 -

(1) The first violation will be the first warning to the

club/organization, and the club/organization will be

required to carry out rectification, if the refusal to

rectify, will deduct the club/organization’s year-end

evaluation of two performance points & iHE#HL, ¥

19
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FZ Al B O — IR BRI A A AT R
FEATEN, K HERIZAL B LA SN,

(2) The second violation will be issued a second warning

to the club/organization, and the club/organization
will be required to carry out rectification, if the refusal
of rectification, will be deducted from the
club/organization 's year-end evaluation of two
performance points and the deduction of 500 RMB of
annual budget allocation %5 —¥iEM., ¥ X1z 2
WA B, FFEOR AL TR, AR,
K ERIZAL B AR ZPE L A 55 DU ANER 500 JEHY4E
BEPSEAR

(3) The third violation and above will cancel the
club/organization's right to booking classrooms for
one semester and the right to use propaganda
materials for one semester =k %L EEM, BEL
AL A1 8 B BRI — A A LR AR A% sk —
S

(4) If the sponsor QR Code and any other information
other than the sponsor's name and logo are found,
the club will be cancelled the right to booking
classrooms for one semester. % & ML K& 485 L &z
FRPEBI R 445 logo IAMALMIE R, F R Z AL
R ERF— A2

Article 3 Regulations on Other Paper Propaganda Materials H.th 4k i 515 i B9
e

20
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Section 1 Other paper propaganda materials include, but are not
limited to, flyers, folds, brooklets, tickets, etc. {45 =
AR EAMUR T EA R . i AN52575%.

Section 2 The size of other paper propaganda materials should not
bigger than A4 HABLTTUE £ il R f At A4

Section 3 Propaganda materials, like booklets, are forbidden to be

distributed in classrooms and lecture halls on campus. %%

IEAERS bE A SO RN DE L N 23 AL A i, AT

Yirin

Fo

Article 4 Violation of regulations #F#E

If any student club/organization breaks the above rules, that

club/organization will be punished as following:

0 R S 22 2 S Wi W2 RN 1 B e oY,y O < 1l NS

Section 1 The first violation will be the first warning to the
club/organization, and the club/organization will be required
to carry out rectification, if the refusal to rectify, will deduct
the club/organization’s year-end evaluation of two
performance points B R, RERIZALRAIR A — U
HEORZA B FA TR, AR, KR E AR 2T
P~ B R

Section 2 The second violation will be issued a second warning to the
club/organization, and the club/organization will be required
to carry out rectification, and cancel the usage right of
Student Service Center material of the club for 14 days, if the
refusal of rectification, will be deducted from the
club/organization 's year-end evaluation of two performance
points and the deduction of 500 RMB of annual budget
allocation 5 ML, M xZALIA IR HAE B, BRI

21
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AL BEATHE R, FFBOE AL AR 2 A A P R 55 v D 98 BRI AR
MAUH, EEAMBIRIL; HEAEK, FmERiZiLE4F
LT AN G LUK AIER 500 TCHYAFE PR

Section 3 The third violation and above will cancel the usage right of

Student Service Center material of the club for 30 days, and
cancel the club/organization's right to booking classrooms for
one semester and the right to use propaganda materials for
one semester 2= UL BB, FFBOHIZAL RIS
AR S5 O AR =+ H . EIARHBEERL . BURZ
A A 5 B Z AR — A2 0 DL Al A% S ASUR) — 2705

Section 4 If the sponsor QR Code and any other information other than
the sponsor's name and logo are found, the club will be
cancelled the right to booking classrooms for one semester.
H R R HERG LU BRBEBI R 4 7 logo LIAMHAEMIFE R
K BUHZ AL A A B0t FA — A2 3 o

FLE FAFAWERENL
Chapter 7 Policy on Room Booking for Student Clubs
and Activities

Article 1 General Provision & ]

Section 1The room booking service is reserved to student organizations
and clubs registered at XJTLU. Once an activity is approved,
the organization or club can submit the room booking
application form with the audit by CPO and signature by the
relevant advisor/supervisor to one-stop. = WiE, {NIE1EFK
BTEN A LEAL AT RIAL T, RSS2, Se ARG 2 Hi%
BERSFBMFZE TG, B4 — o URSS o I %
M F&E,
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Section 2 Classrooms, lecture halls and other venues on campus are

mainly used for teaching and learning activities. They can also
be booked for collective activities such as meetings and
student activities during non-teaching periods. They are not
open to private bookings or any other meetings/lectures for
commercial purposes. In principle, room booking won't be
provided for group discussion. For this purpose, we
encourage students to take advantage of the public areas on
campus. Club/organization or individuals may not use school
classrooms or venues rented in the name of club/organization
activities for activities that are not club/organization activities.
AW EMACE S LB T HE 8, R0t f T
SR TEAEEATUE, NANA S WAL LA BT Bl 5L
Bl RBEHEWARTHUEEE . W EANA IS AR AEHUE ,
SRR S A FE AT I o AL A NS DAL
P 1% 3l 44 SCRELTE I S AR 0 Bt T AL B TG 3l il is 3

Section 3 All the rooms and public areas can only be used for student
activities need to go to the CPO office seal first, and explain
the specific purpose of any activities(including meetings)
clearly, and then give the adviser to sign. After the activities
are approved by the adviser and the rooms have been booked
successfully at one-stop. HHEEMARHE b7 RIFIA LXK
), Tl R SRR R, TS TUE BiE ., FEgnm
B R = P R R S TR BN . R HIE ARG R S8 )
W e, AL AT AR ARl IR ST O PE .

Article 2 Time Issues Related to Room Booking i & i+ ]

Section 1 In principle, student activities should be organized during

non-teaching hours or on weekends in order to avoid conflict

with the regular teaching activities. In case of conflict,
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activities cannot be held. 24 1E 141U E b 1] B 2 HELE
JEIEH HA B R K, DL 5 B = A vh e, il
RIS — 22 HE

Section 2 During holidays (except for National Legal Holidays), room

booking service will be provided according to university’s
arrangements in classrooms. School facilities stop using
during national public holidays. In addition, some appointed
rooms will not be available for booking during examination
weeks. EHHIE] (B 205 2 TR H BRAD) . AR == i 224k
PR WA BUEFIE . 5k TR H 9 1] 2 A5 Bt 27 45 i
SR, FEUHRSE RS IUEE .

Section 3 The maximum number of consecutive hours and rooms for an
ordinary activity is 3 hours and 3 rooms. The maximum
consecutive booking days should be 3 days. & i /i 3l 5 21
— R RN HUE — A 3 HHE, EEHENEL 3K,
BERPUE I 18] A 3 /N o

Section 4 According to the Building Management Regulations and in
order to guarantee that the teaching on the following day
won't be influenced, student activities that book rooms or
other public areas should terminate the activity before 22:00.
SRR AR B ETE , I T RIIESE — RIER
FEERSRW, WalR) BT A B 1) K 28 R X B BUE A 55 0 T
22:00 Z A HREE R o

Article 3 Booking Areas i & X 15,

Section 1 In principle, large classrooms and meeting rooms which are
frequently used by university staff are not available for
student usage. Rooms are to be booked by applicants
according to the number of participating students.

Double-decker lecture rooms will only be booked for the
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activities that will have more than 200 participants. Z#¢ H %
FE AT B A 3R B Dh RE 2 U RN 8 AR kA AR
TGE . MRS S NECHUE M RN, LBTE W E
WripsE ., IESIHZEE] 200 ALLE.

Section 2 If IT services are needed, such as multimedia assistance and

computers, please contact the MITS office and the Property
Management Office in advance for arrangements. 17 &+
WA T Bede, MBS, BN, RE2 A E R
FHRMLTE A8 FH I 5 AN 2R S RN R GE I 2 B
Pl Iz DRI A 2 58 B LA

Section 3 If the activity needs special furniture, it is required to
describe it in detail in the Student Application for Facility Use
Form. (Appendix 7 Event Request Form) Please go to the
Property Management Office with your student booklet or ID
card to register and complete the borrowing procedures in
advance. Return the furniture to position in time after use.
Compensation is required if any items go missing or are
damaged. JL Rk B SRR T ORI, e AR
TG 2> RGN, HAR AT A AR Bk 95 20 = I
BEICHEH T8, WA IR RTIES, A 58 Relb i e s
S0

Article 4 Procedures for Room Booking i €&

Section 1 Student club/organization should submit the Student
Application for Facility Use Form to advisor for audit. Hii&#
HANAS AR R IE > 2 e ST

Section 3 After signing with the advisor, the Form shall be submit to
one-stop centres at least one working day before the activity
for examination and approval. Reservations can be made up

to one month in advance. &S 2 NAFEREE, F2/0
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PR —A TAE A 22 2 — ol s UIRSs o0 it . BUE B 1 5 % 4
Bi—MHo

Section 4 After the room has been booked by one-stop, the applicant
shall take a valid ID document (such as student ID card,
student booklet, National Identity Card or passport) to
Property Management Office to apply for the fourth copy and
paste it at the appointed place at least 4 hours before using
the room. Please be aware that the ID document will not be
returned to the applicant until the room is checked by the
Property Management Office according to the room booking
regulations. The applicant who doesn’t get back the personal
documentation as soon as finishing using the room will be
regarded as disobeying the rules. i E#H =% HE, HigH
FeoB “HOH A ROEM (B35 ID K. B iEs e AiEss)
WIS 2 R RO FH 8 A BT, I 3 /e 2 e A
VUL /N o268 1 B 65 DU B 285 0 7 T i DX B L A 58
B2 iy IR BRF S B B M AAE 2 )5 . ATIEHEA: . el
P58 85 AR B I BRI NGIEAT:, W [R] i Bl PRI 2 i, AR
a0 A A S L BEA T AL B

Section 5 If there is media facility needed, the third copy should be
submitted to the Property Management Office or to the
IT-Service office according to the location of the room where
the media facility is. 4N 2 84, ARYE M H 2 HABREIX
AR K 2 1A A 3 N B S I I 3 F B IT-Service
(MITS),
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BITIEE (F4AERIZERIE
=)
submit the Student d
Application for Facility Use
Form
4 RAEFEMER, WEGEHS
Return the fourth copy and
SEIMEZ receive the certificate

Instructor reviews

Y

S — bR P OEZ
Student one-stop BE=BRXEIEITER]
service center reviews— Hand over the third page to
Exchange for the fourth the property or IT
copy at the property Department
office
F\ o
S s 1S SBAE 51

S Al i —P| Paste the fourth page outside
copy at the property T VEIUG
office

Article 5 Supplementary Provisions [ff ]

Section 1 These regulations apply to all the student organizations
and clubs in XJLTU. AKLTEE TR A =44 H . #
P 4 A 4

Section 2 This policy will be applied together with the Regulation for
Users of the Room from the Campus Management Office.
AR A A B e BRI 0N FE 00 < 1) (6l AP B E »
[ A

Section 3 Students who violate this regulation will be responsible for
t he consequences. One-stop Service Center has the right

to cancel the room booking privilege of the organization or
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club who violates the regulation from one month to one

semester, depending on the seriousness of the case. JL
FR UL EER 2t %, — RS O A BLE TR E
YBT3 A AT 4 ) B 33 A — > H B — 22 AN 55

FNE TARREZLGREEFD

Chapter 8 Arts Council Performance Evaluation,
Material Collection of Student Clubs, The Meeting of
the Arts Council and Rules of Points for Art Activities

Rating rules #4240

Article 1 Actuator $hfTHL#4
Executive Body-Xi'an Jiaotong-Liverpool University Arts Council. #f7
FE-- PRI R IR I TS

Article 2 Applicable Objects of the Regulations 7= 4% il i) i& F X 5R
The regulations apply to all art clubs of Xi'an Jiaotong-Liverpool
University. 7% 3d FH T VU5 R0 R 22 B A B 2R R 2 A

Article 3 Scope of Assessment 1%
The scope of the performance appraisal includes, but is not limited to,
the appraisal of the attendance rate of the presidents who regularly
participate in the regular meetings of the art committee, the appraisal
of the timeliness of the materials submitted by various art clubs, and
the performance of the art clubs in organizing various activities. 7<%;
BEZILE BEEAR TR EMSIMERIE O L8 RE
B, WENEAREE LR R R E R, DL EAR I AR
RGN IR .

Article 4 Principles J& |
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The purpose of the following criteria and procedures is to assure that

all team art organizations receive equitable treatment in the allocation
of Team Art Program funds. The procedures are to be followed by
team art organizations in requesting Allocation Funds, and by the
Team Arts Program staff members in determining allocations. These
procedures are intended to assure complete exchange of all relevant
information between team art organizations and the Program in an
orderly fashion. The purpose of the following standards and
procedures is to ensure that all art clubs and organizations are treated
fairly when allocating activity funds. All clubs and organizations should
follow these procedures when applying for funding. These procedures

are designed to ensure the orderly development of art clubs and
organizations. g | #—§ i X EARSEAL A B 0 BOA PR 23 P-4
RIVERBABI RN, EZRP O FEMH TR T, ZRERS
FrIL i E ARG E A, FFERIE MR R IERUERL, A
JEME: 2 AFF A1Ee ARATRIAR S DL AL AT I AR A Rl
A NEFER ALY ] [ EARIE S FIF, EARIES K HATBERE R
N IER S BEAE AR SR B IME R S50 2 F R A TERI# k. LUFFR
HEFIRR I H B8 T ORI AR A B B 2 230 43 TG 3l 6% <6 I
BRI A S A BRI R X AR . X7
S ETRIR AR L LHANG LR
Article 5 Student Clubs Evaluation 2£4: 4t F 1744

To facilitate the development of student clubs, establish brand clubs,
improve the motivation of student clubs, improve the capabilities of

students and promote culture on-campus, the University will evaluate.
Mt AR IS 2L R, kA B B, ST
WAL, 7R AR AR, SRR A SRR, (BRI R AL
PIBERRL G, BRAETL A BEAT VY SR Wie R 2R R4 A7 BE TR L
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The evaluation results will be integrated: 25% for monthly material, 25% for

academic year data, 25% for comprehensive evaluation, 25% for attendance
rating.
RSB LRE: HEMERES 25%. 4EEMRIES 25% . ZRE TR
25%. BLPELY 25%.

Section 1 Evaluation rules T L 40 |
The monthly material scores 25%.

The Arts Administration Center will make statistics
according to the attendance rate of club meetings and the

submission of club materials.

HEMEHTS 25% , ZARITEH ORI HE B 2 W B 2 L)
LA R S H AT ST
Academic year data scores 25%.

Daily activities are divided into small, medium and large
activities according to the location and number of activities.
A small activity submitted will be scored 5 points, a medium
activity 8 points, and a large activity 10 points. Participation
in activities means that the club participates in
non-sponsored activities, and 3 points are recorded at a
time; Co-organized activities, that is, activities initiated by
the club with the assistance of 5 points; 10 points for each
event organized; 3 extra points for awarded activities. The
above is the score of sufficient materials, Any missing item
of text material or video materials will lead to 2.5 points
deduction. Activities uploaded to the SE website are
considered valid by submitting event details via the online

form.
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SERERPRIPESY 25% , TEBIPE A H IS ST S A
FONEG J /N, ep BRURIR RSB, $2 58 — /N 3hid
54, W85y, KA 105 2 5EAHEZ53EE0
EEh, —id 34k PhNE SRR B Bh B RS, —
id 549r s EINEBI—IIE 10 73 SREIEHHIME S 7o
LA E AR SE S A5 58 SO AR ARG AT — T4
255y, B EFARTT IR TE SR, _LAL 3] SE
MBI A 2L

The comprehensive evaluation scores 25%

It is divided into three parts: mentor rating, president
mutual evaluation, and member satisfaction rating. Member
satisfaction is calculated as a  percentage by filling out a
survey questionnaire by members within the club, and then
combined with the scores of mentor and president mutual

evaluation for calculation.

LEETRMT 25% . 4y NIE FEIFES . HKETE, DUKGLG
WP =3, i B R AL A RS R A
BT H A TR, FE SR SN LA K IR 43
BT

Attendance rating scores 30%

10 points for attending a meeting, 7 points for being late, 2

points for taking leave, and 0 points for being absent.

SV 25%, ZI—REVEE 10 70, IBERL 7 75, HR
e 250, BRIEIES 053

Section 2 Evaluation Process ¥ [t i #E:
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HEHIESE A ERh TS
The club submits the
activity data of this

academic year

-

HixFEEARASHIETIT
President’s annual
statement and
President’s annual

y

IESEIMiTo
Instructor’s rating mutual
evaluation

I

SAREFEEASITTEERB#HITE
SiEE
The Administration
Department of the Art
Committee conducts
total point accounting

.

PN 5 ) %
Publication of the
results

Section 3 Club Rules 41 #L0]:

There will be 3 clubs considered to be Level A, allocated 4,500 RMB annually.
e, HERETI=4, BTN A BHE, RS TR 4 4500 JT.

There will be 5 clubs considered to be Level B, allocated 4,000 RMB annually.
TERRA R R, HERAETTLAL, BTN B 2RAEH . 3RS T A4E RS Eh# 4 4000 JT.

The remaining clubs will be considered to be Level C, allocated 3,500 RMB annually.
Pl HADAA, BER C 2, R T 2R 3% 4 3500 JT.

Section 4 Organizational Rules ZHZR 0.

There will be 3 organizations considered to be Level A, allocated 6,500 RMB annually.
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There will be 3 organizations considered to be Level B, allocated 5,500 RMB annually.

TERIRHLT, HEART=4, $Ph B 2R, G FA4EESIH 4 5,500 TC.

The remaining organizations will be considered to be Level C, allocated 5,000 RMB annually.

FIRHMAL, ¥k CRAD, A T 2p4EE s %4 5,000 T,

Article 6 Evaluation Publicity #£tb A7
In order to ensure the notarization of the club’s annual evaluation, the
final results of the evaluation will be publicized by SA-Office mass
mailing. Any individual or group who disagrees with the final evaluation
results can report to the Arts Center during the publicity period. But
any complaint must have sufficient evidence to prove its claim,
otherwise the complaint is invalid. At the same time, the appeal time
for the final appraisal is limited to the publicity period, and it will not be
accepted if it is overdue. The final evaluation results are widely
supervised by teachers and students from the whole university, and
teachers and students who are concerned about the development of
the XJTLU art clubs are welcome. > 7 #{#tk i 4E B EEL AN IE P, $F
HeF B R S04 5ed SA-Office BEMSHERT 2R, AR X RRAITHLR
G R A N B 72 77 B0 Y T L 16 DR A e o R R
(BT W RS AT 75 4 ESRE R A . T R TE . [RBet
TR LR H RIS I AR, SRS F 32 ST
RS T2 33 ok B ARSI AR I B, WU oR O PR 2R 8 AT & R
UAE R o

Article 7 Appraisal cycle ¥ 5 #1
The cycle of the annual appraisal of the art clubs of Xi'an

Jiaotong-Liverpool University is one academic year. It is held in the
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second semester of one academic year. V6 3s |43 k2 2 AR KA H 4E
FEVEECH R0 A— AN 2A4E 2847 I [RIVE A 4R R 22 R 3T o
Article 8 Reward 25}

The Arts Center will determine the rating of each art club based on the

final evaluation results, and will allocate corresponding activity funds to
each club according to the above table. 2R H .0 AR & 2B PEEL ik
BithE SN EARBA B HIPER , FRARYE - 20841 53 BOAH B 7
Bt

Club materials %1 #1#}

Article 1 These Regulations are hereby formulated with the goal of collecting,
sorting and reserving files and records of student clubs and activities.
This is to provide accurate and reliable basis for decision making in the
development of student clubs as well as analysing, summarizing, and
improving student clubs’ work. J{ET 01 g4k TAE, X
Beop A 5 TR Bl AR DR SRR BE MR VT SERARHE . PRIEAR 5K B p
A B REA L, IREPEMRE SIS TIERE, 2
HAESIRAROT R, R E A5 o

Article2 These Regulations apply to all officially registered student
organizations at XJTLU. 7 5% i3 FH T P4 52 1 W K = IE S A 27
A LRI ]

Article 3 Every student club shall record and submit the name list of all
members to Arts Centre within one month after the recruitment is
completed at the beginning of each academic year (Appendix 4). 2%

AR AR AT 7 H R 44 B R R 24 B (R 4) o TEAY
EMFRABEEAG AN, BAE EZEZ AR,
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Article 4 Whenever there are changes within the management team, the

changes must be reported to the advisor within one week. 2gE4t[H]

R AR RS, AAZBE— A A BT B AR dE S

Article 5 The leader of each student club shall submit an overall work and
budget plan of the semester to SCS within the first two weeks of each
semester. In the last month of each semester, the leader shall submit

the work report of the semester as well as the financial report of the
semester._(Appendix 13) I 57 AW AESEF IR F A L
AL TARTHR, A S iR s e PG s Yedg A s — 4 H B&
P TAR DA A S5 W SR LGt . (MR 13)

Article 6 When the leader of a student club/organization changes, the previous

leader should make a work report and financial statement of semester
(Appendix 13). &A=t 7 E ), B s R A TAR B 45 K
S G . (R 13)

Article 7 Before holding an activity, each student club shall submit the Event
Request Form (Appendix 12) and Activity Plan (Appendix 11) to SCS

beforehand. After the activity ends, the student club shall submit

newsletter (Appendix 14). If it is a competition, it's required to submit

the awarded name list. It is also encouraged to submit photos and
videos if available. 27A: 4t 28 S G SN HT , B 52 38 TR A 22280 1 i 2 (Mt
R 12) RZiFaIRGIFE (B 23)  TENE G | $& 5815 26244 (MR 14).

MRS DHE S TEH R, WF EARE AR L 5. RRPRIE SR A
P — IR 45 T

Article 8 Categories of Materials to be Collected and Submitted ¥5RH4 R A2 5]
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Section 1 Constitutions and Regulations of Each Student Club &A%t
P i) A 5 LT 4% 6

Section 2 Work plans: work plan made at the beginning of each
semester TAETHRI: 22 R4 B 4522 W ER 28 1) TAE R B 1
il

Section 3 Activity proposals and reports: request from, proposals,

reports, posters, news, photos, video. JEaKKI 5B 452K H
R KA. SR BRI BT, B U
Section 4 Contact information: name list of management team, name
list of all members Wikl % : FHELH. 2RLH
Section 5 Financial reports: financial report made at the end of each
semester. WISk : RRAMIRII S DL ST T
Article 9 Submit Materials on a Regular Basis #1 ¥} £E 7531 E
In order to improve the efficiency of the art committee’s material
collection work, speed up the process of collecting and reviewing
materials, refine the inspection items of the performance appraisal
plan, and realize the fair control of the allocation of club activities in
each academic year, the Art Committee hereby formulates this
inspection project.hy T &I ZARZE PR TAERIRE, Inpebhrt
ICEHIZR R, AMESTEH T RNFEIE . LI AR A T
A IR 2 B, ZARZE BRI b E A% 200 H .
Section 1 Single Material Submission Bk R} A2

In a single submission of materials, the Student Arts
Administration Center will count and rank the time when the

relevant clubs submit the materials. For clubs that submit

materials on time, they will get 3 points in the assessment; for
clubs which are late, no extra points can be obtained; the top
three clubs will get 5 points in the assessment according to the

rankings calculated; The clubs that are late and are ranked last
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in the ranking will be deducted 2 points during the assessment.
TERRIAPEL EAZ e, 22 AR 2RI B OB AR S B AR
o 8210 L 1B S 2 77 0 ) W 1 I e €
EAEPRAR 34 5 T IR AR A W AR A 4y s FESE
AT, 2P = AR EEE PRG54 B
FEHEA 44 51 35 J A DR FE 2% 4% AR 2 20

Section 2 Three Consecutive Submissions of Materials % %% = kb ¥}
k22
In the three consecutive material submission tasks, the clubs
ranked first can obtain an additional 500 yuan in activity funds
in the annual fund allocation adjustment. ¥EZE%: =M ¥}
ARG, H DN S AL A TEAE B Y 20 IO v aT LR
FAM 500 JLiE BBt
The clubs that are late in the three consecutive submission
tasks will be reduced by 500 yuan in the annual activity fund
adjustment. 7EELE = APEE EAAT S5 H IR A HIRL AL  TEAR BE TS
Bl <A B bR IR 500 TR TG B4 3%
The clubs that rank last in the ranking and submit materials
late in the three consecutive submission tasks will be

disqualified from holding activities this semester. 7Ei%E4E =k

PR EZAESS . SFEHES T A 5 R S HOR S WAt A, H

Section3 Additional Explanation [f} 115 B
In this Regulation, the inspection project for a material
submission is defined as a material submission task issued by
Art Committee. The task can include multiple materials. The
definition of the task defaults to all submissions that are due at

the same time point (except for the submission of materials
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specifically defined by Art Committee). For multiple materials
from the same batch of materials in the task, the assessment
will regard the time when the club submits the last document
as the completion time of the entire task. If in a single material
submission task, the last document is judged to be late,
regardless of whether other documents are late or not, the
entire submission task is judged to be late. 4% £ | 7 % F—¥K
PR EAZ I 58001 H i O BT EARZE R AT — bR EAR
55, GRS TUAES AR, WAES B SGERN L b
AZ I} B[R] — I ) A BT A B se bR (R Z2RZR R ) e X
HIRPEL EAZAESSBRAD) o XT 24K B W —HRE AR EAAE:
S EIARL, AR AL Ry bR S R I TR AR R A
EARAESS W SN ] . AR UPR B AR SS, BR—
A IRAE . MTCICHAB SRR IR AL, B AT S5 1]
SEIRAZ o
Section 4 Additional Terms #} 7t 553K
During the submission of regular materials for assessment,
all statistics and ranking data are subject to the data of

the Student Arts Administration Center. Any individual or

club that has objections to the relevant data can appeal to
the Arts Centre, but the appeal must be sufficiently
capable. There must be legal evidence to prove his claim,
otherwise the appeal will be invalid. 7&E#AE EASE 4%
Hr, — YN GE TR B DL A R T B O A
e, AT XA SR A F B AN NFIL AT DL 2R g
PEH R, H H YR B 43 REAE L I 2 5K B A THIE
i A HYFTERL .

Separate settlement and assessment of additional activity
funds obtained or reduced in the assessment of three
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consecutive submission tasks of materials, not linked to

the final assessment of fund allocation, and not used as a
proof of any additional points in the assessment. This
type of additional funds cannot be accumulated, and the
maximum reward amount and the maximum reduction
amount are both 500 yuan. X}¥Ei%ESE =K FAMEZ 1%
HORAT BH IR AU NG S e BT B A S H %, N5
AW PG B ZEE , WAEEAZ PR In23 35 H
FIIERR . RO B AT R, I i 2l A0 A e v 1
IR #8500 TE

Arts council Meeting ZRHIFES S

In order to standardize the meeting process of the arts council, improve the
deliberative ability of the meeting, increase the attendance rate of the
participants, and facilitate the art committee and the arts center instructor to
convey the guidance to the various art clubs, close the contact between the
various clubs, and refine the inspection project of performance appraisal, the
art committee hereby formulates this inspection project. 4 THIJEEREZ RS
MaBnE, IRESNEFERN, RES5SANRBHEER, ETERERSH
AR RN RN AN AR BB 4R S B, BUIE ML Z R B R
MLBRCERIFEIE . ZARZE BRI @ AT 500 H .
Article 1 Time, Place, and Participants & FFita]. #5S. S&SARA
The art committee meeting is held once a month. The convener of the
meeting is the instructor of the university's arts center. The meeting
place is in charge of the instructor and the art committee, and the
participants will be notified after confirmation. Z RZE R &4 H A H
=k, SWHARNIEEARPOIESENN, B B SEITZ
RERENT, WEFEMES A5,
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Article 2 The Range of Participants 4 A RiE

Participants include all the staff of the Administration Department of all
art club leaders. 24 N AVEE A RAEZAR LB AL AT .

Article 3 Rules for Leave 5B 0]

In principle, the presidents and heads of all art clubs must attend the
meeting in person. If there are special circumstances, they must ask
for leave in advance and explain the reasons. After approval, they can
find other management to participate in the meeting. The substitute
attending the meeting on time is still being assessed as being present
on time. If you do not ask for leave in advance, you will be absent
without any reason, and it will be regarded as an absence. If there is a
major change, you can explain it to the Arts Council afterwards, the
arts council reserves the right to interpret the final determination
standards. & FRT A ZAREHEFMHKRBKLICEH BB S, &
ARG OARERY . THIRAHEBRIFUE I b, HHEE T A B2
RSN, A I LR S B IRTEF P A E R I R o A $
HTEBORTC RO . AR . AR BB E KA, o LIS R AR
TRSHEGTU, WNHRLHINERERBRUEIZARZ RS
Section 1 Agent to attend AFH H!

pii

For the situation where the president asks for leave to find
someone to attend instead, the following requirements are
made. First of all, the substitute must be a member of the
management of the club, and it is not allowed to invite people
from outside agencies to participate in the meeting instead.
Secondly, for leave matters, please report the president to the
art committee or the arts center instructor, and agree to find a
replacement to attend, then the leave process is deemed
complete. If the leave process and the substitute do not meet

the above two regulations, the substitute attending the
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meeting on time will still be regarded as the absence of the
Club. X FAL R IR N RE DL, M T 2R, B,
BRE DAL A EFERN G, AT LS R E SN R
RES 2. Bk, WTHERF, HHRAZRZRESHEIAR
DR SEIIRE, IF R EHEERE LR E . A IEH B
FESE . BRI RE T & LB WL R, WA
FZIN R 2 BT E A P R

Section 2 Additional Explanation #}78 1% HH

In the attendance appraisal of the arts council, all statistical
data shall be based on the data of the student arts
administration center. Any individual or club that disagrees
with the relevant data can file a complaint with the committee,
but the complaint must have sufficient evidence to prove its

claim. There must be legal evidence, otherwise the appeal will
be invalid. fEZAZ G & M EIEAZ Y, —UIRGEH IR A EL
ARATEH O RIBAE e, AT A B Sl A AR ]
AL R AR YR, R R 785 RERSIE ] 0k
AIETEIESE A0 H R TER

Article 4 Rewards and Punishments X #EZ 1

Clubs in which the president and the head of the group who attended
the meeting on time will get 5 points in the fund allocation assessment,
clubs in which those who arrived late were not able to get extra points.
5 points will be deducted from the fund allocation assessment for the
clubs that find replacements without asking for leave and the clubs of
those who are absent without reason. Xj T-#2 5 Hi Ji £ 180 -4 Fil K
JI @ TR FE B o BC B A P oaRAR 5 20, IR 2 35 Bt Je A P 0 T i
ARGy o X T IATHEURHAE AR H W AN To ki & B R B AL A
TERE &7 BCEAZ P IER 5 43
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Art activity points rules Z ARG SR 450 0]

In order to standardize the activities organized by art clubs, strengthen the
university’s guidance on the theme of activities, enhance the influence of our
university’s club activities, improve the enthusiasm and quality of activities
organized by the clubs, and refine the performance appraisal inspection
projects, the Art Committee hereby formulates assessment regulations. > 7 #1
WAL 2 I TGS, IR ARG s 46 S 2T B S 3l
T, S At E 2 IS S AR RN TR S TR, AL SRCE B R IE . 2
RZE AL E A IE LA -

Article 1 Themed Activities 5% 3l

Section1 definition & %
By default, themed activities refer to the official club art
activities with a certain theme arranged by the instructor of
the university arts center. £8IEFERINTE AR E AR F 08
S B E £ E T EARTES .

Section 2 inspection items #%21ji H
The inspection items include but are not limited to the quality
of the activities, the number of participants, and the degree of
completion. The score data and rankings of the survey items
are subject to the Art Committee. Any individual or
organization that has objections to the relevant data can
appeal to the committee, but the appeal must have sufficient
legal evidence to prove its claim, otherwise the appeal is
invalid. 2 ¢ H (UG AR T RSB 25 AN 58

o HZRIH WA BARFIHES LLZEARZE B i AL A
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REARA F VA NFIAEA W] LU 2% 5 &4 R, (HE YR
A T8 REREIE B E ok i) AviiE b . S B R TERL
Section 3 Reward #2J5)

According to the final score, the top three clubs in the ranking
get 5 points, and all clubs participating in thematic club
activities can get 3 points. MR A RITES, TEHEL AL =
WAL ARAR S 4, B 25 AR AL TG Sh Ak A AT DAk
34

Article 2 Club Activities 41 Fi % 5h:
In order to encourage clubs to organize good club activities by
themselves, enhance the comprehensive influence of the university,
and refine performance appraisal inspection projects, the Art
Committee has set up performance appraisal projects for the media
reports of club activities independently planned by the club. >} T 3 il
ZiNS IR SIN A Nzi R N S e il 0y A s I A vy e A U 2 ol
H., ZARZEGBSEXAEE B 300 L A5 3 A SRR GE 5 5305 1%
HiH .
Section 1 The object of investigation #%%1ji H
The object of investigation of this project includes club
activities organized by all art clubs of Xi'an Jiaotong-Liverpool
University 2<35i H 2% 480 G 045 V5 28 FIW0TH K22 A 2R
At 2 At S 3
Section 2 Reward #2J5)
In media reports, if you get reports from state-level media
(People's Daily, Xinhua News Agency, etc.), you can get 10
points in the performance appraisal. Provincial media (Jiangsu
Satellite TV, Yangtze Evening News, etc.) receive 8 points for

reports, municipal media (Suzhou TV, etc.) receive 5 points for
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reports, and university-level media (XJTLU WeChat public

accounts, Weibo, etc.) receive 3 points. (If a single event
receives multi-level media coverage, the highest bonus item
among them shall be selected, and multiple bonus items shall
not accumulate bonus points YESEAIRE F, K15 E R LA
(NR A Fraettss) BWkiE . v DIHESTHF % ik 10 4.
BYBE QLRI H7aekss) WoERE 8 7, Witk
(RN G4 HOEZREE 5 4, AHBHE CARE A RS
M%) K 3 4r.  (BAUIESE R S I AGE,
BisIMAWHE . 245 H AR R s
Section 3 Additional items [ff N5k
For activities reported by media at or above the university
level, relevant clubs are required to provide relevant
certification materials. Points can only be added after being

reviewed and approved by the Arts Council and the instructor.
X T IRAGE R L I A RGE R TS B, R R A SC R IERH
et BZERZTRE RIS FEWEZELE, TR

Article 3 Contributive Activities TR 2% 3h

Section 1 Definition & X
The definition of the activities of contributive clubs includes,
but is not limited to, the activities assigned by the arts center
to the clubs, such as university-level or provincial-level
activities. The final interpretation right of such activities
belongs to the Art Committee. 57 fik &k A 4 1 76 B ) 58 AL 4%
EARRTZAR SO BAH B RIESES . HIIR R A TR
Hale XIZRTEHREMRAVHZARE RS

Section 2 Reward #2J5)

pii
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All art clubs participating in the contributive club activities

will receive a three-point reward in the final annual
performance appraisal. For clubs that perform well in
activities, they will receive 5 points in the final annual
performance appraisal. The arts center is responsible for the
identification of clubs that perform well in activities. %} i
A2 ISR AL IS S AR ST | HRASTE Fe 2 A4 BE B3
F PR = A R X TR S T RIS AR KA
B B BT TR AR T A o T TEIE B A R BA
E R EARHOATT

FNE B E
Chapter 9 Setting up a New Student Club at XJTLU

Article 1 Recognition Criteria A 7] 44
A student group that intends to become a registered club at XJTLU
must meet all of the following criteria. #7412 3 2 DA R &4
(1) The group must have a minimum of 10 student initiators. &/
A& RREN
(2) The 10 student initiators must be all XJTLU registered students.
245 A R N T P AE R T R A T e R 2 AR
(3) XJTLU students must fill the leadership roles within the club. %k
I 9515 5 E P4 S e R 2 AR AT
(4) Only XJTLU students may travel and compete on behalf of the
university. A H AU P4 52 FI M3 K 27 2 A G AAE RS A i 3l AR
FEER
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(5) All organizational decisions must be made by presidium. fir 5+t [
DAY e 5 2 R o e
(6) The group must find an adviser from staff members or faculties.
FE BRAA LA — (AR 53 TS 2 i
(7) Membership in the group must be open to all XJTLU students,
staff, and faculties. #7575 % 4 A K Z0BR T

(8) A student club/organization that intends to be a registered

club/organization shall have only one opportunity to apply in one

council in each semester. Ak i, 37 i) 2 A 4 B 24 30 U — IRHEFS B 2

A4 A B 2 B R B B ALl

(9) The nature, objectives and activities of the club to be established
must comply with relevant national regulations and school regulations.
ARBSLAAEAYERT. HAR. 1& SR & E 5 RMLE 2 B R E
Article 2 Petitioning Procedures for Potential Student Clubs

HE LA AR

Step 1 Student clubs that meet the rules for the establishment of student
clubs should contact the instructor of the Arts Center to
communicate with her before the formal start of the establishment
process, and confirm that there is no such type of club and the
nature, goals, activities, etc. of the club are in line with the
relevant laws and regulations of the country and university rules

and regulations. If there is no conflict, the establishment process
can be started.{# /& A 4k AT F I 7 I A 25 AR AT BT I
FRIEXTFGHT, W SEHZEAROIE RZ @, FiAJFTolm R4
AP BALFBES B bR 15 3h5% 5 E 5 A SRR A ML A
M ETC R G . T3 AT R LI «

Step 2 The person in charge who wants to establish a club fills in the r

elevant club establishment form (Appendix 5-10) and submits it to
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the Administration Department of the Art Committee for review.4x

ST PR B S5 NS M S A 7 A% (U 5-10) FF5e %
SARE R LTBIR

Step 3 After the club establishment form is approved, the instructor will
notify the student to participate in the council meeting to defend,
and more than 2/3 of the art committee members agree to be
deemed approved. If the defense is passed, the new club can be
set up for trial operation. The trial run will last for one semester. At
the end of the semester, the new club will be established after
attending the council meeting for the second time. If you need to

apply for a defense again, you must apply again in the next
semester. {EALH BOLFAR R EL G, 15 S IRE A A
SIERE, ZARERS 2/3 U LERRABEIAE M ED . W&
L, FAE s, WS T — A, IR
KREMERSESWIRERE, BB ERXESL; RZAA]
Mo WNFEFHKHIEE R, TE T 2R EHETHIE.

BTE TEEERENE
Chapter 10 Studio Management Regulations

In order to standardize the management of the studio, create a civilized and
clean studio environment, maintain normal order, and establish a good
corporate studio image, the regulations are specially formulated. The club
should abide by the various studio management regulations and contribute to

the improvement of the regulations and the full use of the studio.
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FHHTE TAEZ M E, Q) ORI TAEZ IR, e3P IEW BT, W RIEFRY
HATAEETES, Febl @A hl o FLA B <y &0 TAE= EHHI R, IF A B
e LAEZE st sk &

Article 1 Electrical Specification i HL#L7E

The members of the studio must abide by the rules of electricity use,
and make safe and civilized use of electricity. It is not allowed to
connect and use the power strip without permission, and it is not
allowed to use high-power electrical appliances (>500W) without
permission, and all power needs to be turned off when leaving the
room. If there is any violation, the right to use the club in the studio
will be cancelled. If any safety issue occurs, the person in charge of
the club and the management of the club are responsible for it; T.
VEZ 3 G Sy F RS I, 3 224 AT SCHA TR SRR PP FAH

Al FIAR A, A RFR A [ RTh RS (>500W) | BT b iH]
I 5 BRI A R A s, RO IZAL B TE TAE 2 A FIA

R A A, gt E 5T N KAk A BB 5158

Do not connect circuits or install devices randomly, and do not
disassemble randomly when the equipment or devices are
connected to the circuit. When the circuit is dangerous, you should

calmly handle it, cut off the power first, and then check the fault;
AREFEMEELFE IR BLAEE, (R Bias e B B A 1 O A
REMEPRED, &2 R ER E LN, B ERAcTE, JetIWri i, Hid
TR 5

Article 2 Other Points to Note H/th: & IR

1.
2.

It is forbidden to smoke indoors; 2% 1| 7525 A A ;

It is forbidden to bring flammable and explosive materials indoors;

2 1R K S R G IR A N

3.

It is forbidden to keep pets indoors; %% || YEZ= N FEFEY);
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4. Develop good working habits, keep the room clean and tidy, and
close doors and windows when leaving. i B I8 TAE>J 16, =R
Fe DAFIRES , BT 2RI 1 %

5. Be careful with studio property and equipment. Z¥ T/E 2 W F=H1
B

6. The studio is only for use within the clubs or related activities, and

unrelated personnel are not allowed to enter. T /E= {4t N #B 5L
MRIENE . AHRNBZE LN
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Appendix 1

Club Officer Changes

Existing Officer New Officer

Name Name

Student ID Student ID

Title Title

Telephone Telephone

Email Email

Reason for Change

Existing Officer New Officer

Name Name

Student ID Student ID

Title Title

Telephone Telephone

Email Email

Reason for Change

Existing Officer New Officer

Name Name

Student ID Student ID

Title Title

Telephone

Telephone

Email Email

Reason for Change

50



?ﬁ? Xi’an Jiaotong-Liverpool University
B X FlA058 X &

Name Name

Student ID Student ID
Title Title

Telephone Telephone
Email Email

Reason for Change

Previous Club President’s Signature Date
Current Club President’s Signature Date
Club Program Director’s Signature Date

Filed by YLC of XJTLU (Stamp)
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Appendix 2 Officer Acceptance of Responsibility Form

*To be completed by each club’s elected officers.

Officer Acceptance of Responsibility Form

Name: Club: Elected Position:

Academic Year: Email: Phone:

Note: Generally, tenure of each club’s management team is one year. If there’s no next team, the

former management team could be reelected.

I hereby accept the responsibility of serving as an elected Officer for the
. (Name of Club)

I understand that in order to serve capably, I must adhere to the rules and guidelines
defined in the Club Program Handbook and to XJTLU’s policies. I understand that
it is my responsibility to lead in a manner that always reflects positively on the club
and XJTLU. I have read and fully understood the Club Program Handbook as well
as the specific roles and duties of my elected position.

I agree to complete all necessary forms as required by the Club Program Office and to
submit them before the deadlines.

I agree to attend all required meetings scheduled by the Club Program Office.
I agree to handle all financial matters of the club in a fiscally prudent manner.
I will always assure the safety of each member during all club activities.

I agree to report all club disciplinary matters to the Club Program Office in a timely
manner.

I agree to check the club mailbox at least once per week.

I agree to promote good sportsmanship in all club activities.

Printed Name

Signature Date
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Appendix 3 Student Club/Organization Work Plan

Student Club/Organization Work Plan

Club Name Academic Year
Activities Detail Week Note
0|12 |3(4|5(6[7|8|910|11|12]13 |14
Plan
Preparation
Promotion
Hold
Plan

Preparation

Promotion

Hold

Plan

Preparation

Promotion

Hold

Plan

Preparation

Promotion

Hold

Plan

Preparation

Promotion

Hold

Plan

Preparation

Promotion

Hold
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Appendix 4 Student Club Roster

Club
Name:

Academic
Year:

Person Submitting Roster:

Email Address:

SN.

Student
ID No.

English
name
(Pinyin)

Chinese
Name

International
Gender | Program Student?
Y/N

Email

Date
Phone | Position Joined
Club

10

11

12

13

14

15

16

17

18

19

20
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Appendix 5 Advisor Agreement

ADVISOR AGREEMENT

Each club is required to have a full-time faculty or staff member of XJTLU as its
advisor. He/she should be a person who has an interest in the club and is willing to
attend some of the club meetings and activities. Although not required, it is helpful if
the advisor has experience or interest in the field of the club.

The advisor serves as a resource to help provide direction and continuity to the club.
He/she can contribute valuable knowledge and experience related to XJTLU
operations and policies. His or her responsibilities include:

- Being available to meet with the president and other officers as needed.
- Acting as a sounding board for the club in dealing with ideas and concerns.
- Advising the club regarding University policies and procedures.

- Encouraging the development of initiative, responsibility, and leadership of
club members.

- Assisting the club in defining and achieving its goals and objectives.

- Reviewing the club budget and making recommendations when appropriate.
- Encouraging good financial practices for the management of club funds.

- Keeping himself informed regarding club’s businesses and activities.

I, [Name of Advisor], agree to serve as advisor to the [Name of Club] Club for the
20XX-20XX academic year. [ understand and accept the responsibilities of a club
advisor as described above, and I express the willingness to work closely with the
club officers and the Academic Club Program Office to make the academic club
experience a positive and rewarding one for all individuals involved.

Advisor (print)
Date
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Advisor (sign)
Date

Club President (print)
Date

Club President (sign)
Date

Received by the Club Program Office:

Club Program Director
Date
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Appendix 6 XJTLU Activity Plan of Club/Organization
20XX 4

A\
N [f——

|

Z

XX #LH

20XX 4 X H
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20XX
X
X
X
X

Activity

XXX Club

X (month) 20XX
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1. Theme

2. Background

3. Purpose

4. Process

5. Preparation

6. Personnel division of labour

The work item List of members Number of members

7. Budget
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8. Emergency plan

9. Attachment

1. Secure protocol

2. Financial statement
3. Site map

4. The risk assessment

5. Menu (choose)

Name of Name of activity | Name of Duration Performer
association participants
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Appendix 7 Event Request Form

Event Request Form

Applicant Information:

Applicant Name: ID Number:
Contact No.:
Club Name: Club Council:

Event Information:

Event Name: Location:

Participants: External Participants(Y/N)
Poster/Flyer Request(Y/N): Poster/Flyer Number:

Field Trip(Y/N): Safety Regulation Signature(Y/N):

Purpose of Event:

Equipment Requested from Student Club Service Center:

Application date: Expected Completion Date:

Student Club Service Center Comments:
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Applicant Signature:
Date:

Club President Signature:
Date:

Approved by Club Advisor:
Date
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Appendix 8 XJTLU Budget Request Form for Student Activities

XJTLU Budget Request Form for Student Activities

Name of Student Club

Estimated No. of )
. Date Submitted
Participants

Name of Activity

Time of Activity Venue of Activity

Cub Advisor Office Line

General Description
of the Activity

No. Item Quantity Price Subtotal Note

10

67



’?@? Xi’an Jiaotong-Liverpool University
B X FlA058 X &

Total

Bugdet Left

Budget Spent
Signature of Approved by
Club Leader Club Advisor

Approved by
SA—Office
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Appendix 9 XJTLU Student Activity Newsletter Template

Main Photo

ACTIVITY SITE THE NUMBER OF PEOPLE

By[Article Author]

Activity Name

When designed correctly, a
newsletter provides specialized
information to a targeted
audience. To help you achieve
this goal, this template offers
suggestions that you can also
find in the article in the
Template task pane titled
“Creating a Newsletter.” You
may also be interested in
reading “Printing a Newsletter,”
which different

printing options, such as using

describes

large paper to print your
newsletter as a folded booklet.
In addition to these template
Help articles, the task pane also
contains links to Help topics
related to the Microsoft Office
Word features used in this
template, such as text boxes. As
an added help, before you begin

replacing this content with your

may want to print this template
to, so you can keep these

instructions.

To find a particular article
within this newsletter, refer to

Inside This Issue, on page 1.

In creating a newsletter, first
determine the audience. This
could be anyone who might
benefit from it, such as people
interested in purchasing a

product or service.

You can compile a mailing list
from business reply cards,
customer information sheets,
business cards collected at
trade shows, or membership
lists. You might consider
purchasing a mailing list from
a company that serves your

target customer.

69

Next, establish how much
time and money you can
spend on your newsletter.
These

determine the length of your

factors will help

newsletter and how

frequently you publish it.

So you have space for one
more article in your
newsletter and one of your
experts out in the field is
writing the article. How can
you determine how long the
article should be? As in
newspapers, the length of a
newsletter article can be
thought of in terms of how
many “column inches” are

available for the article.
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Appendix 10 XJTLU Actual Cost Form for Student Activities

XJTLU Actual Cost Form for Student Activities

Name of Student Club

Estimated No. of .
o Date Submitted
Participants

Name of Activity

Time of Activity Venue of Activity
Cub Advisor Office Line
Outcome
Description

of the Activity

No. Item Quantity Price Subtotal

Note
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9

10

Total

Budget Total

Actual Cost Total

Signature of
Club Leader

Approved by
Club Advisor

Approved by
SA—Office
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Appendix 11Registration Form for Off-campus Activities of Student Clubs

Registration Form for Off-campus Activities of

Student Club/Organization

Club Name No. of Participants
Organizer Emergency Contact
Starting Time Returning Time
Destination
Activity
Description

Potential Risks &

Solutions

Participants List

Signature by

Adviser

Date
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Appendix 12: Notice to Participants in Off-campus Activities of Risk and Waiver of

Responsibilities
Notice to Participants in off-campus Activities of Risk

and Waiver of Responsibilities

BoME s &2 BT A5

In order to strengthen the students’ safety awareness during the activities off campus,
and to clarify the responsibilities therein, this Notice to Participants of Risk and
Waiver of Responsibilities is thus drafted based on the Guidelines on Dealing with
Students’ Injuries during Accidents issued by the Ministry of Education. “AffuE2#4E
RSN TGS 24, MR A E AN L TRy, RIREEE (Cr A St
HUINE) R EARTHES, WA ERTHEFAE B R, BARZHAT:

Article 1 All student activities off campus should be registered in Student club
support center at XJTLU.  Without the official registration, the event
is deemed as an organization’s or student’s individual behavior and
XJTLU does not undertake any responsibility for personal injury,
property damage and other accidents. =4 —YIAMNH TGS, WAITEF
KRG T T, REMENTES, WO AR B AR A
10 AIAERE SR A A N B33 . W 7 4 2k DA S HA R A S i el
R HAA R, AR R IBAT A 5T

Article 2 The university, provided it has fulfilled its appropriate responsibilities
accordingly, will not take responsibilities for any damages or injuries
arising from natural disasters such as earthquakes, lightening,
typhoons, floods etc. %2k YIAh TR, ALATFERRE A L IR 7 T
11, REREWNTED), B F AR BRI N ERAT R eSS
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Article 3

Article 4

Article 5

Article 6

Article 7

W) A NS08 W5k DA S AR A il s i R HeA A R 5P
Wi, SERARKIAL AT

The university, without previous acknowledgment, will not take
responsibilities for damages or injuries arising from the incidents during
the activities off campus. >k H AR IMNPZE A PE . 8 A& AR F 15 T
JER, SRR, TR E

If a student is inappropriate or not well behaved during the activities off
campus due to physical or mental conditions that he/she has kept secret
to the university, the student will take the responsibility for all damages
or injuries caused herewith. 274 A7 4p A 0T . Rf e B B O3
A, ARAAGESCEMETHER, S mCAS SR AR, H
& B FRIE DL, SR H A

Students will take the responsibility for any damages or injuries arising

from suicide and/or self-mutilation. 24 H 3. HGM, TEH 7.

Students will take the responsibility for any damages or injuries arising

from the traffic accidents in which he/she breaks the law. =#4: A 5T
AR e Ay RO, ST E AL

Students will take the responsibility for damages, losses, and/or injuries
arising from other accidents provided that the university has taken
appropriate actions and fulfilled its own responsibilities. FHAh 7 A H 2=
B, FRERIPTITRIOIFESR, STEFEAA,
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Article 8 Should the English version of the XJTLU student extracurricular

activities safety management regulation conflict with the Chinese

document, the Chinese version shall prevail. { XJTLU ¢4 A4ME 8%

S TRAE ) TSSO Ry, DA SURAS M HE.,
I agree to assume all risk of personal injury or loss, bodily injury (including death),
damage to or loss of any personal property during an activity. I also release, waive,
indemnify, hold harmless, and discharge XJTLU from all claims, damages, and
injuries arising from my behavior during activities. &2 I\ B I [F 2 _ b &K,
FARVATEE S R BIARLE, IR BIBARIES RS, s aaiil, EEaRMR
I, XA TR — U KR R AT

Organizer name (print) :

Organizer signature:

Tel number of Organizer:

Student Name

Student’s
ID Number | Emergency Contact Date )
(Print) Signature
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Appendix 13 XJTLU Financial Balance Form of Club/Organization

XJTLU Student Club/Organization Financial Balance Form

Club/Organization Name Academic Year
1B/ 24 F5 SFAE
Contract Person Phone Number
TS YN HL I
Initial Balance Closing Balance
LiEIFS ) MR8
) o Balance 4%
SN. | Date Subject Description Source . - dita Surol
. . . . ncome xpenditure urplus
5 | HiA FHH AR Efipa PEA YR
3 A il BA
Total St
Note £1F

Please specify the exceptional circumstances and for what reason the amount sits not reflected in the change form.

Signature by Treasurer Signature by President
W55 K 2 T BT AT
Signature Club ~ Adviser
M ST
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’v i'd Xi'an Jiaotong-Liverpool University
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Appendix 14 XJTLU Request Form of Publicity Materials
XJTLU Request Form for Publicity Materials
PR R YT R S B AR A E R iE R

Name of Organization

HLZR

Name of Activity

EBNAK

Date Date to
Submitted Receive %
i) HSRE A )

Contact
Person £0HX
A

Mobile No.
FHSG

SN. Item Size Quantity | Texture #F Note
e | BEfEmAR | RTRD BE JRELR 2

10

Total ¥

78




’i_fﬁ? Xi’an Jiaotong-Liverpool University
B X FlA058 X &

Approved by Approved by
Publicity Organization
Officer B A% President FEEL,

R H AL K EE
Approved by
Club
Director #§
SHIHHEA
Note:

1. The publicity materials include but not limit to posters, flyers, foldings, banners, magazines, etc.
SRS E AR . B, ZhE. . BER. 8. BIRSEEWELR
A

2. Please submit this form together with the E-version of the printings to the club prgram director. &
PG ARE SRR TIREL R . 0. S48, 0E%) —iRsaH
AN Ea i K- A1 1

3. All printings must be in English or dual languages when submitted.

A B A AR i ol et

4. It's strongly suggested that the form submitted at least 5 days before the day
you hope to receive. SRZIEW R /DHERT 5 KILAA G, DAFTBLIRE S 15 i
f7.
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