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E-Form: Request For A Minor Works Request

& submit | [J SsaveasDraft
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The Hong Kong University of Science and Technology
Campus Development Office
Request for A Minor Works Project

Requesting Department/Center

04/1212020 B

PIC Name

E-mail

phone No

Area / Room No,

Nearest Lift No. :

Building Name :

epartment Approver :

Select
Brief Description of Work :
Reason of Request :
Relative priority of this project among all service requests by Department/Center of (eg. 1 of 3)
rank this project in numerical order wit o all requests by this unit: do not

e same number twice)

Desirable Completion Date :

Summer Break

2021 annually)

2021 Winter Break

y 15 April 2021 annually

(Specify with reason:

Funding Source:

rtment

able when the works related to Health

y. at public area, frequent use by student etc. Funding subject to MW Committee

cify Account Code:

ol Approver

ool/Branch Priority : of

No. Step Name Sign Action Date




Minor Works Request E-form - Path

Item

Minor Works Request E-form

Path
https://admms66.ust.hk/YZSoft/forms/Post.aspx?pn=Request

%20for%20A%20Minor%20Works%20Project
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Workflow

Submit—m- g ——Approve—s= Agh g Approve - A—F ﬂ — - g Confirm—ms= }’ —_ A @

Start Dept Ipmva Motify CDO School »‘ppro\ta Motify All Split CDhoO Join Mofify Initiator End
Return to Dept. Approval

Start Requestor Submit Submit E-Form to Department Approver.
2 Dept Approval Department Approve Approve the request and submit to School Approver.
Approver (Selected
in form) or Return to Requestor Return back to the Requestor to update information.
3 School Approval School Approval Approve Approve the request and submit to CDO
(Selected in form)
or Return to Dept. Approval Return back to Department Approver to update information.
4 CDO CDO Admin Reply — (Confirm or Reject) CDOQ'’s replies will be based on Minor Works Committee

(MWC) comment.

CDO will pass to MWC in Mid-October and Mid-April annually;
to assess, prioritize and approve all Minor Works requests,
irrespective of funding source.

For details, please refer to CDO website: -
https://cdo.ust.hk/minor-works



https://cdo.ust.hk/minor-works

Step (1) — Complete by Requestor
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The Hong Kong University of Science and Technology

ll JJ Campus Development Office
ll‘ Request for A Minor Works Project

1. Fill up and submit
by Requestor

on/PIC Name

Acceptance

Area / Room No,

Nearest Lift No. :
Building Name :

epartment Approver :

Select
Brief Description of Work :
Reason of Request :
Relative priority of this project among all service requ by Department/Center of (eg. 1 of 3)

ank this project in numerical order wit

o all requests by this unit: do not

e same number twice)

Desirable Completion Date :

0 2022 Summer Break Submit by 15 October 2021 annually
2021 Winter Break (Submit by 15 April 2021 annually
Others (Specify with reason

Funding Source:

able when the works related to Health / S.

(Only a

y. at public area, frequent use by student etc. Funding subject to MW Committee
approval

Please Specify Account Code:

School Approver

Branch Priority : of

No. Step Name Sign Action Date Comments




Step (2) — Complete by Department Approver

i Fwliah

[ The Heng Ken chnelegy
u y Campus Development Office Dept Agaraal
J_L Request fer A Miner Werks Praject

2.2) Department Approv
er to review the content
e input by Requestor,
- either “Approve” or “Re
turn to initiator” for

2.1) Need to select the “ further modification.

School Approver”, if “De st
partment Approver” ap y
prove the works request e

2022 Winbor Break

Funding Source:




Step (3) — Com

Sements

The Hong Kong University of Science and Technology
Campus Development Office

L. — 3.2) School Approver to
review the content
either “Approve” or “Re
turn to Dept Approver”
for further modification.

Date of Request

3.1) School Approver shall
fill in these boxes if
approve the works request

Funding Source:
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