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Aalto-Tongji Design Factory
中芬中心Sino-Finnish Centre


同济-阿尔托设计工厂场地校内预订管理办法*

ATDF Space Reservation Policy for Internal Parties*

(* 校内人员包括同济大学与阿尔托大学的师生、工作人员及学生会)
(* Internal parties include the students, faculty members, other personnel and student unions of both Tongji & Aalto Universities)
一、场地使用的基本原则GENERAL Policies for utilizing ATDF
1. 同济-阿尔托设计工厂是两所大学进行各类教育与学术活动的场所。
ATDF is an environment mainly for different educational and academic activities of the two respective universities.

2. 如符合本管理办法及附件要求，同济-阿尔托设计工厂可免费为同济大学与阿尔托大学的不同部门、学院及学生会提供场地。

ATDF is available free-of-charge for all the different departments & colleges of both Tongji & Aalto University and their student unions, based on the policies and procedures stated in this document and its attachments.

3. 场地支持与中芬中心的愿景和使命相符的项目、活动、课程和workshop 。
Events, activities, courses & workshops focusing and supporting the strategy, mission & vision of SFC will be supported.


4. 同济阿尔托设计工厂内不接受学生私人聚会的预订。
Private student parties are not accepted to be organized at ATDF.

5. 每个项目、活动、课程和workshop，必须指定一个负责人。
For every event, activity, course or workshop, one responsible person must be named.

6. 负责人要保证在项目、活动、课程或workshop的全程妥善使用同济阿尔托设计工厂。
This person ensures the appropriate use of ATDF during his/her event, activity, course or workshop.

二、在同济阿尔托设计工厂举办活动的预订手续

ATDF Space Reservation Policy for Events*

(*项目活动包括研讨会、会议、展览、演讲等)
(*seminars, conferences, exhibitions, presentations, etc.)
1. 填写活动场地预订申请表格（见附）
请最晚于实际活动日的两周前提交至wuyuanqi@tongji.edu.cn。中芬中心工作人员将于申请递交后的下个周一审阅申请表格（需另附活动日程）。

Filled Event Application Form (with the event agenda as attachment) should be submitted to wuyuanqi@tongji.edu.cn no less than two weeks before the actual intended event date. ATDF Staff will go through the application on the next coming Monday.
2. 面谈 
如果申请通过初审，申请人需与工作人员就活动及其流程进行面谈。
Face-to-face discussion regarding the event and its procedures shall be held between the applicant and Staff Member at ATDF, if the Event Application has been supported by the Staff.
3. 申请的批准 
基于申请文件及面谈，中芬中心工作团队集体讨论是否批准场地申请。工作人员会将决定通知申请人。

Approval of the event is done internally by the SFC staff based on the application and face-to-face-discussion. The Staff will inform the applicant personally after the decision.

4. 在项目活动的全程，该项目的负责老师/教授必须在场。项目活动中如有任何对同济-阿尔托设计工厂的伤害与损害，负责老师/教授应承担全责。
The presence of the approving teacher/professor is required during the whole event. The responsible teacher/professor will be held responsible for any harm or damage caused to ATDF by the event.

三、在同济阿尔托设计工厂进行课程教学与工作坊的预订手续
ATDF Space Reservation Policy for Courses & Workshops

1. 联系工作人员 
任课老师/教授联系工作人员，约定面谈，并在面谈前提供课程大纲。
Contacting the Staff. The responsible teacher/professor contacts the staff and agrees a face-to-face meeting. The responsible teacher also has to provide the Course Description form before the face-to-face meeting. 
2. 面谈与讨论课程及内容

Face-to-face meeting & discussion about the course and its contents.

3. 课程的批准 
课程的内容是否与中芬中心的愿景和使命一致。
Approval of the course is done based on the content of the course and it’s suitability to the vision & mission of SFC 
4. 预订合适的空间 
场地申请获批之后可预订。
Reserving the appropriate spaces if the course is accepted to ATDF.
5. 选择学生负责人

在参加课程/工作坊的学生中选择学生负责人，确保在课程教学/工作坊进行中妥善使用同济阿尔托设计工厂

Selecting responsible student from the course students who will ensure the appropriate use of ATDF during the course/workshop by the students of the course/workshop
6. 总体介绍
在第一节课/讲座时，由工作人员向参加课程/工作坊的人员介绍场地使用办法和工作方式。

General introduction to ATDF policies and ways of working on the first lecture/session on the course will be given by the Staff to the course/workshop participants.
Aalto-Tongji Design Factory - Event Application
同济-阿尔托设计工厂活动申请表
1. 申请人信息APPLICANT INFORMATION
申请人姓名（中文、拼音/英文）
Name of the Applicant (Chinese, Pinyin/English):
学生/教师/教授申请人所在学院（部门）、专业与年级：  

Student/Teacher/Professor Applicant’s school, major and grade:
联系信息（邮箱及移动电话）：

Contact Information (email and mobile phone): 
2. 活动信息EVENT INFORMATION 
活动名称 Name of the event:

活动日期及时间Date and time of the event:

活动的介绍（是关于什么的活动？）：

Description of this event (What is this event about?): 

预估参与人数Estimated number of participants:  

需要的空间及设施（需要使用场地哪个部分？需要使用哪些音频设备？） 

Needed spaces and infrastructure (Which spaces you’ll need to use? What AV-equipment will you use?):

注： 请附活动议程（计划表中有哪些活动？）

NOTE: ATTACH Event Agenda for the event (what activities are on the schedule?): 
3. 负责老师/教授RESPONSIBLE TEACHER/PROFESSOR
负责老师/教授在整个活动期间必须在场。

This person needs to be present during the whole event at ATDF. 

姓名 （中文及拼音/英文）Name (Chinese and Pinyin/English)：
学院School:

电子邮箱email:

移动电话mobile phone:

=========================================================================
______________________________________

申明在整个活动过程中在场的负责老师/教授签名
Signature of the responsible teacher/professor stating his presence during the whole event 

______________________________________

Signature of the applicant 
活动申请人签名
中芬中心将免费为内部使用者提供空间。本着互助共赢的原则，使用者将如何为中芬中心发展作出贡献，将成为申请是否被通过的重要条件。如果你有相关的想法，请提供给我们(
Due to the principal of mutual benefits, as SFC will provide the space to the internal users for free, what the user can contribute to SFC’s growth will be a IMPORTANT criteria for the approval of application. Please provide us some proposal if you have (
谢谢！ Thank you!
-------------------------------------------------------------------------------------------------------
中芬中心愿景与使命SFC VISION & MISSION


愿景Vision


建设成为国际创新的重要中心和引擎


SFC will grow to a Sino-Finnish Campus and to an important hub and engine of international innovation knowledge





使命Mission


提升同济大学与阿尔托大学的社会影响力，实现成为世界级大学的共同目标； 


通过高质量的教育、研究与创新，积极为建设21世纪创新与可持续社会做出贡献。


Supports the mutual goal of Aalto and Tongji Universities to become world class universities and enhances their impact on society ；


Actively contributes to building of creative and sustainable societies of the 21st century through high quality education, research and innovations .
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