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Rules of Incubation Space Usage at the Centre for Innovation

and Entrepreneurship

Application of the Terms

1. All spaces under the jurisdiction of the Centre for Innovation and Entrepreneurship in the
building and used for incubation purposes are deemed to be “Incubation Spaces” and the

provisions of these rules shall apply.
General Rules

2. Venue can be used by the following user:
a) Staff of the Centre,
b) Shareholders of incubation company, members of administrative organ and staff,

c) Trial incubation project leaders -

d) Those who have completed the incubation process and have one shareholder who
is UMTec Limited, and
e) Other persons who have been granted temporary permission by the center to use
the venue.
3. The purpose and period of use of the Incubation Space are determined by the head of the Centre

or upon application by the user.

4. The general usage hours of the venue are from 8:00am to 8:00pm daily. Use of the venue outside

of these hours requires written application and approval from the head of Centre.

5. It is prohibited to bring non-permitted persons (such as non-incubation companies/project

members) into the temporary stay or use the venue.
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6. Users must maintain cleanliness and orderliness. It is prohibited to install bedding, accumulate
clutter, dispose of garbage, or have any items that would compromise the environmental hygiene.

It is also prohibited to use or store hazardous and flammable items inside the venue.

7. All items and equipment in the venue should be used with care. If any items are lost or damaged
due to fault, corresponding compensation and fees must be paid. If any equipment in the office

needs to be repaired, it should be reported to the Centre for handling.

8. Smoking, gambling, drinking and any activities that violate university rules are strictly
prohibited.

9. Before leaving the office, user should turn off the lights, shut down all electrical equipment, and

properly close the doors and windows.

10. The users have the full obligation to safeguard their own property, especially valuable and

important documents. The Centre shall not responsible for any damage or loss of any companies’

property.

11. For any matters not covered in these rules shall be handled in accordance with the relevant
regulations of the university.

12. If there is any controversy, the Centre reserves the right to make the final decision.
Usage of incubation office

13. The incubation start-up and trial incubation project should first obtain permission from the
Centre and register for the location before using the office. They should coordinate with the Centre
to place a company profile and a color portrait of the authorized user in the assigned location, in
order to facilitate the Centre's timely supervision and verification of the users' identity during

inspection.
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14. After the office location is registered/assigned, it cannot be changed without permission from
the Centre.

15. The keys and door access cards for office doors and cabinets should be kept by users authorized
by the Centre and should not be given to others for use.

16. Before the company terminates the use of the venue, users should:
a) Clean up all their personal belongings and retrieve the company’s mail (if any),

b) Return all items belonging to the university, especially access cards, keys and items

previously rented from the university.

c) If users fail to vacate on time, they need to contact the Centre staff at the office (N1-

1001) during office hours to complete the clearance procedures.

d) Users will be responsible for and bear all risks and costs arising from their personal
delay or negligence in completing the move-out and clearance within the specified
period. Any items left behind in the Centre will be considered abandoned and handled

accordingly.



