
Form DV                                           THE CHINESE UNIVERSITY OF HONG KONG 
2019-2020         

Application Form for Official Visitor’s & Part-time Appointees’ Limited Time Free Parking Coupons 
 

(To be completed and returned to the Security Office, or faxed to 2603 5095) 
( 2603 5095) 

To : Security Office 
:    

 

This Department / Faculty would like to obtain the following number of Limited Time Free Parking Coupons for visitors or 
part-time appointees visiting the Department/ Faculty for official business. 

/ /  
 

This box is to be completed by requesting Department/Faculty 
/  

          Name of Department/Faculty: 
                                  / : 

No. of coupons (5hrs) applied for :                                                          (Please √as appropriate)

                  5 :          10          20          30          ( √ ) 
                                Application for issuance of more than 30 parking coupons 
                                      30                        (Please state no.& reasons )  
 
                    ______________________________________________________________________________________________________________ 
          No. of coupons (10 hrs ) applied for:                                                              (Please √as appropriate)                                                  
                  10 :          5          10          15        ( √ ) 
                    *Special reasons required for issuance of 10 hrs parking coupons. 
                    * 10  

           
             ________________________________________________________________________________________ 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------ 
           Free parking coupons yet to be used upon this application (must be completed): 
             ( ):               5 hrs             No. :    (                    ) 
                                                                                                              10 hrs           No. :     (                    ) 
 

Form completed by: 
Name:                                                                                                                        Telephone No: 

:                                                                                                                         :   ________________________________                                      
Fax:                                                                                                                                     Date:   

:______________________________________                                                       :   ________________________________ 
Endorsement by Head of Department /Office /Unit      
Name :                                                                                Signature:                                                        Date:  

:   __________________________________  :  _________________________       :_________________________ 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
Notes on use of Free Parking Coupons : 
Visitors must use Octopus to enter the campus and use the same Octopus to exit. 
Free parking coupons must first be scanned (No more than 2 may be used per visit). After validation present the Octopus to exit. 
Departments/Faculties should keep unused coupons in safe custody and issue coupons to eligible users only. 
Departments/Faculties  should inform users of the way to use the coupons, and the Security Office will not be responsible for any loss due to wrong use of 
the coupons. 
The Security Office takes 2 working days to issue new coupons. 
Departments /Faculties  should keep Parking Coupons Usage Record for audit purpose. 

: 
 

 
 

 
 

   

For Security Office Use  
S/N of Coupons Issued:                                                                                               No. of  Coupons:           Issued by: 

___________________________________________________________ (                    )     :  ____________________________ 
 
 
Received by:                                                         Official chop:                                                                                      Date: 

________________________       _____________________________________      ___________________________________ 
 

2020-21



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Official Visitors’ & Part-time Appointees’ Limited Time Free Parking Coupon Usage Record 
 

 
Department                                                                                               Coupons received on 

: ____________________________________________________  :__________________ 
 
S/N of Unused Coupons (if any)                                                                                           No. 

( ) : _____________________________________          :__________________ 
 
S/N of Newly Collected Coupons                                                                                          No. 

:______________________________________________         :__________________ 
 

Date  issued 
 

Parking Coupons S/N 
 

5 hrs 
5  

10 hrs 
10  

Qty 
 

Car Plate 
 

Business Nature 
 

Signature of Issuer 
 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 
Departments /Faculties concerned should account for usage of each and every coupon on this form. This form should be 
kept in safe custody for audit purpose. Please make photocopies if more forms are required. 
  / , . , . 
 
For recording S/N of the parking coupons ,only the first and third strings of numbers need to be filled in, 
i.e.140808 (000005) 

 :140808-0236-000005-0969-010, ,  :140808(000005) 
 



 
 
Notes on Use of Free Parking Coupons: 
 

Visitors must use Octopus to enter the campus and use the same Octopus to exit. 
Free parking coupons must first be scanned (No more than 2 may be used per visit). 
After validation, present the Octopus to exit. 
Departments/Faculties should keep unused coupons in safe custody and issue 
coupons to eligible users only. 
Departments/Faculties should inform users of the way to use the coupons, and the 
Security Office will not be responsible for any loss due to wrong use of the coupons. 
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