The EDUCATION UNIVERSITY OF Hong Kong
                                                                      ESTATES OFFICE                        Ref No : _______________
                                                                                                                                               (For EO Use Only)

Request for Extension of Air-conditioning Hours

(Academic / Administrative Office)
Service Hotline : 2948 6269

Fax : 2948 6121

Notes:
(1)
For any requests for extending air-conditioning hours, please fill in this form.  When required, please use additional sheet(s).

(2)
Please fill in separate form for applying extension of air-conditioning hours at different locations.

(3)
The completed form has to be returned to the Estates Office preferably by fax no less than one working day in advance of the day of use.

(4)
For any subsequent amendment of the information completed in this form, please dial service hotline to inform the staff of the Estates Office and submit a new form to the Estates Office in advance of the day of use.

(5)
User is also required to call 2948 8002 to confirm with the Estates Office to activate the air-conditioning system when he/she arrives at the campus on the day of use.  Prior to leaving work area, please turn the air-conditioning unit(s) off.

(6)
Application for extension of air-conditioning hours should not exceed 90 days prior to the day of use.
Part I : Information of User
	Name :
	* Prof/Dr/Mr/Mrs/Ms/Miss
	

	
	(Surname)
	(Given Name)

	Department :
	
	Position :
	

	Ext No :
	
	Fax No :
	

	Contact Person (if different from above) :
	
	Contact Ext No :
	


Part II : Purpose(s) of Extending Air-conditioning Hours

	


Part III : Details of Extending Air-conditioning Hours

	Time :
	from
	
	to
	
	on
	

	
	
	(Hours)
	
	(Hours)
	
	(Date)

	Location :
	Block:                                      Floor:                                       No:


	User’s Signature :
	
	Date :
	


Personal Information Collection Statement (PICS)


The personal data provided in this Form (including the login information) is collected and will be used for the purposes of processing your application/request/data matching/communicating with you for such purpose.  Your personal data collected might be transferred or shared with the relevant internal parties of the University but will not be transferred to any outside parties.  The collected data will be purged after 3 years.


Please note that it is mandatory for you to provide the personal data required or we might not process your request.  You have the right to request access to and correction of information which is held by the University, at a charge in some cases may be, by calling the Estates Office at 2948 6714 or writing to eo@eduhk.hk.

For details of the University’s Privacy Policy Statement, you could visit https://www.eduhk.hk/en/privacy-policy.

收集個人資料聲明
本表格所收集的個人資料僅用於處理是項申請/資料核查/聯絡閣下之用。所收集的個人資料可能會轉移或披露予內部相關方，但不包括無關之第三方。所收集之資料將於三年後銷毀。

請注意 閣下必須提供所需的個人資料，否則本處將無法處理閣下之申請。閣下可以聯繫物業（電話2948 6714或電郵eo@eduhk.hk）處查詢或修改閣下所呈交的個人資料，其中可能產生之行政費用將由閣下支付。

有關大學的私隱政策聲明詳情，請瀏覽 https://www.eduhk.hk/sc/privacy-policy 。
*    Delete whichever is inappropriate.
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