Leisure and Cultural Services Department
Code on Access to Information

ACCESS TO INFORMATION OFFICER

Written requests for information held by the department should be addressed to -

Access to Information Officer

Leisure and Cultural Services Department

13/F, Leisure and Cultural Services Headquarters
1-3 Pai Tau Street,

Shatin, N.T.

Requests may be made by letter or by application form available at the eighteen District Leisure Services Offices and the counter
at 13/F, Leisure and Cultural Services Headquarters, 1-3 Pai Tau Street, Shatin, N.T.

APPLICATIONS WITH INSUFFICIENT POSTAGE

To submit application to this Department by post, please make sure that all mail items bear sufficient postage. This Department
will not accept any underpaid mail items and such items will be handled by the Hongkong Post. For calculation of postage,
please refer to the Hongkong Post’s website (http://www.hongkongpost.hk/en/postage calculator/index.html).

CHARGES

Photocopying charge for photocopying black and white on A3 or A4 size paper may be levied in relation to your application.
The current photocopying charge is HK$1.50 (for A4 size paper) and HK$1.60 (for A3 size paper) per page for photocopies in the
same document.

N.B.

1. In this context, a document usually means a booklet, a report or an enclosure in a file;
2. Photocopying made on both sides of a sheet is counted as two copies.
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Annex C
APPLICATION FOR ACCESS TO INFORMATION
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(This form can be completed either in English or Chinese. Please read the notes below before completion)
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Applicant's Particulars EF5E A {E A &5k
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Name Mr Tk #HK 1I/D No. « )
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Correspondence Address
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Tel. No. Email Address Fax No.
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* Please delete as appropriate # Complete only if applicant’s personal data are required
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Information Requested B3R ZEEIE R

To:  Access to Information Officer 2 Hr L HPEEE— 2 =5k
Leisure and Cultural Services Department EEE R S AR B AR - =
13/F, Leisure and Cultural Services Headquarters B4 R T LB
1-3 Pai Tau Street, Shatin, N.T. N e

Details of information requested (Please be as specific as possible. It will help us understand clearly the information you are
seeking. Use a separate sheet if necessary.)
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Signature Date
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1. A charge reflecting the cost of reproducing the records concerned may be levied. The department will advise you in advance
of any such charge.
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2. You may be asked to provide additional information to help us meet your request. The department may not be able to
process your application if you do not provide sufficient information.
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3. The information provided will be used for processing your application for access to information. It may be divulged to other
departments/agencies for the same purpose.
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4. For correction of or access to personal data contained in this application, please contact the Access to Information Officer of
the department concerned.
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