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1
General

In order to increase users’ will to participate in experiments and encourage well use of NSRRC administration service, UAO compiles the relative information for distribution to users.

2
NSRRC User Card Application and Utilization

2.1
User Card Application (use the same name as it appears in your passport)

2.1.1
Qualification: Beamline proposal members.

2.1.2
Take safety training (approximately 30 minutes) and this can be done using one of the three 


methods listed below:
2.1.2.1
Online: Access the user website, download files from the website, and take the training (Note: When you have passed the test, the system will ask you to enter your name/gender/ID number. Afterwards, the test result will be displayed on the screen, please click “Printer” button and print out the test result page for record purpose before clicking “Apply” button to continue with the application process.)

Chinese 
http://www.nsrrc.org.tw/chi/about/org/safety_training.html

English 
http://www.nsrrc.org.tw/eng/about/org/safety_training.html
2.1.2.2
Multimedia: Training at User Administration Office (Room S207, Ext. 7207). Please make arrangement for safety training by phone beforehand.
2.1.2.3
CD: CD is available from User Administration Office. Please contact User Administration Office (Room S207).
2.1.3
Please provide a 1”×1” photograph or photo file for card issuing purpose. The user card should be picked up within 6 months; after 6 months, the user needs to retake the safety training. For verification purpose, please bring your passport when picking up user card. 

2.1.4 
Please note that only users with valid user card can apply for subvention (domestic users


       and international users with domestic address only) and accommodation and to access 

       NSRRC facilities.

2.1.5
User card’s effective period is three years from the issue date (expiration date is printed at the bottom of the right hand corner of the user card) and when the user card’s expiry date is less than 6 months or when the user card has expired, user should take NSRRC safety training to renew his/her user card. 
2.2
For the purpose of identification, the user card can be used only by the holder and is not transferable. All users accessing NSRRC facility are required to wear user cards for identification purpose (please wear the user cards either on chest or at waist; in principle, the user card must be worn at places where it is obvious to others). If any user is not wearing his/her user cards, please inform the user of the new regulation. 

2.3 
In order to provide convenience for international users, User Administration Office manages user cards for them. When arriving NSRRC, international users can pick up their user cards at User Administration Office (S207) or at guardroom during non-office hours if notification is made to User Administration Office beforehand (personal signature required upon pick up). When leaving NSRRC, please return user cards to User Administration Office/guardroom or drop them to the User Card recycle box located at the Storage Ring’s entrance.

2.4
In order to effectively control facility access, users must use his/her user cards to access NSRRC facilities (access by several users using 1 user card is not permitted). When accessing Storage Ring entrances, please be informed that there must be an “Access in” record to be able to “Access out”.
2.5
When renewing or canceling user cards by user card holders, the original user cards should be returned. Lost card replacement fee is NT$500. Please visit User Administration Office (Room S207, Ext.7207) first to fill out “User Card Application Form”, then go to the Accounting Office (Room A314, Ext. 2142) to make payment, and then take the receipt back to the User Administration Office for processing.
2.6 
User card’s serviceable range:

2.6.1
Each user should carry his/her personal user card when accessing the radiation control area (Storage Ring) and non-radiation control areas (including the Administration Building, Experimental Building, and the Storage Ring).

2.6.2
Persons accompanying a user can apply for temporary user cards and they can access NSRRC facility together with the user card holder. However, they are prohibited to utilize NSRRC’s experimental equipment and operate the beamline.

2.7
Users with user cards can submit the “Monthly Paid Photocopy Application Form” and apply for the right to monthly photocopy.

2.7.1
After the application form is approved and signed by the principal investigator, please send the form to Ms. Chi-Chao Hsu (Ext. 7207) at User Administration Office (Room S207). It will take approximately one day and you can use the photocopy once the form is processed.
2.7.2
Photocopy charge will be calculated at the end of each month and you will receive notification of payments due via telephone. The principal investigator should visit the General Affairs Office (Room A105) in person within two months to collect a payment sheet from Ms. Pao-Chu Chen (Ext. 2145) and then go to the Accounting Office (Room A314, Ms. Wen-Hui Chang, Ext. 2142) to make payment.

2.7.3
In addition, the user can also use the photocopy machine (fees paid by the user) located at Room E113 in the Storage Ring.

3
Lodging Precautions
3.1
User discount room rate: When user has verified that his/her user card is within the effective period (Log in to http://user.nsrrc.org.tw and then click “User card”), he/she can apply for guesthouse reservation online and pays for the room. Room rates:

3.1.1
  If safety training/user card renewal and guesthouse reservation and payment are not 
 
  completed 7 days in advance, general rate is applied: 1 single occupant room for  
  
   
  NT$700/person per day, 1 double occupant room for NT$500/person per day. Please be  

  aware that cancellation needs to be done 1 day in advance.


3.1.2
  If safety training/user card renewal and guesthouse reservation and payment are 



  completed 7 days in advance, discount rate is applied: 1 double occupant room (share a 

 
  room with another user) for NT$300/person per day. Please be aware that cancellation 
  
      needs to be done 7 days in advance.

3.2
Payment methods:
3.2.1
Over-the-counter payment: Please visit the General Affairs Office during office hours, Mon.-Fri. 8:00 a.m. to 5:00 p.m.

3.2.2
Wire/ATM Transfer: Please fax the transfer receipt with applicant’s name written on it to   03-578-3803.
3.2.3
Bank/Account: Bank of Taiwan, Hsinchu Science-based Industrial Park 
Branch (Bank Code: 004).
Account Number: 073-001-106939                          
Account Name: National Synchrotron Radiation Research Center
3.2.4
Credit Card: Please download and fill out the Credit Card Authorization 
Form from the NSRRC website. After signing the form, fax it to 
03-5783803. If applying refund due to personal factors, 2% service fee 
will be deducted and the rest of the guesthouse charge will be refunded.
3.3
Persons who are not registered for lodgment are not permitted access to the guesthouse, and they also should not stay in the guesthouse using another person’s name. NSRRC will check the guesthouse periodically and if anyone is found violating the lodgment rules, NSRRC’s higher management and the principal investigator will be informed.
3.4
NSRRC guesthouse provides lodgment for users during experiment period. Users are not allowed to sleep at the Storage Ring during Non-User Time (2 to 5 a.m.). If such case has been discovered, the user’s right to subvention will be suspended for one year.

3.5
Check In/Out:
3.5.1
Please Check in after 2:00 p.m. and Checkout before 11:00 a.m.

3.5.2 
Collect keys and invoice at the General Affair Office (Administration Building Room A105, Ext. 2145, hereinafter referred to as contact person) between 2:00 p.m. and 4:30 p.m. the day of lodging. If you cannot reach the General Affair Office within the specified time, please call the contact person beforehand.
3.5.2
When checking out, please drop the keys in the key box located at the guesthouse’s lobby (1st floor). Any person not completely checked out after 11:00 a.m. are regarded as staying for a further day.
3.6 User Lodgment Adjustment Form:
In order to accommodate for temporary Storage Ring/End Station failure and 
beamline schedule adjustment, please visit User Administration Office (Room S207) and fill out “User Lodgment Adjustment Form”. After verification by beamline spokesperson or manager, please send the form to General Affair Office (Room A105) and Accounting Office (Room A314). Later, lodgment charge will be calculated based on approved amount and payment or refund will be processed.

4
Storage Ring user public offices

4.1
The Storage Ring has four public offices (E267, E357, E359, E361) opened to users. Each room is consisted of four desks and chairs for four persons (Seat number is shown on the desk’s top right corner). Prior to utilization, please fully complete each column of the “U8c Sign-Up Sheet for Office Space”. 
4.2
In addition, user public offices E362 and E364 are reserved for short-term visiting professors, scholars, and P.I.. One office is allocated to one person and those who have beamtime will be given higher priority in room allocation. If required, please register by filling out the “U7c Sign-Up Sheet for Office Space (for short-term visiting professors, scholars, and 
P.I.)” and pick up office keys at User Administration Office (Room S207). 
4.3
Please take good care of the public properties.
5 User Related Information

5.1
Transportation: 

5.1.1
Users staying at NSRRC’s guesthouse can borrow bikes from the Guard Room (Ext. 3333).   
5.1.2 Due to limited parking space, for users who drive to NSRRC, please stop by the Guard Room and exchange for temporary parking permit. If you would like to
apply for long-term parking permit (NT$500 security deposit is required and 
is refundable when returning the parking 
permit), please contact General Affair Office Room A105 Mr. Ming-Feng Yeh (Ext. 2109).
5.2 Food:
5.2.1
NSRRC’s cafeteria provides lunch (12:00 to 13:00) on working days and the cost is 50 NTD/person. Air conditioning is available between 11:30 to 13:30 (lunch) and between 17:30 to 19:30 (supper).
5.2.2 In order to avoid mice and cockroaches damaging the apparatus and devices, it is   prohibited for any person to take food and/or eat in the Storage Ring.
5.2.3 In order to satisfy staffs’ and users’ temporary demand for food during their experiments and operations, instant noodle and beverage vending machines have been placed at the Storage Ring entrance and at the cafeteria.

5.3 If users expect to pick up user cards and guesthouse room keys on weekends or non-office hours, please contact User Administration Office (+886-3-578-0281 ext.7205/7207) beforehand and then pick up user cards and room keys at the guardroom.
5.4 ISSN numbers for NSRRC Activity Reports & Users’ Meeting & Workshops Meeting Booklet:

5.4.1
 SRRC Annual Report (2002 and before) ISSN: 1814-7860
5.4.2
 NSRRC Activity Report ISSN: 1814-7879
5.4.3
 Users’ Meeting & Workshops Meeting Booklet ISSN: 1815-0098
6
Additional Items to “doing experiments in Japan SPring-8 Light Source”
6.1
Help users apply for SPring-8 User no. and safety training

6.1.1
When a user perform experiment in SPring-8 for the first time, please apply for Japan SPring-8 user number and complete the user personal information directly via the website (URL: http://4users.spring8.or.jp/top_4users/default_e.html). Since SPring-8 will send information to users periodically, please remember to keep personal information (especially address) updated. The User Office at Japan SPring-8 will issue the user number after approximately one working day.
6.1.2
If a user has already passed NSRRC’s safety test and his/her NSRRC User Card is within the effective period of two (2) years, please sign two copies of the “Registration for Radiation Work at SPring-8” Form B5-1 (http://user.nsrrc.org.tw/Form/eng/SPForm-B5-1_e.doc), fill in Chinese name, English name, and SPring-8 User No., then return the forms to NSRRC two weeks before the experiment. User Administration Office will fax a copy of the form to Taiwan Beamline Office at SPring-8. The original forms will then be mailed to Taiwan Beamline Office at SPring-8 and to the user. If there is no reply address, the original form will be returned to the affiliation of the principal investigator. The user takes the original form to SPring-8 Users Office for registration purpose and he/she will be able to perform experiments after taking the safety training. If user arrives at the airport after 2:00 p.m. or during Japanese holiday, please contact Ms. Ando (Tel: +81-791-58-1867，E-mail: taiwanbl@spring8.or.jp) while at the airport in order to arrange for renewal users to pick up their user cards at the entrance and for new users to take safety training at the Public Relation Room. Note: The safety training is valid for one year. Users should complete the original SPring-8 B5-1 “Registration for Radiation Work at SPring-8 Form” (including signature) in April of every year and mail the forms to the NSRRC User Administration Office in order to renew their registrations.

6.1.3
User card’s serviceable range: All users should carry their personal user card when accessing SPring-8’s radiation control area (Storage Ring Building) and non-radiation control areas. When a user checks in for the first time at SPring-8, the video tape provided by SPring-8 Users Office will explain in detail the related safety regulations.
6.2 
Notices and Precautions for Japan Guesthouse Reservation

6.2.1
If the user group visiting SPring-8 requires guesthouse reservations or adjustment to reservation, please complete the “Application Form for SPring-8 Facilities for Contract Beamline Users” form (http://user.nsrrc.org.tw/Form/eng/SPForm-B10_e.doc). Please make sure that the NSRRC proposal no., Japan SPring-8 user numbers, and Chinese names are filled out and then e-mail WORD format of this form to NSRRC User Administration Office.
6.2.2
Check In/Out:
6.2.2.1
Please check in at SPring-8 Guesthouse during office hours (4:00 p.m. to 10:00 p.m.). If you wish to extend your stay, please confirm with the contact person beforehand (Phone: 002+81-0791-58-0933).
6.2.2.2
Check out time is between 10:00 a.m. and 4:00 p.m. If checking out after 4:00 p.m., the total guesthouse charge will include that night’s room charge.












