Application Form for Departments/ Faculty Members

 Purchasing Academic Materials Abroad
	Date of Application：
	Applicant：


	ID number：

	Phone number：
	e-mail：

	Dept.：
	Approval of Dept. Head：

	Purchase request（media type / subject）：

	Proposed amount：

	Approved by library：
	□ Agreed        □ Rejected

Sealed by Acquisitions & Cataloging Division：


Policy description :
1. NCKU professors who are planning to use library budget to purchase academic materials abroad should fill out the form above to inform library about the acquisitions. Please note the library policy is inapplicable to department budget.

2. If the proposed amount exceeds NT10,000.-, users must have the approval of the school authorities beforehand. 

3. This will be a pre-billed case for users, so departmental workers should help the mechanics of processing payment and receipt procedure. Please attach the application form approved by the library to the acquisition documents and state clearly that the library has confirmed the purchase.
