



To: 	Design and Production Services		City University of Hong Kong Press (UP)


Proforma

Authorization List for UP’s Online Work Request System
Please update the following details of staff members from our department who are authorized to make use of the UP’s Online Work Request System. The role of the staff members are:
Preparer: 	Staff who can place work request only.
Coordinator:	Staff who can	(i) 	certify payment online upon completion of jobs;
(ii)	validate work request placed by other colleagues from the same department who have not been authorized previously; and 
			(iii)	place work request.

Remark: One Coordinator will be assigned to one Preparer. If you have various teams in your 
                department, please indicate the preparer(s) and your respective team coordinator  
                clearly. For names that appeared in our system but not appeared on this Proforma, we 
                will delete it in our system permanently.
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	Name
	E-mail
	Phone
	Remark

	
	
	
	

	
	
	
	

	
	
	
	



  Coordinator
	Name
	E-mail
	Phone
	Preparer(s)
Choose preparer(s) from above table to link up with the coordinator

	
	
	
	

	
	
	
	

	
	
	
	


College/School/Department of ________________________________________
Dean/Head’s Name: ________________________________________________
Dean/Head’s Signature: _____________________________________________
Date: ____________________________________________________________

Enquiries: 	Miss. CHUI Tsz Ying
Phone:	3442 6801
E-mail: 	tychui@cityu.edu.hk	
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You may photocopy this Proforma if necessary
