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To : University Librarian

















           Approved by Signed: _______________________










          University Librarian
                   Date: _______________________
……………………………………………………………………………………………………………………...

Request Form for Approved Items over HK$2, 000  
Name of Student: ________________________Student No.: ______________ Mobile No.:_______________
Project title: ______________________________________________________________________________
Signature of Student: ______________________________________Date: ____________________________
  Item over HK$2,000 
	RECOMMENDED SUPPLIER

	ITEM

	DESCRIPTION OF ITEM

	QUANTITY

	UNIT

	AMOUNT

	REASONS OF PURCHASES


	Please Provide: 

	NO.

	(Pls. provide detail specification, Maker’s name and model)

	No.

	Unit

(pc, sht, pr. etc.)
	PRICE

	HK$

	Please provide:


	Suggested Supplier Name:

							For xxx project.

								
	Contact: 

							
	Tel:

							
	Fax: 

							
	Address: 

							
								
								
								
								
								
								
	Total Amount: 

		

	
	
	
	


Endorsed by Supervisor:___________________________________
Date :
Note:
(1)  A full specification and price quote must be attached to this form
(2) Staff members involved in the specification preparation/ offer assessment/ purchase recommendation for this purchase requisition must declare if they have any conflict of interests.
	Privacy Statement
The information you provide in this form will be used for the purpose of providing general library services or a directly-related purpose in PolyU. The Library may give specified information to authorized PolyU offices and legal authorities, where applicable, for purposes relating to the collection of such information. 
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