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Guide to Visiting the Xi’an Jiaotong-Liverpool University Library
参观图书馆指南

We welcome visitors to the XJTLU Library. Please note that the primary mission of the XJTLU Library is to support the learning, teaching and research needs of the faculty and students of Xi’an Jiaotong-Liverpool University. XJTLU Library reserves the right to reject any application of visiting the Library.
欢迎参观西交利物浦大学图书馆。西交利物浦大学图书馆的首要任务是支持本校师生的学习，教学与科研。西交利物浦大学图书馆有权拒绝任何参观图书馆的申请。

A visiting lead by XJTLU Staff is encouraged to fill the form by the XJTLU staff at least 1day in advance and send the completed form to Lib-USD@xjtlu.edu.cn to get approval. The XJTLU staff is request to show his/her ID card at the Library entrance before the visiting and he/she is responsible for leading the visiting.  
由本员工带领的参观，本校员工至少提前一天填写下表并邮件给Lib-USD@xjtlu.edu.cn以取得同意。本校员工在图书馆入口带领参观前须出示ID卡并有义务负责带队参观。

Visiting requested by external organizations should fill the form and send the completed form to Lib-USD@xjtlu.edu.cn to get approval from University Librarian. 
校外组织申请参观图书馆需填写下表并邮件给Lib-USD@xjtlu.edu.cn以取得馆长的同意。

Any visiting requests a tour guide by the XJTLU Librarian please inform the Librarian in advance and inform the Librarian the preferred Language in the application form. 
任何参观若需图书馆员工进行讲解需在申请表中提前通知图书管理员并告知参观语言。

Please inform the library staff at least 1 day in advance if schedule needs to be changed. 
参观时间一经安排请勿更改。如需更改，需于1天前提出。

Please set the cell phone to vibrate mode or turn it off before entering the library.
Please keep quiet in the library. 
入馆前需将手机调为静音或关机，并轻声细语以确保图书馆安宁。

Please don’t infringe the Right of Portrait and don’t disturb other patrons while taking pictures. 
拍照时注意肖像权，并注意不得影响读者阅览环境。

Please don’t bring too much personal belongings when visiting the library. XJTLU Library does not provide storage lockers for visitors. 
参观者入馆前应减少随身物件，本馆未提供存放空间。
Please ask for the approval from the club advisor in advance when a student club or organization applies for group visit.

如学生组织或社团申请团队参观，需先获得社团负责老师的批准。
Visiting XJTLU Library Application Form

西交利物浦大学图书馆参观导览申请表
Application Date(DD/MM/YYYY)申请日期：                        
	Department / Organization
申请部门/单位
	

	Applicant申请人
	

	Date for Tour 参访日期
	
	Time 时间
	

	Number of Visitors人数
	
	Visitor’s Status参观者身份
	

	Contact Phone 联络电话
	
	Mobile手机
	

	E-Mail
	

	Remarks备注
	Motive and Requirement参观动机与需求
(Whether need a tour guide by the XJTLU Librarian and the preferred language是否需要图书馆员工讲解及参观语言）



Notes注意事项
1. XJTLU Library reserves the right to reject any application of visiting the Library.
图书馆有权拒绝任何参观图书馆的申请。
2. Please inform the library staff at least 1 day in advance if schedule needs to be changed.
参观时间一经安排请勿更改。如需更改，请于1天前提出。
3. Please set the cell phone to vibrate mode or turn it off before entering the library.
Please keep quiet in the library.
入馆前将手机调为静音或关机，并轻声细语以确保图书馆安宁。
4. Please don’t infringe the Right of Portrait and don’t disturb other patrons while taking pictures.
拍照时注意肖像权，并注意不得影响读者阅览环境。
5. Please don’t bring too much personal belongings when visiting the library. XJTLU Library does not provide storage lockers for visitors.
参观者入馆前应减少随身物件，本馆未提供存放空间。
6. Please ask for the approval from the club advisor in advance when a student club or organization applies for group visit.

如学生组织或社团申请团队参观，需先获得社团负责老师的批准。
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