Application of Chang Gung University Email Announcement
Date (year/month/day)：      

	Department
	
	Applicant
	

	E-mail
	
	Ext. 
	

	Priority
	□ Emergency(sent immediately after receiving)

□ Normal(sent on Date of Announcement in 17:00)  Date of Announcement:                         

	Participant of Announcement：（multiple）

□ Teacher in CGU(excluding the doctor in CGH)  □ Doctor in CGH(teaching in CGU)  □ Student

	Main Idea of Announcement：



	Detail of Announcement： 

Department of Announcement：

Undertaker：

Phone：

	Memo
	

	Notices：

1. To make sure the correctness of announcement, please send the whole version of announcement email to send@mail.cgu.edu.tw. It will be immediately processed after receiving the complete application.
2. The announcement will be exactly the same as the content that computer center received from the application department. Computer Center has no responsibility for the content of announcement. 
3. Please make sure to fill in the department of announcement, undertaker and phone before handing in; otherwise, the application will be rejected. 
4. Computer Center will post the announcement after 17:00 on the same day receiving the application if the date of announcement is not specified.

5. The application will be rejected if the date of announcement is before the current day.
6. Example of announcement:【資訊中心公告】於7/20(日) 08:00~12:00 網路設備維修。
7. The total size of attached documents should not exceed 2MB.

8. The list of CGH doctors is updated by CGH at the beginning of every semester. 
9. Please contact Computer Center for other related questions.（Ext. 5231）


Department Head：                          Manager：  

　　　　　　　　　　　　　　　　　　　　　　　　

