The Hang Seng University of Hong Kong
Publishing Content on HSUHK Website
Service Request Form
Please submit this form together with your files to cpao-webupdate@hsu.edu.hk  for reviewing and handling by Communications and Public Affairs Office (CPAO). 
(Please submit at least 7 working days before the publishing date.)

	School / Programme / Department:
	

	Contact Person:
	
	Extension:
	

	Email:
	
	Submission Date:
	

	Approved by 
Head of Department:
	
	Signature:
	


	Update
	Details
	URL 
(Webpage address)

	1
	
	

	2
	
	

	3
	
	

	4
	
	


Please add more rows if needed 
Notes:

1. All materials should be provided in both English and Chinese and approved by head of school/department/office before sending to CPAO.
2. Published period for each request will be subject to final confirmation by CPAO.
3. The Information Technology Services Centre (ITSC) is responsible for managing part of the contents. Contents will be reviewed by the University and CPAO before publication.
4. Information requested to be posted onto the homepage of the website should be University-wide and news worthy.
For Office Use
	Approved by CPAO
	Prof Scarlet Tso
	Signature:
	

	Handled By:
	
	Completion Date:
	

	Reviewed By:
	
	
	

	Web Designer:
	
	Draft Completion Date:
	

	Progress: *
	( Received       ( Approved       ( Scheduled       ( Published       ( Rejected


* Please tick (() as appropriate 
Nov 2018

