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974 Notice for Mailing Letters and Packages

Mail (Letters, Packages, Express Deliveries, Freight) Handling Instructions:

a. Please ensure the recipient’s information on letters or packages includes full name, the recipient's department, class, contact
number and Dormitory room number. For example: "333326, No. 300, Section 1, Wanshou Road, Guishan District, Taoyuan
City, Taiwan for Wang o Ming, the recipient’s Department, class, dormitory room number, mobile phone number 09xx-xxx-
xxx." The General Affairs Office's Documentation Section at our university is only authorized to accept, announce, and hold
these items temporarily.

b. If the recipient's information is not clearly specified, and there are multiple individuals with the same name, the mail cannot
be identified by the receiving staff. The opening of mail not addressed to oneself is against legal regulations. Such items will
be returned to the sender immediately in accordance with relevant policies.

c. Ifunclaimed within 14 days of the announcement, the item will be returned to the sender as either undeliverable or as
unclaimed.

d. Announcement Inquiry Path: Lunghwa University of Science and Technology website — Administrative Units — General
Affairs Office — Division Links — Document Division — Official Documents and Registered Mail Inquiry.

® For packages, please select [Pending Mail for Pickup];
® For letters (already signed for by department offices), please select [Mail History (Signed for)]

2. Mail (Letters, Packages, Express Deliveries, Freight) Receiving Locations:

a. Registered letters are first collected by the Documentation Section, then forwarded to each department for signature and
distribution to recipients. Students should pick up their registered letters at their respective department office. Short-term
exchange students should collect their mail at the Office of International Affairs.

b. For packages, express deliveries, freight, or problematic mail, please visit the Document Section, General Affairs Office, on
the 6th floor of the Faming Building during office hours: 8:30 AM to 5:00 PM on regular working days, and 9:00 AM to 4:00
PM during winter or summer break.

c. For ordinary mail (regular letters, printed matter, and prompt delivery mail), please collect it from your department office
during regular working hours on weekdays.

3. When collecting mail (letters, packages, express deliveries, freight), students must present their student ID or other valid

identification at the Receiving location. If collected by a proxy, the proxy must also present their own valid ID and recipient’s ID

in order to verify the recipient’s identity and protect the recipient’s rights.

ENfEX Hal-hal yang perlu diperhatikan saat mengirim surat dan paket
1. Catatan Penting Mengenai Pengiriman (Surat, Paket, Kurir, Kargo):

a. Ketika mengirim surat atau paket, harap mencantumkan informasi secara lengkap, termasuk nama lengkap, jurusan, kelas, dan
nomor telepon penerima. Untuk mahasiswa yang tinggal di asrama, harap mencantumkan nomor kamar. Contoh: Mahasiswa
Wang o Ming, Kelas 3B, Jurusan oo, No. 300, Jalan Wanshou, Blok 1, Distrik Guishan, Kota Taoyuan, Telp: 09Xx-XXX-XXX.
Bagian Administrasi Universitas hanya akan memproses penerimaan surat dan paket sesuai dengan peraturan yang berlaku.

b. Jika informasi penerima tidak lengkap atau ada banyak paket dengan nama yang sama, yang menyebabkan petugas pos tidak
dapat mengidentifikasi dengan jelas, berdasarkan aturan hukum yang berlaku, surat yang bukan atas nama penerima tidak
boleh dibuka. Oleh karena itu, paket akan segera dikembalikan kepada pengirim dan tidak dapat diwakilkan.

c. Apabila paket/surat sejak pemberitahuan tidak diambil dalam waktu 14 hari kerja , maka lewat dari masa yang ditentukan,
paket/surat tersebut akan dikembalikan ke alamat semula.

d. Jalur Pencarian Pengumuman:

Situs web Universitas Teknologi Lunghwa — Unit Administrasi — Kantor Urusan Umum — Tautan Setiap Bagian —
Bagian Dokumentasi — Pencarian Dokumen Resmi dan Surat Tercatat.
®  Jika paket, silakan pilih [Surat Menunggu Pengambilan].
®  Jika surat (sudah diterima oleh kantor jurusan), silakan pilih [Riwayat Surat (Sudah Diterima)].
2. Lokasi Pengambilan Surat (Surat, Paket, Kurir, Kargo):

a. Surat tercatat akan diterima terlebih dahulu oleh Bagian Dokumentasi, kemudian didistribusikan ke masing-masing jurusan
untuk ditandatangani dan selanjutnya diserahkan kepada penerima. Mahasiswa diminta mengambil surat di kantor jurusan
masing-masing. Untuk mahasiswa pertukaran jangka pendek, silakan mengambil di Kantor Urusan Internasional.

b.Untuk paket, kurir, kargo, atau surat yang bermasalah, silakan datang ke Bagian Dokumentasi, Kantor Urusan Umum, Lantai
6, Gedung Faming, pada jam kerja: pukul 08.30—17.00 pada hari kerja biasa, dan pukul 09.00—16.00 selama liburan musim
dingin dan musim panas.

c.Surat biasa (surat reguler, bahan cetakan, surat kilat khusus) dapat diambil di kantor jurusan masing-masing selama jam kerja
hari kerja.

3. Mahasiswa yang mengambil surat (surat, paket, kurir, kargo) wajib membawa kartu mahasiswa atau identitas resmi lainnya ke
lokasi pengambilan. Jika diwakilkan, orang yang mewakili harus membawa identitas pribadinya untuk verifikasi identitas demi

melindungi hak penerima. XE4 114.07.23
Official Communications Section
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=974 Notice for Mailing Letters and Packages

Mail (Letters, Packages, Express Deliveries, Freight) Handling Instructions:

a. Please ensure the recipient’s information on letters or packages includes full name, the recipient's department, class, contact
number and Dormitory room number. For example: "333326, No. 300, Section 1, Wanshou Road, Guishan District, Taoyuan
City, Taiwan for Wang o Ming, the recipient’s Department, class, dormitory room number, mobile phone number 09xx-xxx-
xxx." The General Affairs Office's Documentation Section at our university is only authorized to accept, announce, and hold
these items temporarily.

b. If the recipient's information is not clearly specified, and there are multiple individuals with the same name, the mail cannot
be identified by the receiving staff. The opening of mail not addressed to oneself is against legal regulations. Such items will
be returned to the sender immediately in accordance with relevant policies.

c. Ifunclaimed within 14 days of the announcement, the item will be returned to the sender as either undeliverable or as
unclaimed.

d. Announcement Inquiry Path: Lunghwa University of Science and Technology website — Administrative Units — General
Affairs Office — Division Links — Document Division — Official Documents and Registered Mail Inquiry.

® For packages, please select [Pending Mail for Pickup];
® For letters (already signed for by department offices), please select [Mail History (Signed for)]

2. Mail (Letters, Packages, Express Deliveries, Freight) Receiving Locations:

a. Registered letters are first collected by the Documentation Section, then forwarded to each department for signature and
distribution to recipients. Students should pick up their registered letters at their respective department office. Short-term
exchange students should collect their mail at the Office of International Affairs.

b. For packages, express deliveries, freight, or problematic mail, please visit the Document Section, General Affairs Office, on
the 6th floor of the Faming Building during office hours: 8:30 AM to 5:00 PM on regular working days, and 9:00 AM to 4:00
PM during winter or summer break.

c. For ordinary mail (regular letters, printed matter, and prompt delivery mail), please collect it from your department office
during regular working hours on weekdays.

3.  When collecting mail (letters, packages, express deliveries, freight), students must present their student ID or other valid

identification at the Receiving location. If collected by a proxy, the proxy must also present their own valid ID and recipient’s ID

in order to verify the recipient’s identity and protect the recipient’s rights.

;=X Fomssridlunsasanvunsuaswanlusieis

1. FomsusuAnduanving ([RenuNBs5NaN, WaR, lusweigenu, ASUUANAUAT):

a. iiodwaansnunionwan nyaunssudoyaliRsURIY Yturt Fo- -WNENA A TuiFou uasminsaUlnsAwivessy
dmsuiindnunivinlurerin NFOUIFEURHNN LA D96 984T U1y O O o, Fuson 00, ARz 00, ns: '0900-000- ooo, No.
300, Section 1, Wanshou Rd, Guishan District, Taoyuan City, 333.
WN8NANTVDINUINENAAENAUNTITIUIANNNL UAzWARSNNTD AR UALATN YUY

b. mn"luwnauasnaqmu w’%aﬁﬁammuﬁamuauﬂuvxmmmms Favin it sweitd ldaunsaszuls
LummnnaﬁmﬂmuLﬂmmvxmwamau wamwnnmnau"lﬂmwmmummumammummmmmm Toglaiansnsasuumle

c. Wageudosdu winkifimsunsunelu 14 Sutfuanniuiivszana smummmsmmuamﬂmwsawamvlﬂmmammu
Tmmwmwmumuummavluwumu
d. uvnemsasIaseUUsENA; .
ﬁu"lsnm"umimmﬁu Lunghwa — wsihpanuuins — wihoAanmeily — Asfwasusazmiisnu — wihsnuenas —
kR REPITILIHak g N R IR ECTV P HENERTHITE
- inlunag ngauidan [am‘ﬂmwiaiu]

- mmﬂunmﬂmy (Hosnnununldsunazasunud)) ngauLden [Useitinnssuanuany (aauiuudd)]
2. AUASURANNY (RAUNILSTTHAN, Was, lusweitegsn, mifuumﬁum)

a. ar;mmﬂaawmﬂumﬂnsﬂmwmmanmsnau u,mmma"lﬂmumamm%waLeﬁuiuuaﬂmnmﬂunumu
inAnsnaninsalusulgiidinnuearvsinu dsusutndnsnuaniUasuszurdu ﬂ‘smwvlﬂ‘suwﬁmﬂmumm‘nmua‘svmwﬂ‘svmﬂ

b. & nsunan lusweilesnu nsouaidnd nioaanINsfifidam nsmwmmmawsa‘suvlmmmmULanm‘s oAsinurAn Fu
6Tunavinnsung: 08:30 - 17:00 TughallanmEuu uaz 09:00-16:00 Tu‘dwﬂmmﬂLSUuqmauLLavqmuuﬂ

¢. NIVl (RANNNBETTHON LAANTRNWENI 9 AARHIUFAIUNLFAY) anunsasuldidninauanrTunavinnsiusssuen

3. indnuiinnsuannang (REVUNL53INAN, WaR), lusweilgsiu, nmsvudedudn)
ﬂﬁmwmumuﬂﬁﬂmmaumiﬂszmmmmmaqmu,ammaﬁuzmumﬂ mnuawmu‘[uwaumimmu

Nfimmumaqmumﬂswmmfuamumuammu LwayuﬂummuuawﬂumaqﬁmsmaqwsuawmU

NEMH 114.07.23
Official Communications Section



X B ORBSEEEE thyr - 337 ~ MAIX

o HA(EH  BR - - RE- - BE)TESFHE
LI &3 b Sk H‘Iﬁﬁtti% ZIRFH - EESE2HEMEREESA - (FIM : 333326 EHELLEESE—R
300 550 O E OBREIZEUL - 09x-xxx-xxx) - AHEHEXEMAEMEERFERIMASEE -
B EEFEWNMAAER - SMEBEREZEGIEH - BF - RIE - 5i8) - ERWEBEABRRZNE - EIZERELREE
BISEAAZES - AIE— RS AR ERSHA - FORRUL -
B BHASETTIBARARER - R ERPSERIEARDRIE 2SN EE -
u ’\*ﬁﬂﬁ"f“  EERIRABRRE / TEEM / BIE / “%H;E,.n [/ XEH | DX RBEEREEN / EEERFEN
B [SHEKEE] 5, SREN  BRaBAZCEY - BlE (ELBtCEK ) 25 -
° IBffF(L:.ffF B9 - RE - SIE) SEAUN Y
Hs:f",{;ﬁgﬁ HARIE - RAZFIBRESZRIWE - HSRAARBRUHEA - FRBZAWAZEN ; PR RER
:I: Ak
m 8% - WE - SEFAHENEHEFR—RLYE L+ 8:30 T4 17:00 ; FERABLFT IKETF 16 KEER
KE/\E‘(F‘Z‘“FB‘CE" SRS SEEN -
B —RIEHFERE EDFIJuu . BEH%)%E)E’:‘SFEIJ:BIH-:FE BRMWAZEEN -
o SDEAMEMA(EH - BF - RIE - BiE) - BRETRES Zﬁﬁﬁﬁi‘ﬁ’é# - EERUERER - ENEMRBEANEREF
HOHEN - BEEGAS G - LUREW G ARES -

3L Notice for Mailing Letters and Packages

Mail (Letters, Packages, Express Deliveries, Freight) Handling Instructions:

a. Please ensure the recipient’s information on letters or packages includes full name, the recipient's department, class, contact
number and Dormitory room number. For example: "333326, No. 300, Section 1, Wanshou Road, Guishan District, Taoyuan
City, Taiwan for Wang o Ming, the recipient’s Department, class, dormitory room number, mobile phone number 09xx-xxx-
xxx." The General Affairs Office's Documentation Section at our university is only authorized to accept, announce, and hold
these items temporarily.

b. If the recipient's information is not clearly specified, and there are multiple individuals with the same name, the mail cannot
be identified by the receiving staff. The opening of mail not addressed to oneself is against legal regulations. Such items will
be returned to the sender immediately in accordance with relevant policies.

c. Ifunclaimed within 14 days of the announcement, the item will be returned to the sender as either undeliverable or as
unclaimed.

d. Announcement Inquiry Path: Lunghwa University of Science and Technology website — Administrative Units — General
Affairs Office — Division Links — Document Division — Official Documents and Registered Mail Inquiry.

® For packages, please select [Pending Mail for Pickup];
® For letters (already signed for by department offices), please select [Mail History (Signed for)]

2. Mail (Letters, Packages, Express Deliveries, Freight) Receiving Locations:

a. Registered letters are first collected by the Documentation Section, then forwarded to each department for signature and
distribution to recipients. Students should pick up their registered letters at their respective department office. Short-term
exchange students should collect their mail at the Office of International Affairs.

b. For packages, express deliveries, freight, or problematic mail, please visit the Document Section, General Affairs Office, on
the 6th floor of the Faming Building during office hours: 8:30 AM to 5:00 PM on regular working days, and 9:00 AM to 4:00
PM during winter or summer break.

c. For ordinary mail (regular letters, printed matter, and prompt delivery mail), please collect it from your department office
during regular working hours on weekdays.

3. When collecting mail (letters, packages, express deliveries, freight), students must present their student ID or other valid

identification at the Receiving location. If collected by a proxy, the proxy must also present their own valid ID and recipient’s ID

in order to verify the recipient’s identity and protect the recipient’s rights.

217574 Lwu y vé viéc glri thw va buu pham
1. Luu y vé thu tir (thu tin, buu kién, chuyen phat nhanh, vén chuyén hang hoéa):
a.Khi gul thu, buu pham dén truong, quy vi vui long ghl 16 ho tén, khoa, 16p hoc va sb dién thoai cua nguoi nhan. Dbi véi sinh
vién ¢ ky tac x4, bat budc phdi ghi rd so6 phong. Vi du: Sinh vién Vuorng o Minh, 16p 3B, khoa oo, S6 300, Poan 1 Duong
Wanshou, Quan Gulshan Thanh ph6 Taoyuan, phong s0 oo . PT: 09xx-xxx-xxX. Phong Vin thu truorng s€ chi thuc hién viéc
nhén thu, buu phim theo daung quy dinh phép luat va thong béo cong khai.
b.Néu thong tin nguoi nhan khong rd rang va c6 nhiéu thu tring tén, gay kho khan cho nhan vién buu chinh trong viéc phén loai,
do quy dinh phap luat khong cho phép mé thu cia nguoi khac, buu pham s€ duge tra lai nguoi gui ngay 1ap tirc theo quy dinh, va
khong thé thuc hién viéc nhén ho.
¢.Néu sau 14 ngay ké tir khi thong bdo ma chua c6 ngudi nhan, buu pham s& dugc hoan tra vé dia chi ngudi giri do qua thoi han
nhédn hodc do khong tim thay ngudi nhan.
d.Puong dan tra ciru thong bao:
Trang web Truong Pai hoc Cong nghé Long Hoa — Pon vi hanh chinh — Phong Téng vu — Lién két cac bo phan — B phan
Vién thu — Tra ctru cong van va thu bdo dam.
[ Neu la buu kién, vui 1ong chon [Thu cho nhén).
° Néu 1a thu (da duoc vian phong khoa nhan), vui long chon [Lich st thu (da nhén)].
2. Pia diém nhan thu tir (thu tin, buu kién, chuyen phat nhanh, van chuyen hang hoa)

a. Thu bao dam s& dugc Bo phan Van thu tiép nhan trudc, sau o chuyen den céac khoa dé ky nhén va phan phat cho nguoi nhan.
Sinh vién vui long dén van phong khoa dé nhan thu; ddi véi sinh vién trao d6i ngan han, vui long dén Vian phong Hop tac Qudc
té dé nhan.

b.D6i v6i buu kién, chuyén phat nhanh, van chuyén hang hoa hodc thu c6 van dé, vui long dén Bo phan Vin thu tai Phong Téng
vu, tang 6 Toa nha Famin trong gio hanh chinh: tir 8:30 dén 17:00 vao céc ngay lam viéc binh thuong; tir 9:00 dén 16:00 trong
th(n glan nghi dong va nghi he.

c¢.bbi voi thu thong thuorng (thu thuong, tai liéu in 4n, thu chuyén phat nhanh), vui long dén van phong khoa nhan trong gio hanh
chinh céc ngay lam viéc.

3. Khi sinh vién dén nhén thu tir (thu tin, buu kién, chuyen phat nhanh, van chuyén hang hoéa), vui 10ng mang theo the sinh vién
hodc giay t¢ tuy than hop 1¢ dé nhan Néu uy quyén cho nguoi khac nhéan thay, nguoi nhan thay phai mang theo gidy to tuy than
ctia minh dé x4c minh danh tinh va dam bao quyén loi cho ngudi nhan. WELH 114.07.23
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