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	Name of Applicant
 
	 Mr / Mrs / Miss

	Contact Phone No

	
	Email Address
	

	Department/Unit

	
   □ CRI    □ EAP   □ EPS   □ Others: ________________________________

	Purpose

	
· Faculty Activities
· Non-Faculty Activities [ HK$ 400/day (notebook) ]
	     UGC Funding

	
	
	· Yes
· No

	
	
· Seminar   ( Seminar Name:________________________________________)

· Lecture    ( Course Code:_________________________________________)

· Student Presentation ( Course Code:__________________________________)


	Required
Equipment
	
· Notebook Computer  __________ unit(s)    Remark: ____________________
		  Setup Service: 			  Yes 	 No     
		  Please specify the time if set up service is necessary : ____________________
                                                 (Time  /  Date)
· Others   ____________________unit(s)

Special software/accessories requirement (if applicable):
_____________________________________________________________


	Loan Period

	
From :___________________________  To: ______________________________



Please submit this form to HTB M1 ( x 36901 ) at least one working day before you can access to the item(s).
 Notes:	                                                                             
1 There are totally 9 notebook computers available in our office on first-come-first-serve basis.
2 The maximum on-loan period limits to 2 weeks. User is allowed to renew 2 times if no reservations of the equipment are made.
3 During the period of use, user must comply with the Ordinance of Copyright and Privacy Policy from Government and the University.
4 As a shared and on-loan machine, you are always be reminded to take care of your personal information and data inside the machine.  Necessary clean up action may be required.  The Faculty has no responsibilities to protect your own personal data inside the machine.
5 Student must endorse this application form by their supervisor/ lecturer before access to any equipment.
6 User is responsible for the necessary costs of any damages or loss of parts due to human error or negligence behavior.
7 Please return the loan equipment to HTB M1 within our office hour. (Tel: 3943 6901)
Monday to Friday:		9:00 AM ~ 6:00 PM           Saturday:				9:00 AM ~ 1:00 PM

Signature: ______________________________    Date: ____________________________________
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