	
	
	



Meeting Room Rules
A total of 10 meeting rooms are available as listed below: 
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	Room No.
	Capacity
	Screen

	345-1
	4 seats
	Mi75’
	
	360-3 (TW)
	4 seats
	Samsung65’ 

	345-2
	4 seats
	Mi65’
	
	360-4 (Office)
	3 seats
	NA

	345-3
	6 seats
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	360-5
	4 seats
	Huawei55’

	357
	11 seats
	Ideahub65’
	
	361-1
	6 seats
	Fealcon65’

	360-1
	6 seats
	Fealcon75’
	
	361-2
	6 seats
	NA

	360-2
	[bookmark: OLE_LINK3]4 seats
	Honor55’
	
	363
	11 seats
	IdeaehubDual65’


Office Assistant: Aqeel#567528034, Office Manager: Aya#0564553071, IT Manager: Sherin#0547043048
Note: 1. The number of seats above is the number of permanent seats, and the actual maximum capacity is more than twice the number of permanent seats. Please bring your own seats or notify the office manager in advance to add additional seats for meetings that exceed the regular seating capacity. A stand meeting is recommended to increase meeting room capacity and increase meeting efficiency. All meeting rooms are numbered clockwise from the door.
2. Booking rooms on the booking table on the door can help you get higher priority. 
3. If you need a meeting room for more than half day, you need to apply to the office manager 
4. Silent cabin is recommended for online meetings. Do not discuss issues and make conference calls in the office room. Please keep the office quiet. 
5. If you need a projector, you can borrow it from reception 361. 
6. The current tables and chairs are for temporary use and will be replaced with new ones in the future. 
7. Please consult the IT manager about the usage of equipment. Do not take any tables, chairs and equipment from the meeting room. 
8. Please keep the meeting room clean and don’t leave anything inside.  Before you leave, close Screen/Light/AC, open the door inward. If you need cleaning, please inform the cleaner. 
9. If you have any comments and suggestions, please contact the office manager.

1. 以上座位数为常设座位数，实际最大容量为常设座位的2倍以上。超出常设座位数的会议请自行携带座椅或提前通知办公室管理员增设座位。建议使用站立会形式，以提高会议室容量并提高会议效率。所有会议室的编号均为从门口开始顺时针排列。 
2. 预订会议室可以优先占用会议室。请如实填写使用记录并尽量提前预订。 
3. 长期占用会议室需向办公室管理员申请。 
4. 个人参加电话会议优先使用静音舱。讨论问题、参加电话会议，请尽量使用静音舱和会议室，保持办公室内安静。 
5. 如需投影机可以到前台借用。 
6. 目前的会议桌椅为临时使用，后续会更换为新的桌椅。 
7. 会议室设备使用方法请咨询IT管理员。请勿挪用任何会议室桌椅和设备。 
8. 保持会议室清洁，请勿留下物品和污渍。离开时关闭屏幕、灯、空调、向内敞开门。如需打扫，请通知办公室清洁工。
9. 如有任何意见和建议，请联系办公室管理员。
【Admin】 20220810
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