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HKMA INFORMATION CENTRE 
 

��  Address     �� ����	 8
�����
 2� 55�      55/F Two IFC, 8 Finance Street, Central, Hong Kong 

��  Tel (852) 2878-1111                 ��  Fax (852) 2147-9408                 ��  Email   Info_Centre@hkma.gov.hk 
 

 

��  Remarks ��
��  For Official Use 

�  Application ACCEPTED 
 Confirmation letter issued on ____________________________ 
 Visitor name list to be received on ________________________ 
 

����  
Application received on 
 
 
 
 
 
__________________ 
 

�  Application NOT ACCEPTED 
 Rejection issued on ___________________________________ 
 

 

 

�������  Application for Group Visit1 
����� !"#$%& '()*+ ,-         Please refer to the attached “Code of Conduct for Visitors” before filling in this form. 
 

�� ���	 
   
 

Name of organisation
   
 

��  Address
   
 

��
� �� ��  Name of contact staff :   
 

��  Tel
  ___________________________ ���  Mobile
 _____________________________ 

��  Fax
 ___________________________ ���  Email
  _____________________________ 

��������  Name of officer-in-charge on the date of visit
   
 

������� ���  Mobile No. of officer-in-charge on the date of visit
   
 

���  Date of Visit
 _______________________________  ! Mon / Tue / Wed / Thu / Fri / Sat"  
 

��#$  Time of Visit
  

 �  10:30 am – 11:30 am �  11:30 am – 12:30 pm (�� �� �  Mon to Sat) 

 �  2:30   pm – 3:30   pm �  3:30   pm – 4:30   pm (����� ��  Mon to Fri only) 
 

%&'(  Guided tour service: �  )*  Required �  +)*  Not required2 
 

,- ./  Language preferred: �  0,  Cantonese �  1,  English �  23�  Putonghua 
 

���4  No. of visitors
 ________________  56�� �4  No. of staff
 _____________________ 
 

�  	
  Students ��
 Grade�                            �  �  ��  Adult �  ��  Senior  

�  ��  Disabled  �   �  ����  Handicapped (����  No. of wheelchairs:                                                   ) 
 

�  ��  Others �� !   Please specify :  �  
 

 

��78��  Name of person-in-charge
  ��9:  Chop of organisation
  
 
________________________________ 
 

;<  Signature
  
 _________________________________________________ 
 

________________________________ �  Date
   
 

  (2008/01) 
                                                 
1 �./01 230456789:;<=>?@A (B<CD 30 E )-F<=EGHI 30 JKLM N!OP�QRST4UV -  

We offer guided tours for visitors (max. 30 persons each group) from schools, universities and non-profit-making organisations.  
Guided tours for groups of over 30 visitors are subject to the agreement and arrangements by the HKMA. 

2  ()W<=XY  Z[\]�
^UV>?@A -  
 Visitors or staff of other organisations should not arrange guided tours on their own. 
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Code of Conduct for Visitors 
 
The HKMA Information Centre is a place for research, teaching and study. This Code of Conduct is drawn 
up for visitors to ensure that these activities can be carried out effectively. 
 
1. Only materials from the Information Centre may be used in the Centre. 
2. No books or other materials may be removed from the Centre. 
3. Books and other materials should be handled with care and should not be marked or damaged in 

any way. 
4. Visitors should observe silence in the Library except in their necessary discussions with 

Information Centre staff. Visitors should avoid causing disturbance or disruption to other visitors 
and users of the Centre. 

5. Visitors should switch off mobile telephones and other audio-electronic equipment before entering 
the Centre. 

6. Smoking is prohibited in the Centre. 
7. Food and drink may not be brought into the Centre. 
8. Visitors should avoid bringing heavy luggage to the Centre. 
9. Visitors should report to staff in case of sickness, accident or emergency. 
10. Library materials should be left on the trolley near the counter after use for reshelving. Visitors 

should not reshelve the materials themselves. 
11. Photographs may be taken in the Exhibition Area but not in the Library. No flash or tripod may be 

used. 
12. The intellectual property rights to all original materials in the Exhibition Area belong to the HKMA. 

Reproduction and presentations using the materials in the Exhibition Area are prohibited unless 
prior approval has been given by the HKMA.  

13. Visitors who fail to observe this code may be asked to leave the Centre. 
14. The Centre will be closed when the tropical cyclone warning signal No. 8 or above is hoisted, or is 

about to be hoisted. The HKMA reserves the right to close the Centre in case of emergency, or in 
the interests of safety, or for any other reason. 


