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AKaAEeMUSIIBIK KEHICTIKT1 YHBIMIACTBIPY: ayIUuTOPU HBINTaH
THIC 1C-1lIapajiapra OpoHAay *Kyiecl ~~—

* Makcartbl: HY yBepcuUTETIHIH ayniuTopusiapbl OpoHaay »KyHECIMEH
’KOHE OHBIH KYMBIC acay NPUHIHUIITEPIHMEH TaHBICTHIPY.

HY akageMMsIbIK KEHICTITTH YTHIMBI KOJIAAHY YKOHE JKaJIIIbl
YHUBEPCUTET KOFaMBIHBIH MYIIIEICPIHE KOO KETIMI1 €TYIET1
KOJIJAHBLJIATBIH O1p/ICH O1p ToC1I
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2. HazapabaeB YHUBEpPCUTETIHAL aYI[MI

OpoHIay KYMECIHIH TapUXbIHA IIOJIY

* OKy OenMesIepiH OpOHIAy KYHEC]1 Kara3 )KMHAY apKbLIbI KY3€re
aCKaH.

* YakpIT IICH 06JIMEIC CYpPaHbBICTap
Kaumiel kenmec yiiH Excel kecremepi

KOJIAAH »KYPT13LI1].
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2. HazapabacB YHUBEpPCUTETIHIC ayIUTOPHS ay

KYUECIHIH TapHUXbIHA IIOJTY N
2014 xp1mer WWW.registrar.nu.edu.kKz calTeIHBEIH HET131HE
ayauTOpHUsIap bl OpOHAAY DIEKTPOHIBI )KYUECIH KAJIbIITACThIPbI.

* Kagamaapsel: cypaHbIC XX10€pUIeA1 —> oIlepaTop OHACH A1 —> CypaHbIC
XK10€epy1 xKayaObIH anaJibl
N\ NAZARBA}.LV Welcome, Albina Kurmasheva | LOGOUT

® UNIVERSITY The Office of the Registrar

HOME / MYREGISTRAR

Registrar

Room
booking ROOM RESERVATION

‘_‘_‘h-‘ e .
oy ?
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benmenepm OpoHaay CT&TI/ICT&&CH

* bapinbirel - 371 aynutopus * 6262 — KaOBUIIAHFaH
* Opbir canbl:1-10 — 95 ayauTopwus CYPAHDICTAP CAHbI

* OKy Gonmerepi — 228: » 3906 — kaObL11aH B
» Jlopic benmenepi — 114 » 186 — opbIHaanMaran
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» 3epxaHanap — 55 * Kynine — 123 cypanbic

(opTaria ecerrcH)
e Xomn—9
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3. Kasipri Tanaarsl OpoHIay KYMECIHIH }I{L

* Kyieni tyreianymsl My NU mopramsmgarsr (WWw.my.nu.edu.kz)
Room booking 6exiMineH cypansbic xkidbepemi

S

* byJ1 cypaHbIC onepaTop bIH MOIITACkIHA AJ1. XaT PEeTIHAE TYCE/Il

e Xarra WWW.registrar.nu.edu.kz caiTeiama opHaJacTRIPLUIFAaH ROOM
Reservation xyiiecine TiKeneh ciaTeMe 0oIabl

* CoJ cl1aTeME apKbUIbl KYHI, YAaKbIThI )KWJIITTH KOPYre 00Iabl.

* Oneparop eHACH 1

* bapabeirel MS ACCESS kecTenepl HET131H/1e

OanJIaHbICAIbI
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3. Kazipri Tanaarel OpoHaay )KYHWECIHIH, 5KYM

S

- CorT1 KaObsL1mananel (010k MeHekep, KK). Albina Kurmasheva = Inboxx

* CypaHBICTBI OHACYA1H €K1 HOTHXKEC1 0ap:

- Ka6BIHHaH6aﬁJIBI o no_reply@nu.edu.kz

tome =
y@ duk | duk o noreply@nu.edu.kz <noreply@nu.edu.kz»
noreply@nu.edu.kz <noreply@nu.edu.kz= o me - .
(' T Room: 2.234

Dear user,
Dear user,

Please be informed that your room reservation request is denie Date C|4 . 1 DEGEE
Please be informed that your room reservation request has been approved ) .

— Denial reason is:
Test Time: 09:00 - 12:00
Purpose: study

Purpose: Event for students . )
RRID: #61134 Purpose: siudy From: Albina Kurmasheva/Hazapbaee YHuBepcuTeT
Room: 2 105 RRID: #61132
Date: 12/10/2022 - 18/10/2022 Room: 2 234 .
Time® 10-00-14-00, Monday Date: 04/10/2022 Phone: 6022
10:00-14:00, Tuesday Time: 09:00-12:00, Tuesday
10:00-14:00, Wednesday Booked by: Albina Kurmasheva / Ocuc peructpatopa Mall . a|h ina . |{U rm aSheva@ NL. edl..l . HZ
10:00-14:00, Thursday Work phone: 6022
10:00-14:00, Friday Email: albina kurmasheva@nu edu kz

Link: room-reservation
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N NA ZARBAYEV Welcome, Albina Kurmasheva

® UNIVERSITY The Office of the Registrar

HOME / MYREGISTRAR / ROOM RESERVATION

Room: 2234 -4 - T - booking ¥ Date: | 3022-10-04 (8 < > Oct 03 - Oct 09, 2022 B B ad Booking  Schedule C
Monday - Oct 03 Tuesday - Oct 04 Wednesday - Oct 05 Thursday - Oct 06 Friday - Oct 07 Saturday - Oct 08 Sunday - Oct 09

8:00-8:50

9:00-9:50 2.234

Albina Kurmasheva
Time: 09:00-12:00 Accept

JKyuene eqaey

Albina Kurmasheva
Time: 09:00-12:00

study
Email status:-

11:00-11:50 2.234 -
Albina Kurmasheva

Time: 09:00-12:00

stu

Email status:-

Tuesday - Oct 04 Wednesday - Oct 05 Thursday - Oct 06

2.234 -
Albina Kurmasheva
Time: 09:00-12:00

Decline reason

. . study
¥3aK, mepsimal 6p0H,£|,ay Email status:- Decline reason:
Not specified . Room selection Sl | 2.234 .
Albina Kurmasheva Albina Kurmasheva Test
Time: 10:00-14:00 Time: 09:00-12:00
Event for students To accept this request you must specify the room number study
Email status:- Email status:-
5.103
Time: 1u:Uu-12:30 Room: || N
For the Midterm exam in CEE302
e : 1010 (C3)- 70 - L
Email status:Delivered - _oc _
1010 (vestibule) - 75 - V 2.934 )
e 1022 (C3, Red Hall) - 270 - OK  Cancel Albina Kurmasheva
TSI ERTT C Time: 05:00-12:00
Time: 09:00-18:00 : study

Pl nl il PSR | Ay

Email status:-
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4. bpoHaay KYHWECIH PETTEY €pe

ROOM BOOKING GUIDE
by Office of the Registrar 1

INTRODUCTION AND CONTA!

The Office of the Registrar (hereinafter - OR) schedules classes into nearly 200 classrooms in buildings
throughout the campus. OR is responsible for managing room scheduling as well as confirming room booking
requests.

www.my.nu.edu.kz - Quick links-Class Booking <:' room booking requests

www.registrar.nu.edu.kz - Room booking-Room photos == classrooms description and photo

www.helpdesk.nu.edu.kz (:: technical issues and IT support
reception in Blocks or front desk in the library C: keys for rooms

NOTE: If you encounter any problems with your room alt the time of the reservation, please see security
at the reception of the building whe will contact the appropriate person lo resolve the problem as quickly as
possible.

Rooms that are available can be reserved seven days a week, in accordance with current instructions
and building hours.

All events scheduled must be conducted in the manner stipulated in the booking confirmation. Any
changes in the original booking (e.g. timing, date) must be confirmed with OR.

All facilities of the University are governed by University regulations. Use of the facilities is limited to NU
community: students, faculty, staff, alumni, NU affiliated organizations and their guests

Room booking requests associated with the course schedule from faculties should be coordinated with
Deans or authorized persons of the School.

NOTE: During the first two weeks of semester, OR does not fulfill requests for non-course events because
this period is always a critical time of shifting enroliments for courses. Starting the third week of the semester,
all requests for non-course events in Registrar-managed classrooms will be coordinated through the room
booking system.

Moreover, requests are not processed for the final exam period until the schedule of the final exams is
published. Thus, we prioritize the needs of our teaching faculties for classrooms for course-related instruction.

PRIORITIES

The scheduling priorities are listed in descending order below:

1. Courses and final exams;

2. Academic events (e.g. office hours, review sessions, midterms);

3. Non-academic events (e.g. public lectures, film screenings, concerts, social gatherings).

The office schedules recurring educational events over events that are one-time or occasional. If an
event has been scheduled and a request that is a more appropriate use of space is received later (e.g., a small
study group reserves a classroom and later the space is requested for a class), the office works with the first
requesler to assist in finding an alternative site for the event. However, there is always the possibility that such
a relocation effort may be unsuccessful.

A class schedule change has priority over events and your group could possibly be asked 1o relocate if
this becomes necessary.

Factors considered in choosing between competing requests for the use of a room include: date and time
the request is received, type of use, expected attendance, requirements for special audio-visual service,
facilities, length of program, recurring events (daily, weekly, monthly, et ) and availability of alternative space.

BOOKING INQUIRIES AND CONFIRMATION

Inquiries regarding room availability over the telephone, by email or other means of communication do not
confirm a reservation nor do they hold space for your event. Only an electronic reservation confirmation sent to

ROOM BOOKING GUIDE
by Office of the Registrar 2

you by a room reservation system from noreply@nu.edu.kz guarantees that the room has been reserved.

The office respoends to room booking requests in the current semester during one working day, except for
those sent on weekends

Room reservation requests are limited only for the current semester.

Reservation requests for final exams at graduate level will only be considered after the final exam
schedule at level is p

Reservations are limited to 4 hours per person per day. Special arrangements may be

i possible depending on the reservation purpose.

4pm To ensure that a room will be available, reservations shall be made in advance at weekdays

hl:n _Fri before 4:00 pm. Reservations made after that time cannot be guaranteed for that evening, nor
those made after 4:00 pm on Friday for the weekend.

Senate Hall, N

Blue Hal Room booking requests from students for the events requiring large rooms such as Halls

(Senate, Blue, Green, Orange Halls) and Ballrooms must be requested through the

g::;.ﬂﬂ .I“ department responsible for student affairs.

©One month Rooms can be booked up to one month.

One week Individual study rooms can be booked up to one week following the request.
Remote use

of Computer  Using computer labs remotely requires the room booking team's confirmation
Labs

CANCELLATIONS

Bocking cancellations must be sent to room_booking@nu.edu.kz at least 3 hours prior to a confirmed
reservation.

OR reserves the right to deny booking requests from any individual or organization which has a prior
histery of noncompliance with the instructions.

NOTE: If a requester fails to appear within the first 20 minutes of the booking time, OR reserves the right
to provide the room to another person on a walk-in basis. However, since the upcoming time slots may already
be booked by others, the person who was given this opportunity may occupy the room until the end of the current
booking time.

OR reserves the right to refuse andior cancel any reservation at any time for any reason.

The University does not assume any liability for articles lost, stolen, or misplaced on University property.
Necessary precautions should be taken to protect valuables.

Personal belongings should not be left behind. If a person leaves personal belongings in the room
unattended, they will be sent to the Campus Security Office. They can be picked up there.

Group study rooms may be available for walk-in use; however, check with the Block manager or Security
officer at the reception, because a room may have a reservation. You will be asked to leave the room if someone
else has a reservation for it.

Food and drink

All food and beverage services are normally available from dining services. Non-University food vendors
shall be discussed and confirmed with the relevant University Department.

The University restricts the use of alcoholic beverages in campus facilities.

All trash must be cleaned up and disposed of at the end of an event. As stated in the “Condition of
Room” section below, the room requestor is held responsible for the condition in which the rooms are left.

Condition of room

The requester may change the room setup to accommodate the group. Before leaving the room it is the
requester's responsibility to return the classroom 1o the layout for which it was scheduled (see room layout
diagram on www.registrar.nu.edu.kz and in good condition. As stated in the “Food and Drink” section above, all
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trash must be cleaned up and disposed of at the end of an event.

Technical equipment in the room must be turned off upon the requester vacales the room

Any organization or person that shows disregard for and may be ged fees,
be denied further use of classroom space, andlor be referred to the appropriate authority for disciplinary action.
The University will not assume responsibility for the damage to, or loss of, any merchandise or personal property.

Room usage fee

While there is no fee for academic or student use of classrooms, there might be a fee for non- academic
use. Depending on the needs of the event, there may be additional charges assessed by the relevant University
Department.

Safety regulations

In the interest of personal safety of guests of the University, students, and staff, all reservations for
University faciliies are approved on the assumption that the facility will not be used in excess of the normal
seating capacity and will be used as it is normally equipped. It is further agreed upon that the posted safety and
fire prevention regulations will be followed.

Smoking regulations
Smoking is prohibited on the entire campus.

Animals
No animals are allowed in classrooms, Halls, ballreems and conference rooms

Penalties

Anyone who shows disregard to these instructions is subject to the following measures:

1. Oral or written warning.

2. Black listed until further notice

3. Disciplinary action as per clause 32.

Using the rooms for any purposes breaching Student Code of Conduct and NU Ethics Policy are
subject to non-academic disciplinary case reported by a member of NU community including security. staff. etc.

ROOM BOOKING IN BLOCKS C3 and SE (LIBRARY EXTENSION

Due ta the nature of study programs and events conducted in Block C3 by relevant graduate Schools,

tha first prierity is given to their faculty and graduats students.
c3 A request from other groups of users for classroom booking in this block is subject to clarification
with the School administration by OR.

Individual study rooms in the Library extension can be booked up to 3 hours per day.

Library individual study rooms are available for booking from Monday to Friday during 8.00 am and
5.00 pm.

If a requester books an individual study room in the Library and fails to appear within the first 20
minutes of the booking time, the Library officer reserves the right to provide the key to another person
to use the room on a walk-in basis. However, since the upcoming time slots may already be booked by

SE others, the person who was given this opportunity may occupy the room until the end of the current
booking time.

Group study moms are not for use as individual shidy areas and are not for meetings between
students and tutors, teaching, presentations, interviews or for University meetings. Rooms may be
booked for research projects work




5. Ka31pri Tan1arbl )KYHCHIH }I{¥MM

€TCTIH KUBIHIBIKTAP N

* CypaHbICTap CaHbl KYHJICIIKT1 OCY/E;
* CeMecTp OachIHAA ayquTOpHsiiiap 0a3achlH )KaHAPTY
* JXyriere agaMHbIH KaTbICThUIBIFHL;

* MekrenTepalH OeJIMeIIepre KEKE MEHIIIK PETIHE Kapayhbl;

* TYTBIHYIIBIHBIH O6JIMEre KoMraH OpOHJBI 63 OETIMEH KO HEMECE
©3repTyre MYMKIHIIUIITIHIH, )KOKTBIFHI.
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6. AkaneMusIbIK KeHeCTiH OKy 6@6@1}/

KOHE 0aKbLIay KOMUTETI N

1) anmmarsr OKY KbUIbIHA JKOHE KaXKeT OOJIFaH KarJauja CEMECTPre OKy
’KOHE KbI3METTIK OOJIMEICPIHIH KAKETTUIITH aHBIKTAY;

 2) MekTenTepMeH OKy OeJIMEICPIH KaOAbIKTAy KA XKSTTUIIT1H
AHBIKTAY;

« 3) ’xocmapay >KoHE cally CaThIChIHJIA TYpFaH FUMaparTapja THICTI OKY
OeMeJIEpIH KaMTaMachl3 €Ty,

 4) MekrenTep/iH oKy OeJIMEISpIHE JEeIreH KaXKETTUIIKTEPIiH
KaHaraTTaHJIbIPYIbl KAMTAMaChI3 €TY;

* 5) bonamiakTa KyphUIbIC HEMECE PEKOHCTPYKIHAIAY YIIMH KaXKETT1 OKY
L MEH eJI1IeMiepl OOMBIHIIIA YCBIHBIMAAP Oepy.
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Oky OenMenepiH 0oy JKoHe 0a
KOMUTETI KYMBICBIHBIH KE€TICTIKTEPI:

 JlokTOpaHTTApAbIH 3€PTTEYMEH allHAIbICYFa apHaJIFaH KEHICTIKTIH Ialiaa 00Jybl

* JKa3y opTanbIrblH KOIIipy apKbLIbl KOChiMIIIa 60 OpBIHBIK J9PIC 3aJIbIHBIH Iaiga
00J1ybI JkoHE 6 cabaKThl O1p ayIUTOpUSIFa KOIIIpy

* OKyra apHaJIifaH KEHICTIT1 TypaJibl YJIKEH OasH1amMa ThIHIAJIBII, KEHICTIKTI KalTa
Kaparl, >KeHJIey )KYMbICTapbIH | T 1enapraMeHTIMEH Koca KYPri3y Typalibl MICIIIM
KaOBLLITaHIEL.

|

S




[. A¥a KOUBLIIFaH MaKcarTap

* DJIEKTPOHBI )KYMEH1 O1p CAaMT HET13/I€ KYPBII, ONIEPATOP/IBIH
KATBICTBUIBIFBIH IIEKTEY.

* Hyckaypl 111K1 HOpMaTHBTIK Ky KaT PETIHAE OCKITY.

&
L\, —y 17— — 7 — v v iy ¥4
S EEanmaEEm |~
M o e o e o ‘ L,Nj\
'jy:; mnEennEnne ~,
pll ks u‘;

“a- spassoooms TW\
_sessssems || |

@ sosssssasaes B
_msssssasans |

Peructpartop ocductepiHiH VIl XXbin canbiHFbl Ke3aecyi



3. KOPBITBIHIBI

» KenicTikTi OpoHAay apKbLIbl YUBIMIACTBIPY iC-OpEKETTI JKyiiere
OKEJIE1

» IneKTpoHIbl Xkyie PO jxoHe TYTHIHYIIBI VIIIH *KEeHIIASTE 1

» Y TKeH KaMITyCcTap/a YaKbITThI OacKapyablH KypallgapbIiHbIH 01pi

» AlaM KaThICTBUIBIFBIH IICKTCY

Status x

_Your request has been sent successfully.
You will receive cu::nﬂrmal:'éon email within one working
ay.

ok |
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Hazap aymapraHbBIHBI3Fa paKMET!
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