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Requisition for Reprographic Services              

Please complete this form and return it to the Reprographic Unit of the Communications and Public Affairs Office (CPA) at Room P004, The Hong Kong Polytechnic University (Tel: 2766 6338, Fax: 2356 0401). Applicants are required to read the notes and regulations overleaf before completing this form.

	Name of applicant

Prof./Dr./Mr./Mrs./Ms.
	:
	
	
	Department
	:
	

	Tel. No.
	:
	
	
	Email
	:
	

	

	A/C Code #
	:
	
	
	
	
	
	
	
	
	
	
	
	
	
	Date required
	:
	


#Please specify the account code if the reprographic cost is to be charged to a special account other than the departmental printing account.
	Item
	No. of originals
	Description
	Type of Work*
	Type of Binding / Folding@
	No. of copies each
	Total no. of copies

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I confirm that copies of the items indicated above will only be used for private study or research and that reproduction will not infringe any copyright.
	Approved by:
	
	           
	Date:
	





     Authorized Signature

	Job collected by:
	
	           
	Name & Staff ID no.:
	


For Official Use

	Type of service
	Done by
	Date
	Checked
by
	Date
	Cost Breakdown

	B
	
	
	
	
	Type of Work
	Quantity
	Amount (HK$)

	C
	
	
	
	
	Digital/Web Printing B/W
	
	

	O1
	
	
	
	
	Digital/Web Printing Color
	
	

	O2
	
	
	
	
	Paper Plate
	
	

	OS
	
	
	
	
	Offset Printing
	
	

	PF
	
	
	
	
	Negative
	
	

	 Materials used:
	Metal Plate
	
	

	 
	Print Finishing
	
	

	
	Special Paper
	
	

	
	Print Run Cost
	
	

	
	Change Ink
	
	

	
	Miscellaneous
	
	

	
	TOTAL
	
	


Notes
Please use the following notations for printing / binding methods:
	Type of work*


	Type of binding@

	B
	- Digital / Web photocopying, black-and-white
	1
	- Portrait staple
	11
	- Single fold

	C
	- Digital / Web photocopying, color
	2
	- Landscape staple
	12
	- Parallel fold

	O1
	- Offset printing, black-and-white
	3
	- Dual staple
	13
	- Letter fold

	O2
	- Digital color offset printing
	4
	- Saddle stitch
	14
	- Accordion fold

	OS
	- Other services
	5
	- Tape binding
	15
	- Gate fold

	PF
	- Printing finishing 
	6
	- Perfect binding
	16
	- Double wire binding

	
	
	7
	- Velo binding
	17
	- Perforating

	
	
	8
	- Ring binding
	18
	- Creasing

	
	
	9
	- Drilling holes
  (please indicate the no. of holes)
	19
	- Collating

	
	
	10
	- Plastic cover
   (please indicate front / back)
	
	


Regulations Governing the Use of Reprographic Services
1. A job number will be assigned to each print job for reference.

2. To avoid wastage, the number of copies ordered should be kept to the minimum.
3. Printing will normally be printed on both sides unless otherwise specified.
4. Appointment should be made with the Reprographic Unit for print jobs requiring supervision, such as examination papers. Such originals should not be accompanied with the requisition form.
5. The accuracy of the information shall rest with the requestors. The Reprographic Unit adopts the information provided by the requestors and no editing service will be provided.
6. Any delay in the submission of materials by the requestors may result in the postponement of the completion date. 
7. All records of documents will be erased upon completion of print jobs, unless prior notifications have been given to the Reprographic Unit.
8. The University is bound by strict regulations concerning the copying of copyright restricted materials. It is the responsibility of all requestors to ensure that all copying they undertake or ask the Reprographic Unit to undertake falls within the limits set out in the Hong Kong SAR’s Copyright Ordinance. Contents of all printing materials should only be used for private study, research, criticism or review.
9. 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.
10. All charges are subject to change without prior notice.
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