RS ULERZE

Leisure and Cultural Services Department

” EHRAHLEFE
Hong Kong Public Libraries SELEEE Ref. No. :

HER 25 B PR EIR RS

Request for Reference Materials Inter-branch Transfer Service

¥EIEIF Important Notes

Gk

JRHEZ ARSI B I S E R E SR (BETREEE - TEESHEIOBEREER) - e RERIEEREH

The duly completed application form should be submitted to the library (Hong Kong Central Library, a major library or a district library) where the reference materials
are to be consulted.  Fields marked with an asterisk (*) are required.
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All reference materials transferred through the Inter-branch Transfer Service are not for lending. Upon approval of application, the applicant
can only consult the requested items in the library (Hong Kong Central Library, a major library or a district library) where the application was
made.
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You have a right to request access to and correction of the personal data provided in accordance with Sections 18 and 22 of and Principle 6 of Schedule
1 to the Personal Data (Privacy) Ordinance. The provision of a copy of the data is subject to a charge as demanded by the Department.
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The personal data provided in this form will be used for processing your application for the Reference Materials Inter-branch Transfer Service only.
The provision of personal data is voluntary; however, if you do not provide sufficient information, the HKPL may not be able to process your
application.

1% - EEER S @A A - B A EREEAE B TR IES RS E e (FE T REEE - =
HEEEN D BEEE) FEEH  AREEEEMREEER - AREPEHEE 0 -

The applicant will be notified when the requested items are available. Within seven days following the date of receiving the notification, the
applicant shall consult the requested items in the library (Hong Kong Central Library, a major library or a district library) where the application
was made. Request will be automatically cancelled if the items are not consulted within the specified period.
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Notes on Application
1. The personal data provided in this form will be used for processing the application only.

2. Inter-branch Transfer Service only applies to some of the reference materials in the Hong
Kong Central Library (HKCL) and six major libraries (MLs)*. The approval of the
application and the dates available for inter-branch transfer are subject to factors such as
the collection type and usage of the requested items.

3. Inter-branch Transfer Service does not apply to the following reference materials of the
HKCL and six MLs*:

a) audio-visual materials; e) materials with a high usage;

b) collections with lending copies;
c) depository and special collections;

d) flimsy/loose-leaf materials and other
formats that are not suitable for transfer,
such as newspapers and periodicals;

f) microforms;
g) quick reference materials; and
h) rare materials.

4. The applicant shall agree and comply with the “Conditions of Use for Reference Materials
Inter-branch Transfer Service” below:

- It normally takes 21 days to process the request for Inter-branch Transfer Service.

The applicant may request access to a maximum of four items of reference materials
for a period of seven days.

The HKPL reserves the right to shorten the consultation period or reject any application
at any time if a reference material is required for providing reference enquiry services
or is required by another reader.

- Upon approval of application, the applicant can only consult the reference materials in
the library (Hong Kong Central Library, a major library or a district library) where the
application was made.

- The Librarian may consider extending the consultation period to meet the applicant’s
needs, and the consultation period for each reference material may be extended for up
to five consecutive times provided that the total consultation period does not exceed 42
days. Upon expiry of the original or extended consultation period (if applicable), the
item will be returned to the home library as soon as possible.  If the applicant wishes
to consult the item by means of inter-branch transfer again, a fresh application is
required.

- Permission to use the service is at the discretion of the Librarian.

*  City Hall Public Library, Kowloon Public Library, Ping Shan Tin Shui Wai Public Library,
Sha Tin Public Library, Tsuen Wan Public Library and Tuen Mun Public Library




