[image: image1.jpg]JERAEAE E* AN E] IZ—' 4 IZr‘-.
BERSXE
BEWING NORMAL UNIVERSITY - HONG KONG BAPTIST UNIVERSITY

UNITED INTERNATIONAL COLLEGE





                               UIC Key Application Form
                           钥匙领用申请表
1. Come to Estates Management Office (EMO) at AD401 Administration Building for enquires & applications.
       任何人领用钥匙，必须本人到EMO钥匙管理处如实填写钥匙领用登记表。
2. Keys are not allowed to be transferred to others or to be copied without authorization.

       不准转借钥匙和不准私自配制钥匙。

3. Contact EMO immediately when losing a key.

       办公室、教室钥匙如有丢失，需调查原因并立即告知EMO钥匙管理处。

4. The key-holder should take good care of the key. If the key is lost for personal reasons, the key-holder should bear full responsibility and be liable for compensation.
       领用人须妥善保管钥匙，如因个人原因致使钥匙丢失，由领用人负全责并承担赔偿责任。
5. Keys should be returned to EMO when employees resign.  
       持钥匙人离职，应归还钥匙给EMO钥匙管理处。

	Applicant Name
申请人/安全责任人
	 
	Unit部门
	 

	Room Number for the Key

门牌号
	
	 Quantity数量
	

	Contact Number联系电话
	 

	Reasons for Application
领用钥匙原因
	 

	Application Date申请日期
	
	Return Date归还日期
	

	Approval/Disapproval                         by the Department                                                                     申请部门领导意见
	 

	Official Seal of the Unit

申请部门公章
	

	Notes备注
	 


        I agree to comply with the Key Control Regulations of University. 
本人已经细阅并自觉遵守北京师范大学-香港浸会大学联合国际学院钥匙领用管理规定。
           

       ____________________

安全责任人签名

Signature of the key-holder 
