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Requisition Form for Graphic and Photographic Services

Please complete this form and return it to:

Graphic & Photographic Unit (Room P103a-06, Tel: 2766 6268, Fax: 2334 9141) 
Communications and Public Affairs Office (CPA), The Hong Kong Polytechnic University
Applicants are required to read the guidelines and regulations before completing this form.

	Name of Project / Function ___________________________________________________________________________   

	Date required to complete the Project/ Date of Function  ____________________________________________________  

	Contact Person ______________________________________________________ 
	Department: ________________

	Tel _______________________________
	Email _______________________
	Staff ID No. _________________

	A/C Code
	
	
	
	
	
	
	
	
	
	  GPU Job No. ________________________________________


Please put “(” in the appropriate box(es)
	Graphic Design
	Photographic Work *

	GD 01
	
	Graphic Design
	PH 01
	
	Location Shooting

	GD 02
	Image Scanning / Retouching
	PH 02
	
	Photo Scanning / Retouching

	GD 03
	Artwork for Printing
	PH 03
	
	Product Shooting

	GD 04
	Film Output & Colour Proofing
	PH 04
	
	Portrait Shooting

	GD 05
	Large Format Inkjet Colour Print
	PH 05
	
	Raw Materials

	GD 06
	Lamination / Mounting
	PH 06
	
	Processing / Printing

	GD 07
	CD Backup
	PH 07
	
	CD Backup

	GD 08
	Others:         
	PH 08
	
	Others:


* To facilitate publicity of the University’s news and events, your agreement in letting CPA use the photos taken will be much appreciated. 
	
	We agree that CPA can use the photos taken at this event for the University’s publicity purpose (e.g. in publications, websites, etc).

	
	We do not agree that CPA can use the photos taken at this event for the University’s publicity purpose (e.g. in publications, websites, etc).

	Approved by _______________________________________
                                                 (Authorized Signature)

Job Collected by ____________________________________
	Date ______________________________________________
Name & Staff ID no. __________________________________


_______________________________________________________________________________________________________
For Official Use
	ITEM
	DESCRIPTION
	QUANTITY
	UNIT PRICE
	AMOUNT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Task taken by ________________________________________
	 TOTAL
	


Remarks
	
	         


Regulations Governing the Use of Graphic and Photographic Services

1. For all design projects, the Graphic and Photographic Unit of CPA retains full ownership of copyright as appropriate.

2. Upon completion of a job based on and delivered in accordance with a mutually agreed contract, any revision requested requiring a second final output will be considered as a new service requisition and will involve additional production time and cost.

3. CPA reserves the right to refuse requisitions on the following grounds:

3.1 where service requisitions are beyond the expertise, manpower resources, technical capabilities of CPA, and/or outside CPA’s scope of services; 

3.2 where service requisitions are too short-noticed, professional unethical, deemed dangerous or injurious to personnel, or otherwise considered unreasonable and/or inexecutable.

4. CPA reserves the right to implement schedule and project changes in the event of unavoidable factors such as staff illness or incapacities, technical breakdowns and/or factors such as typhoons, accidents and other events and circumstances beyond normal control.

5. CPA reserves the right to impose extra charges for service provided beyond normal working hours as may be incurred in rush or urgent jobs, and/or for resources obtained externally.
6. All charges are subject to change without prior notice. 

7. To facilitate publicity of the University’s news and events, CPA has the right to use all the photos taken by its Graphic & Photographic Unit in PolyU’s publicity materials, unless the department concerned has stated otherwise. 
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