THE CHINESE UNIVERSITY OF HONG KONG

CU LINK CARD CENTRE
Address : Room 804, 8/F, Wu Ho Man Yuen Building, The Chinese University of Hong Kong, N.T. 

Phone No.: 3943 8507   Email Address: culink@cuhk.edu.hk
Request Form for Batch Upgrade of CU Link Cards 
(for STAFF Only)
To: CU Link Card Centre
From:
	Department
	

	Name of Contact Person
	(Mr/Mrs/Miss)

	Phone Number
	              

	Email Address
	

	Number of staff card(s)
	              

	(Note: The number of staff in each batch should be no more than 30 as it takes time to processing data and print cards.  If the number of staff is greater than 30, please divide it into several batches.)


	I hereby authorize Mr/Mrs/Miss                 (Staff ID            ) to return        (pls provide quantity) CU Link cards to the CU Link Card Centre and collect upgraded cards accordingly.

I agree to send a list of staff (staff name and ID) whose cards are to be upgraded in Excel format to culink@cuhk.edu.hk for processing.


	Signature:
	

	Name:
	

	Title:
	

	Date:
	


Note: 

(1) Please fill out and send this Request Form to culink@cuhk.edu.hk together with a list of staff (staff name and ID) whose cards are to be upgraded in Excel format. 

(2) CU Link Card Centre will contact the departmental contact person to arrange a time for return of old cards and pickup of new cards. 
(3) The authorized person should bring along a copy of confirmation issued by CU Link Card Centre, together with department chop and old staff cards for card upgrade.
(4) CU Link Card Centre will not be able to perform card upgrades without receiving the old cards.
