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	Student Residence Office
City University of Hong Kong

22 Cornwall Street, Kowloon, Hong Kong

Tel No.: (852) 3442-1200    

Fax No.: (852) 2794-7716

Email: sro@cityu.edu.hk
Website: http://www.cityu.edu.hk/sro


Application for Short Stay at Guest Quarters at Student Residence (Cornwall Street)
Notes: 
1. 
Please read the Important Notes about Booking and Charging Policies overleaf before submitting this form.

2. The form should be completed and submitted to SRO at least 3 working days before the scheduled check-in dates. 
Part I  Booking Details (To be completed by Applicant)                                            
Ref. No.:___________________
	Name of Applicant
	     
	Post/Student ID
	     

	Department /  Hall & Room No.
	     
	Contact No.
	     
	Email 
	     

	Name of Visitor(s) (Mr/Mrs./Ms.)
	1.      
	2.      

	
	3.      
	4.     

	Emergency Contact Person
	     
	Contact No.
	     

	Check-in Date:

(After 14:00 Hours)
	     
	Check-out Date:

(Before 12:00 Hours)
	     
	No. of Nights:
	     

	Nature of Booking
	 FORMCHECKBOX 

Departmental Visitor
 FORMCHECKBOX 

Family/friend of incoming exchange/non-local 
student/resident

 FORMCHECKBOX 

Others       

	 FORMCHECKBOX 
Staff

Please specify Staff ID     
(Full-time/Part-time/Research Project staff*) and seek endorsement by HRO if the booking will be paid by University

Endorsed by HRO (                                                      )

	Payment to be settled by
	 FORMCHECKBOX 
 By Applicant
 FORMCHECKBOX 
 By Visitor
 FORMCHECKBOX 
 By University (Departmental / Research Project account*)     

Notes:
a)
For Departmental account, Department Head shall endorse the application form and ensure that the visitor/staff stated above is eligible for housing accommodation provided by CityU.

b)
For Research Project account, the Principle Investigator (PI) should follow the guidelines laid down by RO/the funding body.


	
     
	
     
	     

	Signature of  Applicant
	Signature of Department Head (if applicable)
	Date


*Please delete as appropriate
Part II  Room Assignment  (To be completed by Student Residence Office)
	Hall & Room No.
	Room Type
	Room Rate
	Check-in Date

(After 14:00 Hours)
	Check- out Date

(Before 12:00 hours)
	No. of Nights
	Total Amount (HK$)

	
	Bachelor / Studio / One-Bedroom / Two-Bedroom Suite
	
	
	
	
	

	
	Bachelor / Studio / One-Bedroom / Two-Bedroom Suite
	
	
	
	
	

	
	
	
	
	
	
	


	( Confirmed
	( Chart marked
	( Payment
	( Check-in form

	Date:
	Date:
	Date:
	Date:

	( Change of booking
	( Cancellation
	( Chart updated
	( Security office informed

	Date:
	Date:
	Date:
	Date:


Please read overleaf
Important Notes about Booking and Charging Policies:

1. Completed forms should be forwarded to the Student Residence Office (SRO) at least 3 working days before the scheduled check-in date.
2. Bookings can be made 6 months in advance. Guest quarters are allocated on a first-come-first-served basis. The allocation is subject to allocation policies and availability. The period of stay for each booking is up to 6 months. When the applicant applies for extending the bookings, bookings can be made 3 months in advance of the extended booking period.
3. No provision is to be made for requests for alterations to the bookings submitted, except in special situations such as major building or equipment failure that make the room not habitable. Prior approval has to be sought from SRO.
4. Check-in and Check-out:

Visitors are required to check in after 1400 hours and check out before 1200 hours. 

For cases of late check-in: the rental will be charged from the first day of the booking submitted as the quarters have been reserved for the booking. 
For cases of late check-out: visitors will be charged half of the daily rate for late check-out after 12:00noon up to 6:00pm. Check-out after 6:00pm will be charged at the full daily rate.
5.
Cancellation of bookings:
a. Cancellation and/or change of bookings made between 8 and 14 days (inclusive) before the confirmed check-in date: a sum equivalent to 30% of the costs of the entire reserved but unused period will be charged to the applicant/visitors or host department.

b. Cancellation and/or change of booking made 7 days (inclusive) before the confirmed check-in date: a sum equivalent to 50% of the costs of the entire reserved but unused period will be charged to the applicant/visitors or host department.

6.
No show of visitors on the expected arrival date: full charges for the entire booking period will be made to the applicant/visitors or host department.

7.
All charges paid are non-refundable and non-transferable. The charges are subject to annual review. New charging rates will also be applied to all bookings even if they were made before the revision.
8.
Visitors staying at the guest quarters are required to respect and observe the Regulations Governing Student Residence.
9.
Smoking on University campus is an offence. Smoking is prohibited in both indoor and outdoor areas of the Student Residence, including in private sleeping rooms. Violation of the law could attract a fine of HK$5,000.

10.
The Student Residence is designed for adult usage and the facilities are not childproof. Adults are responsible for the supervision of their children at all times.

11.
For bookings up to one week or longer, basic cleaning services, new bedding items and towel sets will be provided.

12.
Requests for network connection at the guest quarters can be made through the SRO if your stay is one week or longer. The connection fee is HK$50 which covers two weeks and the fee for the following week is HK$25 per week. Please complete the form “Request of Network Connection” and submit it to SRO at least 4 working days before the service day.
13.
Room types of guest quarters (Cornwall Street) and rates:

	Room Type  (Daily Rate) 
	Hall
	Room
	Approx. Size
	Max. Cap.
	Facilities

	
	
	
	
	
	Single bed
	Double bed
	Sofa bed in living room
	Kitchen w/utensils
	TV & fridge
	Private Bathroom

	Bachelor Suite (HKD350)
	5
	15C
	20m² (218 sq. ft)
	1
	1
	n/a
	n/a
	n/a
	(
	(

	
	6
	10D
	20m² (218 sq. ft)
	1
	1
	n/a
	n/a
	n/a
	(
	(

	
	9
	12B
	22m² (236 sq. ft)
	1
	1
	n/a
	n/a
	n/a
	(
	(

	Studio (HKD500)
	7
	10C
	34m² (365 sq. ft)
	2
	2
	n/a
	n/a
	n/a
	(
	(

	One-bedroom Suite (HKD600)
	1
	16D
	52m² (560 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	
	2
	12D
	52m² (560 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	
	3
	11D
	52m² (560 sq. ft)
	3
	n/a
	1
	1
	(
	(
	(

	
	5
	15B
	45m² (485 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	
	6
	11B
	51m² (545 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	
	8
	14C
	50m² (540 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	
	9
	12C
	49m² (530 sq. ft)
	3
	2
	n/a
	1
	(
	(
	(

	Two-bedroom Suite (HKD700)
	2
	12B
	57m² (614 sq. ft)
	3
	3
	n/a
	n/a
	(
	(
	(

	Two-bedroom Suite (HKD800)
	4
	12B
	69m² (740 sq. ft)
	4
	4
	n/a
	n/a
	(
	(
	(

	
	9
	12D
	69m² (743 sq. ft)
	5
	4
	n/a
	1
	(
	(
	(

	Two-bedroom Suite (HKD900)
	7
	10B
	78m² (840 sq. ft)
	5
	4
	n/a
	1
	(
	(
	(


14.
Student Residence Office reserves the right to revise these notes from time to time subject to operational needs without prior notice.
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