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Library Tour Request Form – for PolyU Students
	General Guidelines:
· The request for Library Tours should be made at least 1 week in advance.
· Normally, the tour will be conducted 9:00 am – 5:00 pm on weekdays.
· No tour will be arranged during the revision and examination period.
· Students' request of Library tour of a particular teaching programme must have endorsement from relevant teaching staff.



1. Contact Information:
	
	

	Student Name:


	Name of Instructor:



	
	

	Dept.:


	Title:



	
	

	Course code:


	Dept:



	
	

	Course name:


	Instructor Signature:



	
	

	Email:


	

	
	

	Contact Number:


	

	
	


2. Visit Details:

	Date of Visit:
	1st Choice
	
	2nd Choice

	
	Date:
Time:
	
	Date:
Time:

	Requested Language of Presentation:

	English / Cantonese / Putonghua*

	Information About The Group: (e.g. Number of Participants & Their Profile)

	


*Please delete as appropriate 
Please send the completed form to lbinf@polyu.edu.hk.
Library colleagues will get back to you shortly after receiving your request.
	Personal Information Collection 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 other departments within the University for the purpose specified above or a purpose that is directly related. Under the Personal Data (Privacy) Ordinance, you may request for access to and/or correction of your personal data in relation to your application.  If you wish to do so, please write to the Departmental Personal Data Officer, Pao Yue-kong Library, The Hong Kong Polytechnic University, Hung Hom, Kowloon, Hong Kong.
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