Event Application Procedures for Taipei Nangang Exhibition Center, Hall 1
Telephone: 886-2-2725-5200 Ext. 5525
1. Customer makes inquiries about the venue

Date:2018.1.1

2. Venue site inspection
3. Customer submits the application
(please enclose the following data)
3 .1 Application Form for showground reservation (stamped
with the company and representative seals)
3.2 A photocopy of the company's Business License or the
organization's Registration
3.3 Taxation Certificate
3.4 Event proposal and any additional event planning data
requested by TAITRA

4. TAITRA reviews the application

6. After receiving down payment,
customer & TAITRA sign the contract
6.1 Down payment: 40% of the total rental fee; Payment has to

be made when the event date has been confirmed. (Note:
Down payment is non-refundable).
6.2 Balance: 60% of the total rental fee; Balance has to be
cleared 1 month prior to the first day of set-up period.
6.3 Security deposit: 20% of total rental fee must be made at
least 2 weeks prior to the first day of set-up period. The
minimum security deposit is NT$400,000 - regardless of size
of leased space.
* Prior to signing the contract and making the down payment,
the lessee shall not announce that TWTC Nangang Exhibition
Hall is the event venue in any media or promotional materials.
The lessee may not announce that TAITRA is the
co-organizer of the event without obtaining permission from
TAITRA. If the lessee makes such claims, they will be held
solely responsible for any damages resulting from legal issues
or disadvantageous circumstances that may arise, and
TAITRA shall be indemnified against all liability.

5. Upon approval after review, TAITRA shall
issue a formal notification letter and an invoice
requesting the down payment.

7. Customer provides event-related information
7.1 Venue Layout Plan
7.2 Stage design and structure drawing, and related descriptions of special stage
effects
7.3 Floor plan and elevation drawing of the backstage and audience seating
7.4 Floor plan with foot traffic flow and emergency escape routes
7.5 Schedu le of event activities

9. TAITRA and customer have the pre-event

* The “Event Protection and Emergency Response Proposal" must be submitted
to TAITRA for preliminary review at least one month prior to the event.

coordination meeting

TAITR A will forward the proposal to the Nangang Station Fire
Department for further review.

8. Customer makes payment for the remaining
balance and security deposit
* Please make payments within the specified timeframe as
specified on the invoice.

10. TAITRA hands over the venue to customer
Signing of the "Venue Checklist"

13. TAITRA settles the remaining event fees
11. Customer enters showground for move-in, event,

and move-out

* The remainder of the security deposit is returned to the customer; or, if the
amount of the security deposit is insufficient to cover the additional fee, the
customer shall make up the difference. (Please submit payment for the
difference, if any, within one week after the event has concluded)

12. Customer restores and returns the facility
* Both parties jointly inspect the leased premises
and facilities for any signs of damage

14. TAITRA holds a final review meeting

Case is closed.

