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Request Form for Photocopying (for Staff)

SHINE B AR FAG AT B LT %] - Please read the following notes before completing this form.

1. SR BT TIER R RS L T A A -
Please submit this form to the School seven working days before the requested date of photocopy delivery.

2. BIEFHEEEE] > IR -
Immediate requests for photocopying will not be entertained.

3. HLFEAE HBHEEN—(ERE DLRIFT S ZARENH: -
One form should be completed for photocopying service of each course/class.

4. WMHFEFRE ELABERE BN ZHHEAGZHE (MEIHBFERN) -
Forms without the signature of a staff (unless submitted by e-mail) will not be processed.

5. FHFHEZ 2 FREE R AT - S0 R AN ER T - SUEEE photocopy@scs.cuhk.edu.hk ; BUEIEZE 3110-0611 (414
FARA S EERAE ) - 2367-2593 (413 F A JUHE Fof Sl AR ) 5 2770-6376 (A1 FH R R L E) »
Completed forms should be sent together with master copies to Central/Tsim Sha Tsui/Tseung Kwan O Learning Centre or other learning
centres of the School; or e-mail to photocopy@scs.cuhk.edu.hk; or fax to 3110-0611 (for delivery to learning centres on HK Island), 2367-2593
(for delivery to learning centres in Kowloon and NT) or 2770-6376 (for photocopies needed at TKO Learning Centre).

6. WHE{TAEH - FHEEE 2209-0279/ 2209-0482 -
For enquiries, please call 2209-0279/ 2209-0482.

IRAZERIR
Programme/Course Code
SRR
Programme/Course Title

EER R H A LER AR
Date of Delivery Time of Delivery

TR ENEL 5
Pages of Master Copy No. of Copies Required

SENEET TR AE EVISE  Please tick M the appropriate box
B, EB$R/FHu0 (28] Bank of America Tower (Central) R 2 45
Learning Centre . N ) - Classroom No.

AR EFUL [428 ] East Ocean Centre (Tsim Sha Tsui East)

ZEARE [42701H ] Oriental Centre (Tsim Sha Tsui)

B EREZER G [ ] Tseung Kwan O Learning Centre (Tseung Kwan O)

B pkERE G, [IF 4] Adam Learning Centre

B Ee EBHA EE [VH ] Baptist Lui Ming Choi Secondary School (Shatin)

HEE RS FRE R - THE S RE

Caritas Community & Higher Education Service - Project Development Unit

WHnEE 2GR [353] (HEERE)
Delia Memorial School (Mei Foo) (Broadway)

F k4 e J1{E #E /) Hong Kong Productivity Council

iy an=ginpalli oE2AE SVl Cliil7eiin |

Hong Kong Social Welfare Employees Association (Yau Ma Tei)
FisEFE T [#£2]) Hong Kong Scout Centre (Jordan)
& e [l ] Methodist College (Yau Ma Tei)
EEFEHEREEE O [FEE]

The Hong Kong Federation of Youth Groups Continuous Learning Centre
(Causeway Bay)

SkEMEETE [AT] Ving Tsun House Martial Arts Association (Prince Edward)

HoAt R L
Other Learning Centre

O O oo o|oo | Oo0ooooo

B4 (CREVRIN (Ve = v N M e
Name of Staff (Mr./Miss/Ms./Mrs.)* Contact No.

(i) EpELIAE Format of Copies @ (A8 B HEEENEI = » ABeerfR L] - If not specified, copies will be double-sided.)
Oem singlesided  [lei Double-sided  [J74% Stapled  [l#tfi Others:

(i) tEEH#& Usage of Copies:
D%UM Teaching Materials D%ﬁéﬁ/iﬁﬂ%ﬁ% Exam/Test Papers DE{’@ Others:

ADO024/SGA/PhoC (JAN19)



T8 CIERFIBE R EIEIRIERAYIES ) SEAVERS - AR MNEH - SMeEs R 5 » RIEREHE - F18H Ml Ek
Every set of copies of works made under the "Guidelines for Photocopying of Printed Works by Not-for-Profit Educational Establishments" should
contain the following details on the front page or a covering sheet:

TE& (AR
(g

FOR (HAR L)
HEAM

ETERIRE GRRFBEMEREERIEMRIVES) B F7ETENSIEGCEMAL - TREREERE  ZREE -

Author (if known)

Title of the work

Source (publisher)

Date of making of this copy

This material has been copied in accordance with the "Guidelines for Photocopying of Printed Works by Not-for-Profit Educational
Establishments”. You are not permitted to make any further copy of this work, or to make it available to others. It is important to
understand and respect copyright.

WFTAERLA R CRERVENRI(F i > SRTRHEARIER -
If the copying of any printed copyright work is involved, please provide the following information.

fE% Author
{ES47%% Title of Work
AR (iR tt) Source (Publisher)

28 Declaration:

SEREHHLL EASAFREN 2 Rt B AN B - A AN sz e IS (T A - 40 - A AR ER AN —H & —V)58LE -

| declare that the master copy material is supplied by me. | declare that this instruction to make photocopies does not involve any infringement to
copyright laws. If it does, | shall assume all responsibilities arising from the breach of copyright laws.

ik B %% Signature HH#H Date

* M ZER#E# - Please delete if inappropriate.

AT AN AT R SRR AW - ABeAREEEIE « Fras s (EA R ER BN E - REAGTET - B ES FIR SR -

The School reserves the right to refuse a photocopying request if it is considered to be a breach of any copyright laws. The School will not be
responsible for any consequent delay in the delivery of copies or disruption to teaching. Staff are strongly advised to provide sufficient time for
processing of their photocopying requests.
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